ELK GROVE UNIFIED SCHOOL DISTRICT

CLASSTITLE: COMMUNICATIONSSPECIALIST

BASIC FUNCTION:

Under the direction of the Director-Communiceations, coordinate communications and public reations for
the Director; plan and organize specid events and activities to enhance public rdations; asss in enhancing
public rdations and communications skills of adminisirators as assgned; serve as spokesperson for the
Didtrict; prepare a variety of related publications and materids.

ESSENTIAL FUNCTIONS:

Coordinate communications and public relaions for the Director; provide strategic planning and assst the
Director with coordinating and implementing public, employee and mediardation Srategies.

Plan and organize specid events and activities to enhance public relations; coordinate mgor Didrict events
including dedication ceremonies and press conferences.

Assg in enhancing public reations and communications skills of adminidrators as assgned; assst
adminigrators in developing techniques for interacting with the media, public and others, assst Didtrict
personnd in preparing for interviews.

Serve as spokesperson for the Didrict; arrange and coordinate mediainterviews, respond to mediainquiries
and provide information as directed.

Compose and prepare independently or from ord indructions, avariety of rdated publications and materids
including handbooks, caendars, newdetters, brochures, correspondence and memoranda; assist the
Director in coordinating and preparing media derts, press releases and advisories; design and produce
camera-ready artwork for newdetters, brochures and specia events.

Serve as a resource to Didrict administrators and staff and provide information related to Strategic
communications and public relations; assst the Director in responding to mediainquiries and determining
appropriate resources.

Coordinate and prioritize monthly communications projects and tasks, assst in delegating specific functions
and tasksto Didtrict personnd.

Operaeavaiey of office equipment including atelephone, fax machine, typewriter, computer and assgned
software; operate a vehicle to conduct work.

Prepare and maintain avariety of records and reports related to assigned activities.
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Assg in developing and maintaining the communications budget.
Perform related duties as assigned.
DEMONSTRATED KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Public relations and communications practices and procedures.

Public spesking techniques.

Operation of acomputer and assigned software.

Record-keeping and report preparation techniques.

Correct English usage, grammar, Spdlling, punctuation and vocabulary.
Ord and written communication skills.

Policies and objectives of assgned program and activities.
Interpersond skills using tact, patience and courtesy.

Modern office practices, procedures and equipment.

ABILITY TO:

Coordinate communications and public relations for the Director.

Plan and organize specid events and activities to enhance public relaions.
Ass in enhancing public reaions and communications skills of administrators as assigned.
Serve as spokesperson for the Didtrict.

Prepare avariety of related publications and materials.

Learn Didtrict organization, operations, policies and objectives.

Operate a computer and assigned software.

Maintain records and prepare reports.

Communicate effectively both oraly and in writing.

Egtablish and maintain cooperative and effective working relationships with others.
Meet schedules and time lines.

Pan and organize work.

Work independently with little direction.

Complete work with many interruptions.

Work confidentialy with discretion.

Maintain consstent, punctua and regular attendance.

Move hands and fingers to operate a computer keyboard.

Hear and speak to exchange information.

Seeto read avariety of materials.

Sit for extended periods of time.

EDUCATION AND EXPERIENCE REQUIRED:

Any combination equivdent to: bacheor’s degree in communications, public reaions or arelated fidd and
two years experience in public relations or communications.
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LICENSESAND OTHER REQUIREMENTS:
Vdid Cdiforniadriver's license.

WORKING CONDITIONS:
ENVIRONMENT:

Office environment.

Congtant interruptions.
Driving avehicle to conduct work.
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