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Communications Manager
(Senior Communications Specialist, Communications & Events Manager)

	Department:
	Communications	
	Reports To:
	Communications Director
	Division:
	Communications	
	FLSA Status:
	Choose an item.
	Pay Grade/Range:
	14	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

The Communications Specialist is responsible for developing, producing and implementing public information and education materials for the general public, news media and community groups, under the supervision of the Communications Director. The position supports and promotes the community communication goals of the City by performing a diverse range of activities including producing and updating Website content; writing newsletter articles, brochures and news releases; planning community events; interacting with reporters; and coordinating specific information programs.  In addition, this position works on special projects requested by the City Manager.

Requires an energetic individual with good enthusiasm, ideas, and follow through to assist with existing and new informational campaigns, educational materials and public events.

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.  

Assist the Communications Director with a broad range of communications activities needed for internal and external information.
Works on special projects as assigned by the City Manager 
Research, write and edit a variety of written materials including news releases, reports, brochures, fact sheets, and articles for the City’s quarterly newsletter to citizens.  Assist in preparing/editing layouts and photo editing. Review and edit proofs.
Interacts with City Council members, department directors, vendors, contract departments, special district personnel and others to create and implement informational projects that inform the public and project a positive image of the City.
Coordinate public event logistics and publicity materials for events; work with volunteers and co-sponsors.
Research, compose and edit content for the City’s Website.  Interact with Website Administrator to solve problems, create solutions and implement new Web-based services.
Establish and maintain regular contact with community groups, vendors, department heads, elected officials, reporters and members of contract departments for the purpose of meeting the City’s public education, awareness and education needs.
Organize and/or attend community meetings to represent the City and interact with community groups.
Serves as liaison with employees, public and private organizations, community groups and other organizations; provides information and assistance regarding legislative programs and services; delivers or assists in oral presentations as requested; responds to and resolves inquiries and complaints.  
Attends workshops and seminars and presents information to appropriate personnel for follow-up action.  Serves as department liaison with other departments for outside agencies. Confer with City officials and employees on matters of administration, finance and operation.  
Observe and follow established City and department policies and procedures in the daily conduct of the job.  Plan and arrange work schedule and manage priorities to complete assigned work within deadlines.
Oversees all aspects of the City’s Youth Commission program. 
Perform other assignments and projects as required.

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 of journalistic writing techniques, English grammar, and composing and editing informational materials for the public.
Knowledge of public relations and journalism principles and practices. 
Knowledge of publicity techniques and practices.
Ability to exercise tact and discretion in interactions with elected officials, department directors  and co-workers, outside contacts and the general public, and in handling confidential information.
Ability to work through projects in a collaborative environment.
Ability to exercise judgment, manage multiple tasks and deadlines, and work under deadline pressure.
Knowledge of current computer-based technologies used in communications.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s degree in journalism, marketing, communications, public relations or related field, and three (3) to five (5) years of experience in the public information/public relations field, including major events planning, Web content and news or newsletter article writing experience; prefer some municipal government experience; prefer some journalism background. 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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