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DIRECTOR OF PUBLIC AFFAIRS AND COMMUNITY SERVICES
KIND OF WORK:  This is administrative work in the coordination of public information and the organization and direction of public relations and community service events for all jurisdictions under the Mobile County Commission.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for formulating, directing, and supervising community service events and the flow of information to promote and enhance communication between employing jurisdictions and the public.  Work is performed under the general direction of the County Administrator and entails organizing, directing and assimilating news releases and public service announcements to the public, media and public officials, organizing, coordinating and directing special community events and using electronic and written communication to disseminate information.  Supervision is exercised over subordinate support personnel as assigned.

EXAMPLES OF WORK:  (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.)  Promotes and develops public relations activities and community events to enhance community understanding of governmental services; coordinates and publicizes governmental programs and achievements; plans public information programs and implements such programs by working with all news media; writes news releases and directs press conferences; conducts radio and television programs to disseminate information regarding governmental functions that are of interest to the public; prepares written media for employing jurisdictions; plans, schedules and coordinates special projects, programs, functions and events; procures contracts and insurance certificates; directs and represents employing jurisdictions in community activities; addresses civic, business, and service organizations on public service matters; represents the County in public meetings; maintains communication with departmental staff, media representatives, civic and community groups and the general public; evaluates the effectiveness of media outreaches; answers public inquiries; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of English usage and journalism; good knowledge of publishing software and Internet technology; good knowledge of the principles, techniques and objectives of governmental affairs and public information/public relations; ability to direct and develop news stories, articles and speeches to promote governmental affairs; ability to direct and present information, both orally and in writing, to a variety of communication representatives; ability to interpret and explain laws, regulations and policies governing governmental affairs; ability to meet and deal effectively with public officials, community groups, media and the general public; ability to meet assigned deadlines; ability to meet and discuss problems and complaints tactfully, courteously and effectively; ability to plan, schedule and coordinate special events and tours; ability to represent County government concerns in local, state and national issues; ability to establish and maintain effective working relationships with public officials, other employees and the general public. 

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in journalism, communications or closely related field, and a minimum of five years' responsible experience in public relations, communications and governmental affairs; or a combination of education and experience equivalent to these requirements.
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