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COMMUNICATIONS OFFICER 

 
DEFINITION 
Classification is subject to employment contract agreement. Under general direction, provides professional 
support and promotes professional communications throughout the District, performs a wide variety of 
communication and marketing projects to promote the District brand, department programs, District 
projects, and events; creates video content for informational and promotional purposes; develops public 
service announcements and marketing presentations in a variety of media; serves as a community 
representative and may serve as media spokesperson; and performs community outreach assignments to 
assist with the District’s communications needs. The position also oversees District’s Volunteer program 
and serves as a technical resource for District management and staff; and performs related duties required 
to forward the mission and the vision of the District. 
 
SUPERVISION RECEIVED AND EXERCISED 
Receives general direction from the General Manager. Exercises direct supervision over professional, 
technical, and clerical staff. 
 
CLASS CHARACTERISTICS 
The Communications Officer is responsible for managing and overseeing all Communications and 
Volunteer programs and activities within the District. Communications include a range of key 
constituencies, such as residents, Board of Directors, leadership team, staff, local media, community 
leaders, business leaders, and the general public. 
 
Positions at this level are expected to perform the full scope of assigned duties; incumbents receive only 
occasional instruction as new or unusual situations arise and are fully aware of the operating procedures 
and policies of the work unit.  This classification is distinguished from the next higher classification of 
General Manager in that the latter has overall responsibility for administering the District’s operations 
and is designated Public Information Officer. 

 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change, or rescind the work assignments of different 
positions and to make reasonable accommodations so that qualified employees can perform the 
essential functions of the job. 
 
 Plan, research and develop content for digital newsletters, District website, responses and related 

materials. Maintain editorial calendar and track District-wide events. 
 Strategize and create written and visual content for social media channels, including video content; 

create and maintain social medial editorial calendar; manage all aspects of social media channels 
including responding where appropriate and measuring effectiveness. 

 Coordinate media relations opportunities, including research, plan, draft and finalize media advisories, 
news releases, key messages, Q&A, talking points, video news content and photography; conduct 
media trainings as necessary; serve as spokesperson when needed. 

 Research, plan, draft, design, edit and distribute a variety of materials, including fact sheets, brochures, 
news articles, annual reports and presentations. 
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 Assist in the evaluation of marketing and public relations activities based on metrics; analyze data for 

insights; recommend improvements and modifications; prepare various reports on operations and 
activities. 

 Lead or assist in the planning and coordination logistics of community events, grand openings, and 
ribbon cuttings; research and book vendors and venues; attend District events, program meetings and 
activities as assigned. 

 Support senior management with emergency communication efforts and media management during a 
crisis. 

 Serve on a variety of District and regional committees or teams; attend meetings and make 
presentations to District Board, senior management, and staff or other organizations. 

 Participate in the selection, training and evaluation of staff; assumes responsibility for motivating and 
evaluating assigned staff; provides necessary training; initiates disciplinary procedures as appropriate. 

 Serve as the liaison with other departments and outside agencies; attends and participates in 
organizational and community meetings as necessary; responds to and resolves difficult and sensitive 
citizen inquiries and complaints. 

 Respond to inquiries or requests for service from interested community groups and citizens. 
 May interpret District policy for community groups, commissions, advisory boards, and citizens. 
 Develop and maintains short and long-range District communications.  
 May serve as staff on a variety of boards, commissions, and committees; prepares and presents staff 

reports and other necessary correspondence. 
 Assist in active campaigns to enhance community partnerships and volunteer recruitment 
 Prepare division budget; monitors staff and operational compliance with budget; identifies budget 

variances with recommendations on budget realignment to meet departmental fiscal goals. 
 Establish positive working relationships with representatives of community organizations, state/local 

agencies, District management and staff, and the public. 
 Perform related duties as required. 

 
QUALIFICATIONS 

 

Knowledge of: 
 Advanced principles and techniques of communications, public relations, promotions, 

advertising, media relations, marketing and event management. 
 Advanced principles and techniques of photography, video and video editing. 
 Social media channels and trends (i.e., Facebook, Twitter, Instagram, Nextdoor, etc.). 
 Advanced methods and techniques of research writing and editing. 
 Principles and practices of project management. 
 Principles of budget monitoring. 
 Modern office technology and computer applications including Word, Excel, Outlook, Publisher, 

Adobe Suite, Canva, Constant Contact, iMovie and the Internet. 
 Effective use of a diverse range of media for disseminating the District’s communications. 
 Methods and techniques of developing standards and protocols for consistent communications. 
 Methods and techniques for the use of social media formats in contribution to the District 

communications plan.  
 Demographics of the District’s local community for effective communication techniques. 
 Methods and techniques of developing specifications for goods and services. 
 Local and regional media, journals and publications. 
 Methods and techniques of producing graphics for publications. 
 Principles and practices of employee supervision, including work planning, assignment, review 

and evaluation, and the training of staff. 
 Management and supervisory principles and practices. 
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 Public relations, marketing and customer service techniques. 
 Principles and practices of record keeping. 
 Occupational hazards and standard safety practices. 
 Methods and techniques of developing and implementing safe working practices. 
 Methods and techniques of report preparation and business correspondence. 
 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to 

the work performed. 
 Policies and goals for sustainable operations and measures. 
 Applicable federal, state and local laws, codes and regulations. 

 
Ability to: 

 
 Provide professional support to the District’s public information and communications programs. 
 Work flexible hours, including evenings and weekends as business requires to ensure timely 

communications. 
 Independently prepare a wide variety of public information and marketing collateral. 
 Understand and interpret the key messages and missions of various departments through 

programs. 
 Develop, design and produce public relations and marketing materials as needed. 
 Direct and create video programming that effectively shares the appropriate message to the 

community. 
 Identify appropriate media for communicating the District’s messages. 
 Develop effective communications and marketing strategies. 
 Plan, organize, train, evaluate and direct work of assigned staff. 
 Develop effective marketing strategies.  
 Manage and direct the work of contracted services. 
 Analyze a complex issue, and develop and implement an appropriate response. 
 Prepare clear and concise reports, correspondence, policies, procedures, and other written 

materials. 
 Interpret, apply, and ensure compliance with Federal, State, and local policies, procedures, laws, 

and regulations. 
 Demonstrate strong customer service skills. 
 Use initiative and sound judgment, and make sound decisions within established guidelines. 
 Coordinate, manage and respond to after-hours calls. 
 Operate modern office equipment including computers and specialized software applications 

relevant to work performed. 
 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
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Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 
abilities is qualifying.  A typical way to obtain the required qualifications would be: 

 
Equivalent to graduation from a four (4) year college or university with major course work in 
Communications, public relations, journalism, or a closely related field and five (5) years of experience 
providing professional level support to a marketing or communications program, including supervision 
responsibility.  
 
Licenses and Certifications: 
 Possession of, or ability to obtain, a valid class C California driver's license. 
 
PHYSICAL DEMANDS 

 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 
in person and over the telephone.  This is primarily a sedentary office classification although standing in 
work areas and walking between work areas may be required.  Finger dexterity is needed to access, enter, 
and retrieve data using a computer keyboard or calculator and to operate standard office equipment.  
Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and 
closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and pull 
materials and objects up to 25 pounds. 
 
Some of these requirements may be accommodated for otherwise qualified individuals requiring and 
requesting such accommodations.  
 

ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and no direct exposure to hazardous physical substances.  Employees may interact with upset staff and/or 
public and private representatives in interpreting and enforcing departmental policies and procedures.    
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