00101

Director of Communications and Community Outreach
Grade: 11

FLSA: Exempt

Date:
 02/23

Job Summary:  The Director of Communications and Community Outreach plans, organizes, and directs messaging, activities, and services of the States Attorney’s Office to ensure effective and cohesive internal and external communications and community outreach.

The work involves planning, developing, and implementing integrated communications strategies and policies, including strategic communications, media relations, social media, video, and graphic services, writing, editing, and preparing informational materials for internal and external audiences. The Director is an authorized spokesperson and news media liaison for the agency. and conducts news conferences and other public events; provides counsel for staff regarding effective communication practices and activities and responds to inquiries from the public.

Additional duties include Community Outreach-Special Projects management. The incumbent manages designated programs by providing effective coordination, planning, development, and execution of timelines, budgets, and on and offsite related events including such initiatives as Project Graduation, Badges for Baseball, the Victims Memorial Ceremony, and other related community events. The Director is responsible for coordinating the review of grants and the supporting reports and presentations and offering timely status updates to all stakeholders.

The work requires strong administrative skills, strong experience, training in communications and communication strategies, proven effective project management, and established relationships, both internal and external.

Essential Functions:
1. Chief spokesperson for the agency;
2. Primary point of contact between the agency and the media for all related communications;
3. Develops strategic communication strategies and plans; oversee the execution of programs and campaigns, major projects, and policies. Maintains and updates media contact lists;
4. Plans, develops, writes, and issues news releases, media advisories, and other promotional or informational materials for print, broadcast, and online media;
5. Works with States Attorney, and all staff to recognize communications opportunities and execute appropriate strategies to support and promote. Works to ensure States Attorney’s objectives are promoted with the public; develops messaging, internal communications, and external media relations activities;
6. Researches and verifies information on a variety of issues in response to requests for information from media representatives;
7. Write and edit speeches and talking points as needed;
8. Advises agency representatives concerning publicity for programs, events, and media relations practices;
9. Provides communications counsel; conducts media training, proactively develops, and updates media relations policy as necessary;
10. Authors and updates social media policy; administers and monitors content on official social media platforms, coordinates website management; ensures new and updated information regarding public matters;

11. Serves as Subject Matter Expert regarding matters of protocol (i.e., display of flags, recognition of dignitaries at events, etc.);
12. Develops presentations for use by agency members as requested;
13. Coordinates planning, design, and implementation of assigned projects; develops, recommends, and maintains accurate budgets;
14. Manages cost and quality controls in all project activities;
15. Assists in the development of procedures, policies, record-keeping, and duties as required;
16. Identifies opportunities for effective community engagement through external and internal programs;
17. Has operational responsibility for projects and programs that promote the mission of the State’s Attorney’s Office to include planning, coordination, and execution;

18. Supervises staff members and budgets in support of outreach programs;
19. Serves as liaison for State’s Attorney’s Office and partner agencies;
20. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain a thorough knowledge of States Attorney’s Office policies and procedures;
2. Ability to effectively represent States Attorney’s Office to the public;
3. Ability to effectively communicate with other managers, staff, and the public;
4. Ability to establish and maintain cooperative working relationships with the media, key stakeholders, other government agencies, vendors, and the public; handle public relations problems with courtesy and tact;
5. Ability to coordinate and supervise special projects, accurately analyze situations and problems relating to projects, identify alternative solutions, project consequences of proposed actions, and implement an effective course of action in accordance with all policies;
6. Excellent writing and communication skills;
7. Must possess a valid license and be willing to work some holidays, weekends, and evenings.


Education and Experience: 
1. Bachelor’s degree in Public Relations, Journalism, Communications, or related field, or equivalent training, education, and/or experience;
2. Five or more years of increasing experience in marketing, public relations, public information, media relations, or related field, preferably in a governmental environment;
3. Experienced public speaker; ability to communicate effectively with elected officials and citizens;
4. Ability to work independently in a fast-paced environment.
Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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Director of Communications and Community Outreach 

