OUTREACH SERVICES SPECIALIST

DEFINITION

This position will coordinate the outreach activities of the Dane County Office of Equal Opportunity.  Also, develop, coordinate and disseminate public relations information relative to Dane County’s Affirmative Action and Equal Employment Opportunity program, targeted business Enterprise program and community program activities. Promote outreach and establish relationships with community organizations, the business community and the citizens of Dane County by providing them and the media with information regarding Equal Opportunity Commission (EOC) issues; and perform other duties as required.   

Create and update information on the county website regarding Office of Equal Opportunity and the Equal Opportunity Commission; develop an Equal Opportunity brochures and implement distribution throughout Dane County; develop and update an Office of Equal Opportunity website which links to specific Equal Opportunity program areas; work with Office of Equal Opportunity staff in developing and coordinating promotion strategies and resources for program activities; design the promotional materials (i.e. posters and displays) to be used for program promotions and coordinate their implementation; assist in the design, development and implementation of training and presentation materials to be used for specific program outreach and information presentations; coordinate the design and development of an Office of Equal Opportunity bulletin for Dane County employees; coordinate the dissemination of information to diverse populations regarding opportunities for public participation and input; develop a communications network with diverse community based organizations; recruit diverse applicants to serve on county boards, commissions and committees; maintain a database to track potential candidates based on location, ethnicity, gender or disability status; provide data entry support for EEO related databases and computer systems. 

EMPLOYMENT STANDARDS

Education and Experience: Any combination of training and experience equivalent to a Bachelor’s degree in communications, public relations, journalism, graphic design, business-marketing, human resources or related field.  Plus, three years marketing and promotion of programs working with community based organizations.  Also must have demonstrated experience working with diverse populations. Must be proficient working with computers and related software including databases, word processing, and desktop publishing.  Bilingual communication skills and abilities are desired.     

Knowledge, Skills and Abilities:  Knowledge of professional marketing techniques and program promotional activities; possess skills working with computer based software including word processing, database development, desktop publishing, print media design and knowledge of Internet site development; knowledge of community resources and needs; knowledge of American and Latino/Hispanic cultural customs and traditions and ability to work with members of both American and Hispanic cultures is desirable; possession of effective oral and written communications skills; ability to coordinate community-wide public information programs and to develop and publish articles, brochures, etc.; ability to work effectively as a liaison with community based organizations, the business community and the media; and ability to work independently and with a team. 

SPECIAL REQUIREMENTS  Some travel to alternate sites is required
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