
NOTICE OF VACANCY 

 

TITLE:   Constituent Services Director & Latinx Affairs Coordinator 

DEPARTMENT:  Mayor’s Office 

REPORTS TO:  Mayor or their Chief of Staff 
POSITION STATUS: Full-Time, non-union position with benefits 

SALARY:  $67,000 

 

JOB SUMMARY: 

The Constituent Services Director/Latinx Affairs Coordinator (CSD/LAC) manages constituent service operations for the 
Mayor’s Office, including providing direct involvement in more complex cases or inquiries, guidance to Mayor’s office 
staff in routine constituent service response, and support to other City departments in their efforts to provide the 
highest levels of customer service.  The individual also helps the Mayor’s Office and other City departments more 
effectively serve Salem’s Latinx and Spanish-speaking population by providing community outreach and civic 
engagement, referrals when necessary, translation and interpretation services, and dedicated constituent assistance 
for non-English speakers. 
 

MAJOR DUTIES AND RESPONSIBILITIES: 
Manage overall constituent service activities for the Mayor’s Office, directly handle complex issues or cases, and 
support other departments in improving customer service. 
 
Pro-actively seek out innovations and improvements in managing and responding to constituent inquiries and cases.  
Oversee usage and maintenance of the Mayor’s Office constituent contacts database. 
 

Serve as the Mayor’s Office representative on internal staff working groups for problem properties, 3-1-1/SeeClickFix, 
Urban Mechanics/CitiStat, and other constituent and neighborhood issues. 

 

Develop and carry out an annual Civic Engagement Academy, to help residents learn more about the operation of their 
municipal government.  Mayor’s liaison to Latino Leadership Coalition, Point Neighborhood Association, and other 
community organizations that address or represent Latinx persons on issues of particular concern to the Latinx 
community. 
 
Develop and implement a Latinx Civic Engagement Plan to bolster Latinx participation in City activities, municipal 
boards, public service, etc.  Serve as point of contact for constituent inquiries and referrals when Spanish is the 
preferred language. 
 
Provide basic Spanish language translation/interpretation for the Mayor’s office and on occasion, for other City 
departments.  Point of contact for translation and interpreter contractors for larger or more complex needs. 
 
Develop and maintain Spanish-language resources on the City of Salem website, including a new Latinx Affairs page. 
 
Oversee City’s application process for Welcoming City and Government Alliance on Race and Equity certification. 
 
Staffs No Place for Hate Committee, and Neighborhood Improvement Advisory Council.  Staff Mayor at some 
appointments outside of City Hall.  Part of the team of employees trained in and responsible for distribution of reverse 
notifications to residents using the CodeRED system. 
 
Serve as the Mayor’s Office’s official LGBTQ Liaison.  Manages constituent service interns. 
 
All other duties as assigned. 



KNOWLEDGE, SKILLS, AND ABILITIES: 
Must be highly organized and able to self-supervise/self-direct.  Experience supervising other employees useful.  
Demonstrated ability to manage multiple simultaneous projects. 
 
Must be highly fluent in Spanish and English.  Spanish native-speaker fluency preferred.  Familiarity with Latinx culture 
is important.  Knowledge of Salem and issues particular to the city is preferred, but not required. 
 
Excellent interpersonal skills for cross-cultural communication.  Able to speak candidly and constructively while 
maintaining professional discretion and confidentiality. 
 
Strong customer service and problem-solving skills necessary.  Computer skills, including familiarity with Microsoft 
Office suite of programs. 
 
QUALIFICATIONS: 
At least three (3) years’ experience in public administration or government, community organizing or engagement, or 
a similar field.  Bachelor’s degree in Public Administration, Political Science, Civic Engagement, or a related or otherwise 
relevant field required.  Any equivalent combination of education and experience will also be accepted. 
 
Experience translating English to Spanish and Spanish to English.  Verbal and written fluency in Spanish required.  
Exceptional writing ability in English and Spanish required. 
 
PHYSICAL DEMAND AND WORK ENVIRONMENT: 
The physical demands and work environment described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.  To perform the essential functions of the job, the employee 
is required to hear, talk, stand, walk, operate office equipment, keyboards and perform repetitive motions.  Employee 
may be required to carry supplies, or set up displays, and lift up to 20 pounds.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  The work environment is typical of an 
office, and noise level may increase depending upon work location assignment.  May be required to visit neighborhoods 
and residents outside of the office.  Works routine City Hall office hours and may be asked to attend meetings or 
appointments outside of routine office hours and should be available outside of routine office hours for emergency 
situations. 
 
Qualified individuals are encouraged to apply with a cover letter, resume are references to jobs@salem.com.  Position 
will remain open until a candidate is selected.   
 
 
CITY OF SALEM, Human Resources 
98 Washington Street 
Salem, Massachusetts  01970 
 
Lisa B. Cammarata, Director 
 
 
DATED: June 7, 2021 
 
The City of Salem is committed to maintaining a work and learning environment free from discrimination on the basis 
of race, color, religion, national origin, pregnancy, gender identity, sexual orientation, marital/civil union status, 
ancestry, place of birth, age, citizenship status, veteran status, political affiliation, genetic information or disability, as 
defined and required by state and federal laws.  Additionally, we prohibit retaliation against individuals who oppose 
such discrimination and harassment or who participate in an equal opportunity investigation. 
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