
 

HUMAN RESOURCES DEPARTMENT 
City of Burlington 

________________________________________ 
179 South Winooski Avenue, Burlington, VT 05401 Voice (802) 865-7145 

    Fax (802) 864-1777 

              Vermont Relay: call 711  

    or 800-253-0191 

 

 

To:  Board of Finance 

 

From:  Julie Hulburd, HR Generalist 

  Susan Leonard, Director of Human Resources 

 

Date:  June 11, 2013 

 

Re:  Reclassification and Title Change Community Justice Center Coordinator - CEDO 

 

We respectfully request and recommend your approval of the reclassification of the Community and 

Economic Development Department’s (CEDO) Community Justice Center Coordinator from a Grade 18 

to a Grade 19. 

 

This position was reclassified at the request of the Director CEDO and the employee occupying the 

position and is necessitated by the increased supervisory and fiscal responsibilities. Specifically, the 

original Community Justice Center Coordinator job description called for the supervision of one (1) to 

three (3) employee.  However, this position currently supervises eight (8) employees.  The Community 

Justice Center Division CEDO consists of Three (3) Regular employees and five (5) Limited Service 

employees.  This position would undergo a name change from Community Justice Center Coordinator to 

Assistant Director of the Community Justice Center, which is consistent with peer positions with in the 

CEDO organizational chart.   

 

Using the Willis Classification Plan, the reclassification calculation resulted in the position being 

upgraded, from Grade 18 to Grade 19.  City of Burlington Personnel Policy Section 5.4 states that an 

employee in a position that is reclassified to a higher grade, the employee will enter that higher grade at 

the lowest step which ensures at least a 5% increase over the current pay rate. Therefore, if approved, 

the incumbent would be placed at a Grade 19, Step 5. This equates to an annual salary of $58,554.99.   

 

As noted in the Mr. Owen’s request, this salary amount has been included in the FY14 budget, in 

anticipation of review of these positions job responsibilities. These changes are proposed to be effective 

following City Council approval and Mayoral signature of the resolution.  
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City of Burlington 
Job Description 

 
Position Title: Community Justice Center CoordinatorAssistant Director of Community 
Justice  

Department: CEDO 

Reports to: Director of CEDO 

Pay Grade:  1819     Job Code:  623 

Exempt/Non-Exempt: Exempt   Union: Non-Union 

General Purpose: This position is responsible for the development and management of the 
Community Justice Center (CJC).  In addition, the CJC Coordinator is also responsible for 
promoting the use of restorative principles to respond to crime and conflict throughout the City of 
Burlington.  
 
Essential Job Functions: (This section outlines the fundamental job functions that must be 
performed in this position.  The “Qualifications/Basic Job Requirements” and the “Physical and 
Mental/Reasoning Requirements and Work Environment” state the underlying requirements that 
an employee must meet in order to perform these essential functions.  In accordance with the 
Americans with Disabilities Act, reasonable accommodations may be made to qualified individuals 
with disabilities to perform the essential functions of the position.) 
 

• Oversee all CJC programs including (but not limited to) Reparative Probation, Alternative 
Justice, Parallel Justice, Offender Reentry, and Community Support Programincluding 
setting priorities and strategies for each program area.  

• Receive and utilize input form project/program staff, community stakeholders, funding 
agencies/organizations and elected officials to set priorities and strategies for the 
Community Justice Center and each of it’sits sub programs.  

• Manage all general operations of the division including assisting in the development and 
monitoring of the division budget. 

• Maintain positive public relations and promote restorative principles.  Participate in 
community initiatives regarding crime, conflict and Criminal Justice System 

• Facilitate community efforts to respond to issues relating to crime and conflict.  Develop 
and implement new forums, policies and/or programs to meet expressed community 
concerns 

• Serve on community-based leadership groups in the realm of alternatives to justice, victim 
safety, offender accountability, offender re-entry, and social services such as Rapid 
Intervention/Community Court Advisory Committee, and Parallel Justice Commission.  
Including assisting in the creation and maintenances of grants and sub-grants as needed.  

• Assume a leadership role with the Community Justice Network of Vermont, participate 
and remain knowledgeable in legislative policy issues and needs and serve on the CJNVT 
legislative committee.    
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•  Facilitate and Pparticipate in local and statewide initiatives to improve response to crime 
crimeand,  conflict, offender accountability, victim support and alternatives to criminal 
justice system.  

• Oversee and conduct negotiations with multi-party and multi-agency affiliations to secure 
funding and operational authority 

• Facilitate regular collaboration between City of Burlington (through the Burlington Police 
Department and City Attorney’s Office) with the State of Vermont Department of 
Corrections 

• Direct, manage, and supervise the hiring and performance of Community Justice Center 
employees.  

• Provide on site support for one outside contractor from VABIR.   
•Manage CJC staff; assign and supervise work, evaluate performance, and administer minor 

discipline 
• Oversee the recruitment, supervision and coordination of volunteers serving in the CJC 

programs 
• Federal, State and Private grant solicitation and management.  Maintain regular contact 

with the Vermont Agency of Human Services, the U.S. Department of Justice, Vermont 
Center for Crime Victim Services, Office of Victims of Crime and other agencies 
regarding contract compliance and funding opportunities 

• Support an active Citizen-based Advisory Committee 
• Develop and implement a strategic plan for long-term sustainability of the CJC 
• Prepare recommendations for and administer CJC annual budget  
• Provide regular program up-dates as necessary 
• Serve on department advisory team including weekly meetings with Director and other 

Assistant Directors to analyze budget, make staffing recommendations and other projects 
as needed and as assigned by the CEDO Director. 

• Performs other duties as required 
 
Qualifications/Basic Job Requirements:  
 

• Bachelor’s degree in a relevant discipline and four to six  years of experience in 
community-based conflict resolution, community development, and program development 
and management  

• Supervisory experience required 
• Volunteer management, including recruitment and support, highly desirable 
• Demonstrated success in fostering collaborative relationships or coalitions required 
• Demonstrated public relations, group development and facilitation skills required 
• Ability to communicate effectively both orally and in writing required 
• Attendance at early morning/late evening meetings and some travel required 
• Ability to work with a diverse group of partners and program participants required 
• Demonstrated ability to be creative in program design and development required 
• Demonstrated success in grant writing and management 
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Physical & Mental/Reasoning Requirements; Work Environment: 
These are the physical and mental/reasoning requirements of the position as it is typically 
performed.  Inability to meet one or more of these physical or mental/reasoning requirements will 
not automatically disqualify a candidate or employee from the position. 
 
_x_ seeing   __ ability to move distances  __ lifting (specify) 
__ color perception         within and between         __ pounds 
       (red, green, amber)        warehouses/offices  __ carrying (specify) 
_x_ hearing/listening  __ climbing           __ pounds 
_x_ clear speech  __ ability to mount and  __ driving (local/over 
_x_ touching          dismount forklift/truck         the road) 

_x_ dexterity  __ pushing/pulling 
            _x_ hand 
            _x_ finger 
 
__ reading - basic  __ math skills - basic   _x_ analysis/comprehension 
_x_ reading - complex _x_ math skills - complex  _x_ judgment/decision 
__ writing - basic  _x_ clerical           making 
_x_ writing - complex 
__ shift work   __ outside    __ pressurized equipment 
_x_ works alone  __ extreme heat   __ moving objects 
_x_ works with others  __ extreme cold   __ high places 
_x_ verbal contact w/others __ noise    __ fumes/odors 
_x_ face-to-face contact __ mechanical equipment  __ hazardous materials 
_x_ inside   __ electrical equipment  __ dirt/dust 
 
Supervision: 
 
Directly Supervises: __1-3___8  Indirectly Supervises: __50 Volunteers___ 
 
Disclaimer: 
The above statements are intended to describe the general nature and level of work being 
performed by employees to this classification.  They are not intended to be construed as an 
exhaustive list of all responsibilities, duties and/or skills required of all personnel so classified. 
 
Approvals: 
 

Department Head:  _____________________________  Date: __________ 
 

Human Resources: _____________________________ Date: __________ 
 
Revised 10/18/02& Reclassified March 2013 
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Classification Scores
March 2013

Knowladge & Skills E1Y 212
Mental Demands E3I 70
Accountablity D1D 92
Working Conditions L1A 0

374
Total

Classification 

Assistant Director for the Community Justice Center 

Full-Time Regular Grade 19


