SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: SUPERVISOR - PUBLIC INFORMATION

BASIC FUNCTION:

Under the direction of the Deputy Superintendent, provide and coordinate information to
admimnistrators, employees, the public and media regarding a variety of organizational programs,
policies, events, efforts and other related information; prepare articles, press releases and other
materials; train and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:

ES SENTIAL DUTIES:

Provide and coordinate information to administrators, emponees the public and media regardmg
a variety of organizational programs, policies, events, efforts and other related information;
assure accurate and timeiy dlssemmatlon of mformatlon SEEE TICHE A

Serve as a liaison to the medla .coordinate requests for mtemews prepare news releases and
publicservice announcements; compile information:for the media regarding events and- activities
of the County Office; serve as spokesperson as necessary, provide prompt and aecurate pubhc

information durmg emergency or:-disaster situations.- . SRR R GuTTes

Prepare and dzstnbute artlcles 'stone‘s , press releases and other materials related to organizational -+ v s

activities and achlevements prepare coordmate monitor. a:nd oversee the preparatlon of major' ‘
pubhcatlons : R BT T aTaes S TR R

: -Oversee sthe activities of webmasters:and:web content; receive and: review materials-to-assure. vy

accuracy and compliance with County Office communications standards and image;-edit and: -

prepare web-copy; monitor web content, web-publications and:other online information;. assure-:-rg !
appropriate use and content for the internet and intranet-of the - County Office. Lo O et e

Train and evaluate the performance of assngned staff ass1st in the selection, coordmatmn and-:--:-.--; 5

training of support staff.

Prepare speeches and other content for the Superintendent-as requested; provide Superintendent .= .5 .=

with input on issues related to communications; conduct research for talking points; prepare
presentations utilizing appropriate software systems; coordinate and monitor the work of speech

consultants.

Assist with various office activities; work with designers, digital media and support staff:
respond to requests of employees, district representative and community agencies in developing
creative, descriptive, technical and factual articles related to current events and timely issues;
compile, edit, design and provide technical and photography services as required.

Attend and conduct meetings and seminars with school districts as needed.

Operate a variety of office equipment including a computer and assigned software.
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- wTechnical-aspects of field of specialty.

. speeches;articles.and other informational materials. -

Supervisor — Public Information - continued Page 2
Plan, coordinate and promote special events of the County Office.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Laws, rules and regulations related to public information and related communications activities.
Public relations practices and procedures.

Legal entitlements and restraints.

Elements of web page design and web site maintenance.

Public speaking technigues.

County Office operations, policies and objectives.

Principles and practices of training and supervision of others.

Media relations and organizational communication strategles SRS OIS
Oral and written communication skills. - RPRS S
Correct English usage, grammar, spelhng, punctuatlon and vocabulary

.+ - Interpersonal skills using tact, patience. and couﬂ:esy
- Operation: of a computer: and.assigned software. -

- ABILITFY:TO: Cend g T g E R
~: Provide-and coerdlnate 1nformat10n to a(hmmstrators employees the public and medla mgardmg B L

a variety-of erganizational programs, policies, events, efforts and related mformatmn g
Prepare, edit and:oversee the preparation of web content. ' :
‘Frainrand-evaluate the performance of assigned personnel:ro coviy wooss 0 s iy
Preparea:.variety -of written correspondence” 1ncIud1ng press releases major pubhcatlons

Communicate effectively both orally and: in-writing:
Maintain confidentiality of organizational mformatlon

--Prepare .and delivery oral'presentations: : - - ~ : :
Establish and maintain cooperative and effective Workmg relat10nsh1ps Wlth others
Meet schedules and time lines. :

-~ Maintain records and prepare reports.:

Analyze situations accurately and adopt an effectlve course of actlon -
Interpret, apply and explain rules, regulations, policies and procedures related to a881gned
activities.

Operate a variety of office equipment including a computer and assigned software.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor’s degree in journalism, communications or a related
field and four years of experience in public relations or communications including some
experience in web site development.
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Supervisor — Public Information - continued
LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.

WORKING CONDITIONS:
ENVIRONMENT:

Oftice environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.
Seeing to read a variety of materials.

Dexterity of hands and fingers to operate a computer keyboard and a camera.
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