PUBLIC INFORMATION AND EDUCATION OFFICER





DEFINITION





Under general supervision, the Public Information and Education Officer for the Land and Water Resources Department and Public Works, Highway and Transportation Department, will develop, administer and evaluate public information and educational programs and materials pertaining to assigned program areas of the county.  





EXAMPLES OF DUTIES





Develop, write, and edit news releases, articles, feature stories, speeches, pamphlets, brochures, and scripts for print and electronic media


Conduct research necessary to develop and publish materials


Respond to written and verbal inquiries relating to the assigned program area


Coordinate information/education and promotional activities for program initiatives


Organize and coordinate special events that promote and publicize program activities


Establish productive working relationships with local units of government, local organizations and residents to increase public awareness of the program


Establish and maintain database of local contacts.


Assist program initiatives by developing grant proposals, bids, and RFP’s to further program goals and activities


Make presentations to variety of watershed stakeholders and groups


Provide effective facilitation skills and leadership to local stakeholders


Develop, update and maintain websites





EMPLOYMENT STANDARDS





Education and Experience Must possess a Bachelor’s degree in communication, journalism, marketing or related field or at least three years professional experience developing and presenting public information and education materials.  Combination of coursework and experience may be considered.  





Knowledge, Skills and Abilities: Ability to create and present effective public information and educational materials (e.g., news releases, articles, feature stories, speeches, pamphlets, brochures, etc.); experience planning, developing and evaluating an entire effective informational or educational campaign; knowledge of program and stakeholder issues and concerns; knowledge of local government operations; effective written and oral communication skills; proven public speaking and group facilitation skills; strong organizational skills; and ability to effectively work independently; ability to use different software to accomplish day-to-day tasks.





SPECIAL QUALIFICATIONS:  Selected individual must have access to personal transportation and may need to be available to work evenings and weekends.
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