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PUBLIC INFORMATION OFFICER

FC:  VC110








          PC:  890

PB:  07








  BU:    31 (AFSCME)
FLSA:  Exempt                                                                             Created:  January 1, 1999
                                                                                          
    Revised:   August 10, 2007
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
Develops, coordinates and provides information to the media and the general public; produces written documents and speeches addressing a variety of District and Capitol Corridor policy issues; and performs related duties as assigned. 

CLASS CHARACTERISTICS

This class is responsible for research and preparation of news releases and other informational materials, and is responsible for responses to public requests for information regarding the District and Capitol Corridor.  This class is distinguished from Department Manager, Media and Public Affairs and the Manager of Marketing, Capitol Corridor in that the latter positions have overall responsibility for all public information programs.

REPORTS TO

This position reports to the Department Manager, Media and Public Affairs and/or to the Manager of Marketing, Capitol Corridor.

EXAMPLES OF DUTIES – Duties may include, but are not limited to, the following:

1. Under daily, time-sensitive deadlines, prepares seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 printed, taped, videotaped, filmed multimedia and oral presentations of District and Capitol Corridor plans, activities and programs; disseminates information to the news media and general public through announcements, press releases, multimedia productions, web-based productions or public speaking engagements.

2. Communicates with media regarding District and Capitol Corridor positions, policies, and current events; participates in interviews with print, internet and electronic media representatives often with limited preparation time.
3. Under critical daily deadlines, prepares resolutions, letters, messages, trade magazines, articles, press releases, passenger bulletins, radio and video scripts, talking points and other printed materials for use by the General Manager, Executive Managers and the news media. 

4. Coordinates media events; participates in planning events with other District and Capitol Corridor staff; develops media kits and handouts; contacts media in order to ensure participation; attends events and provides staff support.

5. Composes speeches on a wide variety of issues related to District and Capitol Corridor operations; organizes materials in accordance with length, style and format requirements.

6. Verifies accuracy of information provided for publication; conducts research from files, reference libraries and related sources.

7. Prepares reprints of published information on District and Capitol Corridor activities and operations; distributes as appropriate.

8. Maintains and archives a variety of files and records on speeches, articles and related information.

9. seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Attends Board of Directors and Executive Staff meetings in the absence of the Department Manager, Media and Public Affairs and/or Manager of Marketing, Capitol Corridor; makes notations of relevant discussions; provides input and recommendations regarding public relations; informs Department Manager and/or Manager of Marketing of proceedings.

10. Maintains the District and Capitol Corridor history, including systematically updating history chronology and producing brochures and other related informational historic materials.

QUALIFICATIONS

Knowledge of:
Methods and techniques of journalism, copy writing, and editing.

Operational procedures of television, radio and print news media.

Principles and practices of public speaking.

Current office procedures, methods and equipment including computers and word 

processing and spreadsheet applications.

Methods and techniques of researching and verifying data and information.

Advanced writing skills.

English usage, spelling, grammar and punctuation.

Principles and practices of media records management.

Related Federal, State and local codes, laws and regulations.

Skill in:
Developing, coordinating and delivering public information materials for District and Capitol Corridor programs and activities.

Composing speeches and presentations on a wide variety of District and Capitol Corridor issues.

Preparing and maintaining a variety of printed materials for public information purposes.

Responding to requests and inquiries from media and the general public.

Preparing, editing and proofreading written materials.

Working independently in the absence of supervision.

Researching and analyzing materials.

Typing at a speed necessary for successful job performance.

Establishing and maintaining effective working relationships with those contacted in the

course of the work.

Communicating clearly and concisely, both orally and in writing.

Operating office equipment including computers and supporting word processing, 

spreadsheet and publishing applications.

MINIMUM QUALIFICATIONS
Education:  

A Bachelor’s degree in English, journalism, communications, or a closely related field 

from an accredited college or university.  A Master’s degree is preferred.

Experience: 

Five (5) years of  (full-time equivalent) verifiable professional public information program 

and speechwriting and/or scriptwriting experience with utilization of a wide variety of 

media.  

Other Requirements:

Must possess a valid California driver’s license, have a satisfactory driving record and reliable transportation.

Must be able to work with no advance notice overtime, on-call, holidays and weekends and be able to travel.

Substitution:

Additional professional experience as outlined above may be substituted for the education on a year-for-year basis.  A Bachelor’s degree is preferred.

WORKING CONDITIONS

Environmental Conditions:  

Office environment; exposure to computer screens; field environment, construction site environment; exposure to heat, cold, moving vehicle, electrical energy and inclement weather conditions.

Physical Conditions:

May require maintaining physical condition necessary for sitting for prolonged periods of time.

EEOC Code:
02

Safety Sensitive Designation:  No 
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