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Class Definition

Under general supervision, perforns a wide variety of public

i nformation and community relations work invol ving noderate
responsibility, conplexity and variety. Perfornms other related duties
as assi gned.

Exampl es of | nportant Duties

1. Initiates, conposes and edits a variety of witten materials for
distribution to radio, tel evision, newspaper and public groups,
such as public service announcenents, weekly news rel eases, and
featured articles or stories.

2. Assists in planning and coordinating major public functions such
as public foruns, dedications and ground- breakings.

3. Answers a variety of telephone inquiries fromthe general public,
press and high level officials. Perforns necessary research in
assisting caller in public affairs issues.

4, Assists in handling adm nistrative, filing and report preparation
duties of the public affairs program

5. Wites and edits copy for brochures and coordi nates | arge
publ i cations such as cal endar of events and guides to park
activities. Reviews and coordi nates staff input, advises staff on
proper format and content of publications, layout, printing and
di stribution.

6. Mai nt ai ns i nformati on on Conm ssion prograns and events to provide
the public, staff, and nmedia with factual and tinely information.

7. Supervi ses and directs clerical staff. Plans, schedul es and
assigns daily work. Evaluates work and counsels staff.

8. May assist in the planning of neetings and work sessions with
civic groups and conmmunity representatives affected by Conm ssion
pl ans, and followup to provide citizen groups with responses to
questions and general information regarding their interest and
concerns.

9. Mai nt ai ns records of divisional expenditures and manages petty
cash fund.
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| nportant Worker Characteristics

A Knowl edge of (1) Comm ssion activities;* (2) Comm ssion
organi zation;* (3) Comm ssion policies and procedures;* (4)
journalism (5) public relations; (6) supervision.*

B. Skill in operation of (1) conplex audio-visual equipnment; (2)
m croconmputer and appropriate software.*

C. Ability to (1) deal directly with public and staff; (2) speak and
wite clearly, informatively, and interestingly; (3) organize work
efficiently; (4) provide courteous service.

* Devel oped primarily after enploynent at this job class.

M ni num Qualifications

1. Associ ate of Arts degree in Journalism English, Public Relations
or related area and three years of progressively responsible
public/community relations and press rel ations experience, which
I ncluded at | east one year of editing/publications experience; or

2. An equi val ent conbi nati on of education and experience.

Wor ki ng _Condi ti ons

Works in high pressure office. Wbrks occasional evenings, weekends and
hol i days. Consi derable pressure to neet deadlines.



