
City of Springfield, Oregon:  Community Relations Manager
	This is a class specification and not an individualized job description.  A class specification defines the general character and scope of responsibilities of all positions in a job classification, but it is not intended to describe and does not necessarily list every duty for a given position in a classification.


	Representation:  Non Represented
	FSLA:  Exempt

	Job Code:  161060
	Grade/Range:  35


	
General Summary of Duties


Under the general direction of the City Manager, develops, implements, coordinates, and manages external and internal communications programs, including promoting awareness of the goals and activities of the City; acts as liaison between the City and the community.  Plans, conducts and evaluates City communications within the organization, with the public, and with the news media. Works on special projects; participates as a member of the City Executive Team. May serve as the legislative/intergovernmental relations program manager.  Performs related duties as required.

	
Distinguishing Characteristics


The principal function of an employee in this class is to manage media relations, community relations, and public involvement.  The nature of the work performed requires that an employee in this class establish and maintain effective working relationships with City staff, City management, City elected and appointed officials, media, other governmental organizations, special interest and civic groups, and the general public. This position performs complex administrative, technical, and professional work in providing information to the City Council, the media, employees, other agencies, and the public on the programs, services, issues, and policies of the City. Extensive leeway is granted for the exercise of independent judgment and initiative.  Incumbents must have well developed speaking and writing skills and be knowledgeable in the areas of media relations, a full range of communications technologies and methods and public relations.
	Supervision Received and Exercised:  The work is performed under the direction of the City Manager, but may be assigned to projects by and/or receive direction from the Assistant City Manager. May exercise direct supervision over assigned technical and clerical staff.


	Essential Job Functions: Any one position may not include all of the duties listed nor do the listed examples include all tasks, which may be found in positions of this class.


· Coordinates communications with the news media as the primary City contact, by preparing news releases and public service announcements, arranging news conferences, serving as City spokesperson, and suggesting story ideas to reporters and editors;

· Coordinates the design and implementation of external marketing and communications programs promoting awareness of organizational goals and activities to citizens and community leaders; collects, organizes, writes and disseminates information to the public through all communications channels, internal and external.  

· Acts as a technical advisor and City-wide coordinator to individual departments for media relations and public involvement; participates with City staff in developing effective communication strategies for key issues; provides information to management on general communications issues;

· Identifies and develops appropriate tools for reaching various public groups; attends meetings, conferences, workshops, and training sessions and reviews publications and audio-visual materials to become and remain current on principles, practices, and new developments in assigned work areas;

· Creates and develops a variety of publications including newsletters, flyers, brochures, online communications and other written materials, displays, audio-visual and photographic presentations;

· Prepares correspondence, proclamations, speeches, newsletters, and other written materials as requested by the Mayor, City Council, and management staff;

· Develops and implements public information campaigns to advise media and public of critical issues and activities;
· Serves as liaison with local media on breaking stories, emergency situations, updates on continuing labor negotiation issues and news features and refers media to appropriate department personnel as directed;
· Creates and develops internal communication tools, programs and materials including newsletters, e-mail updates and informational meetings;
· Coordinates and monitors the work of employees and contractors performing graphic design and printing and distribution services;
· Coordinates emergency public information procedures;
· May supervise one or more Department employees in the completion of program or project activities;

· Maintains regular job attendance and adherence to working hours;
· Performs other related duties consistent with the role and function of the classification.

Other Duties:
· Coordinates City’s state legislative agenda, attends Chamber Legislative Committee meetings and may serve as the legislative/intergovernmental relations program manager;
· May attend meetings of various community organizations to keep informed of external issues and activities that may be relevant to the City;
· Trains and coaches staff in appropriate communications methods; provides or arranges for media training for City staff;

· Performs special projects as required which may require efficiency analysis, process improvement, and internal program auditing and performance management assessment.
	
Qualifications


Knowledge of:
· Principles and practices of public relations, mass communications and marketing;
· Public information activities including citizen involvement and media interaction; 
· Theories of interpersonal relations; group facilitation methods and techniques; 
· Government functions and the role of local government in the community; state and local laws and policies as they affect City operations;
· Journalism practices, techniques and style and news media operation; 
· Budget management techniques;
· Group facilitation methods and techniques;

· Principles and practices of supervision, training and performance evaluation; 
· Computer applications as they apply to public information programs.
Ability to: 

· Plan and conduct effective public information programs and news conferences; 
· Identify options and develop creative solutions to public relations issues; 
· Learn characteristics of the organization and surrounding community; 
· Establish and maintain effective working relationships with staff, the public and representatives of the media and other governmental and community agencies; 
· Gather, compile, analyze, edit and interpret data; prepare, coordinate and present various reports, publications, speeches, news releases and public service announcements; 
· Create effective, credible written narratives about City issues and organizational culture;  
· Assist departments in planning and implementing informational outreach campaigns; 
· Exercise sound, independent judgment; exercise good judgment in advising managers and elected officials on sensitive issues; 
· Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines;

· Communicate effectively, both orally and in writing;
· Manage a program budget and monitor outside contracts; 
· Effectively use computer applications, word processing, desktop publishing, graphics and Internet systems to perform assigned duties; 
· Develop information and communication style guidelines for City departments; 
· Complete special projects as required
	Experience and Training:  Any equivalent combination of education and experience which provides the knowledge, skills and abilities required to perform the job.  A typical way to obtain the knowledge, skills and abilities would be:


Training:  Completion or equivalent of a job related four year college degree with major coursework in communications, journalism, public relations, management, business administration or a related field plus
Experience:  Three years of increasingly responsible experience in public affairs, public information or public relations.  Experience working in public or governmental agencies preferred.

Lobbying experience at a state level desirable.

	
Required Special Qualifications


· None
	
Working Conditions


Work is performed in an office environment with frequent requirement for extended hours including evening meetings.
Persons with disabilities may be able to perform the essential duties of this class with reasonable accommodation.  Reasonable accommodation will be evaluated on an individual basis and depends, in part, on the specific requirements for the job, the limitations related to the disability and the ability of the hiring department to accommodate the limitation.

Classification History: 
2006.05:  New Classification
2008.10:  Title Change
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