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CONTRA COSTA WATER DISTRICT

PUBLIC INFORMATION SPECIALIST

DEFINITION
To perform a variety of professional public information duties, including preparing press releases and publications, conducting community information services, preparing various internal District communications, and preparing or assisting in preparation of graphic products to be used as part of public information services. 

SUPERVISION RECEIVED AND EXERCISED
Receives direction from supervisory or management staff.

Exercises technical and functional supervision over clerical staff, other District staff, and volunteers as appropriate.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Prepare press releases, feature articles, public notices and related materials for media distribution; respond to information requests from media representatives.

Attend various community and civic meetings and/or functions to represent the District; may act as District spokesperson as assigned.

Coordinate and promote activities, staffing, resource materials and scheduling of District speakers' bureau.

Create, prepare and/or contribute to publication of District newsletters, brochures and other publications, including writing copy, preparing layout, photography, artwork and text, and coordinating printing and distribution functions.

Coordinate informational/educational programs in subjects related to District's mission.

Conduct informational tours of District facilities for civic groups, other agencies and special groups.

Prepare correspondence, reports, articles, and/or other written materials for the Board of Directors, management staff and other District staff as required.

Take photographs and prepare/coordinate a variety of graphic illustration materials including slide shows, video tapes and formal presentation displays.

Make oral presentations regarding District activities and services to a variety of community, governmental and other local interest groups.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Knowledge of:

Principles and practices of journalism, including effective media relations.

Contemporary methods and practices related to the preparation, publication and distribution of press releases and publications.

Effective use of the English language for both written and oral communication.

Photography; layout; printing processes, methods and terminology; and distribution methods including direct mailing.

Word processing, desk-top publishing or other computer applications related to public information services.

Ability to: 

Effectively prepare, present, or coordinate a variety of public information services on behalf of the District.

On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers, reports, and special projects; identify and interpret technical and numerical information; observe and problem solve operational and technical policy and procedures.


On a continuous basis, sit at desk for long periods of time; intermittently walk, stand, or bend, while taking photographs, working at layout table, preparing for/presenting graphic displays, or working at various public/civic events; intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone, and write or use a keyboard to communicate through written means; and lift or carry weight of 10 pounds or less.

Speak publicly before a variety of groups in an effective manner, both formally and extemporaneously.

Write creatively to general internal and external interest/involvement in District activities and to promote District concerns.

Exercise discretion and sensitivity in interpreting and communicating District polices and programs.

Work with various cultural and ethnic groups in a tactful and effective manner.

Coordinate effectively with Risk Management personnel in declared emergencies.

Provide technical and functional supervision to various District staff and to volunteers.

Obtain information through interview; to deal firmly and courteously with the public and media representatives.

Analyze situations quickly and objectively and to determine proper course of action.

Use a computer, calculator, typewriter, telephone, dictation machine, facsimile machine, postage meter, and photocopy machine.

Use various word processing, desk-top publishing and graphics preparation/presentation applications and equipment. 

Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:



Experience: 

Two years of professional public information experience including responsibility for media relations and publication preparation.  Graphics and desk-top publishing experience, including public service experience, are desirable.



Training:

Equivalent to a Bachelor's degree from an accredited college or university with major course work in journalism, public relations, marketing, or a related field.

License or Certificate: 

Possession of, or ability to obtain, a valid California driver's license.  
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