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Communications Director

	Department:
	Communications	
	Reports To:
	City Manager
	Division:
	Communications	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	17	
	Revision Date:	
	9/17/2013


GENERAL STATEMENT OF JOB

The Communications Director plans, organizes, manages and directs the activities of the Public Communications Department. The department is responsible for developing and implementing programs for and providing professional support in the areas of strategic and crisis communications, public relations, community relations, citizen engagement, internal information, advertising, marketing, website and social media management and special events to the City of Centennial, the City Manager, City departments and the Mayor and City Council. This position directs the development and implementation of programs to reach out into the community, with the goal of increasing citizen understanding of municipal operations and the issues.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Advises/supports the City Manager, Mayor, City Council and all department directors in matters relating to internal/external communications, community relations/engagement, media relations, marketing/advertising, special events, and website & social media management in support of municipal operations and issues.
Establishes goals/objectives and operational direction for the department. Directly manages, supervises, and trains assigned communications and administrative staff as well as additional temporary and intern staff which may be assigned. Establishes and manages operational and administrative policies and procedures to ensure effective and efficient support to department operations and issues. Directs, coordinates and liaises with contract resources as needed.
Directly responsible for all communications department personnel matters and decisions relating to hiring, retention, performance appraisals, recognition, discipline and salary. Develops mechanisms to ensure the personal and professional development of all personnel.
Develops and manages the department’s budget. Analyzes communications and marketing needs of individual City departments to assess annual and long-term communications-related budgetary requirements. Develops and presents the department’s budget for approval by the City Manager and the City Council.
Directs/manages the organization’s public information, media relations and media marketing programs. Develops proactive and dynamic programs and procedures to inform and educate the public, to positively influence public opinion and to make Centennial’s citizens better informed voters. This includes:
Serving as the City’s spokesperson, as warranted, as well as preparing and encouraging senior staff and subject matter experts to participate, as appropriate, in press conferences; media opportunities; editorial boards and interviews on high profile, sensitive issues.
Response to crisis and emergency situations; maintaining a 24 hour emergency response capability to provide information to the media/public and employees, and to coordinate the organization’s crisis communications response.
A proactive program to provide information to the public and to solicit public involvement in the City’s activities and events.
Maintaining active working relationships with Metro Denver and local print and electronic news media, as well as response to regional and national mass media on major issues and incidents.
Developing and managing a proactive program-to-market to regional, national and trade media, stories highlighting major City initiatives and innovations.
Manages/directs the department’s marketing, advertising and video production support to Municipal departments to promote their services. Support includes the development of marketing concepts and plans; requests for proposal; selection and management of commercial PR/Advertising/Video agencies and the development of print, radio, TV, Web and video products.
Oversees the City’s Website and Social Media program.
Works with the City’s department directors, managers, employees and contract personnel to analyze their communications needs. Develops/implements strategic communications plans and programs to support their requirements and issues. Guides, mentors and directs the department’s public communications professionals in implementing strategies to address issues having impact on municipal operations and public opinion.
Supervises the development and implementation of the department’s employee information and publications programs that support the entire organization. Oversees and provides policy direction in the focus, design, production and distribution of employee/internal information products as well as external print, electronic, video and Web/social media tools and products produced for public consumption.
In conjunction with Human Resources, provides oversight and direction pertaining to employee recognition programs, events and team-building activities.
Supervises and manages the development and implementation of the organization’s community relations program. Develops proactive and dynamic tools and programs to inform, educate and engage the public regarding City activities, issues and initiatives.
As appropriate, represents the City as a member of boards/committees associated with community and professional organizations. Maintains liaison and close working relationships with counterparts in other government and quasi-governmental agencies in the community; e.g. Arapahoe County, bordering cities, supporting fire  and school districts, chambers of commerce, etc. 

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge and Skills: Principles, practices and methods of an effective public and media information program; marketing methods as they relate to advertising City services; the preparation and production of printed, audio-visual, computer/web-based and social media products and materials; the operating methods of print, electronic and other news gathering organizations; proper grammar, writing/editing of materials for public consumption, journalistic  writing techniques and style guide usage; public speaking methods; speech writing techniques; principles and practices of supervision and personnel and resource management.
Abilities: To analyze and evaluate the external and internal information and advertising needs of a diverse organization; to analyze, manage and develop/implement effective strategies to address situations and issues that may impact the public’s opinion of the City or its operations; to effectively deal with dissatisfied/concerned public as well as demanding or investigative media; to establish an effective working relationship with elected officials, top management, community representatives, advertising agency representatives, and print and electronic media; to speak accurately on behalf of the City in an official capacity; to produce video, Powerpoint, Internet, and other media presentations; to effectively market the City through public information and advertising campaigns, City programs, and services; to prepare effective written materials; to plan, organize and direct the work of others; to prepare long-and short-range program goals and objectives; and to monitor and/or control approved budget expenditures for a department as well as for  advertising and media campaigns.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s degree in journalism, marketing, communications, public relations or related field, and five (5) or more years of general and well-rounded communications, public information or related experience, plus at least four years managing diverse communication, public information, marketing and outreach programs and staff. Municipal government experience preferred. Any equivalent combination of education and experience may be considered.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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