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Internal Collaboration & Support 
 Coordinate with internal departments on messaging for major City projects, plans, and programs, especially those 

related to community development (e.g., housing, planning, economic development).  
 Provide communication support for City council, boards, commissions, and public hearings related to community 

development initiatives. 
Emergency Communications 

 Serve as a point of contact for emergency public information and coordinate with emergency management teams to 
communicate critical information during crisis situations.  

Other Duties 
 Maintain documentation and records related to communication activities. 
 Perform additional duties as assigned that support the City’s communications and community development goals. 

 
NON-ESSENTIAL JOB FUNCTIONS: 

 Excellent verbal and written communication skills, including press release writing, speech preparation, and key 
messaging development.  

 Effectively represent the City with media, community partners, and the public; act as a spokesperson when needed.  
 Strong organizational and project management skills, with an ability to prioritize and manage multiple tasks concurrently.  
 Performs related non-essential functions as required. 

 
JOB REQUIREMENTS 
Equipment: Ability to operate a variety of office equipment such as computer and related software, copier, scanner, telephone, 
calculator, FAX machine, VCR/DVD, video projector and other equipment necessary to perform duties. Ability to safely operate a 
motor vehicle is required. 
 
Knowledge, Skills and Abilities (KSA’s): 
Knowledge: 

 Knowledge of principles, practices, and trends in community outreach, public information, media relations, and social 
media communications.  

 Knowledge of City Government practices and processes 
 Knowledge and understanding of how the operations of the department impact related functional groups.  
 Knowledge of office management, personnel, financial, and administrative practices 
 Know Knowledge of principles and practices of effective customer service and customer-oriented telephone etiquette.  

Skilled In: 
 Operate a personal computer and word processor. Knowledge of legal calendaring software and legal research 

software. 
 Skilled in organizational, time management, and multi-tasking skills. 

Ability to: 
 Ability to apply critical thinking skills to effectively define and solve problems, collect data, establish facts, draw valid 

conclusions using judgment, and analytical skills. 
 Ability to work independently and prioritize work. 
 Ability to maintain confidentiality of department matters.  
 Ability to develop and maintain an effective working relationship with employees, other agencies and the public. 
 Ability to effectively communicate verbally and in writing in order to give and receive information in a prompt and 

courteous manner. 
 Ability to learn and manage department operational systems. 
 Ability to offer tactical guidance or recommendations to internal and external customers to resolve issues within 

established guidelines. 
 Provides coordination and support of assignments within a department or groups related to the budget. 

DIFFICULTY OF WORK 
Work is completed in a fast-paced environment with multiple interruptions throughout the day. There will be deadlines to meet for 
a variety of requirements and reporting. While on the job, candidate may come in contact with difficult and sensitive material. 
Encounters with the public are stressful at times depending upon the reason for the visit or phone call. 
SUPERVISORY RESPONSIBILITY 
This position does not supervise other individuals. 
 




