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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

Participates in the more complex and difficult work of staff responsible for coordinating the District advocacy efforts, and oversight of external lobbyists; coordinates and performs complex administrative activities; works with community leaders and members to identify, resolve, and monitor District and community issues; and performs related duties as assigned.

CLASS CHARACTERISTICS

This is the advanced journey level class in the Government and Community Relations Representative series.  Positions at this level possess a specialized, technical or functional expertise within the area of assignment or may exercise lead supervision over assigned lower level staff.  Employees are typically assigned significant responsibilities above the journey level and often exercise independent judgment in the performance of all duties.  

REPORTS TO

This position reports to the Manager, Government and Community Relations or designee.

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

1.
Participates in the more complex and difficult work of staff responsible for coordinating the District advocacy efforts and external lobbyists; coordinates and evaluates government and community relations activities; provides recommendations to Department Manager and other senior management.
2.
Prioritizes and coordinates district community relations activities.

                  Prepares correspondence to local government officials and other officials for review 


         and approval by senior management; implements policy decisions.

3. Regularly responds to and initiates outreach activities in the community which give

        
the organization a public face and helps the public access information about BART. 

4. May coordinate and oversee the activities of external consultants; monitors project progress; ensures work performed is in compliance with District goals, objectives, policies and procedures.

5. Prepares a variety of materials for review, approval and presentation by senior management and Board members. 

6. Serves as District Liaison to elected bodies; monitors local District-related issues raised by governing bodies; acts as the District’s liaison at meetings with elected officials and staff, commissions, boards, and related forums.

7. As needed  serves as staff liaison to extension projects; monitors project progress and updates elected officials and staff.  

8. Ensures community understanding of District programs, projects, and policies; participates in providing members of the community with information related to District operations; develops public outreach events, presentations, and activities.

9. May train assigned employees in their areas of work including funding advocacy methods, procedures and techniques.

10. seq level0 \h \r0 
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seq level7 \h \r0 Provides responsible staff assistance to the Division Manager, Department Manager, Government and Community Relations.
11. Attends and participates in professional group meetings; stays abreast of new local           legislation and communicates to management. 
12. Gathers data for updates GCR database.
13. As needed, collaborates with the Real Estate Department, Access Facilities, Planning,      and Extensions Planning to provide Community Relations support for system projects that impact the community. 
14. Analyzes complex proposals at the local level; ensures that legislation is communicated to the appropriate senior management; makes recommendations of district position.

QUALIFICATIONS

Knowledge of:

Operations, services and activities of a government and community relations program.

Principles of lead supervision and training.

Principles and practices of legislative lobbying and advocacy programs.

Transit program funding programs and processes. 

Advanced methods and techniques of policy analysis.

Current office procedures, methods and equipment including computers.

Principles of business letter writing and report preparation.

Advanced methods and techniques of public relations.

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

Skill in:
Coordinating activities of  advocacy committees.

Overseeing the work of consultant staff.

Coordinating organizing and reviewing the work of staff.  

Independently performing the most difficult advocacy and 

community relation duties.

Interpreting, explaining and enforcing department policies and procedures.

Drafting presentations which illustrate District programs and policies.

Operating standard computer applications such as basic word processing, spreadsheet and database programs.

Working independently in the absence of supervision.

Communicating clearly and concisely, both orally and in writing.

Establishing and maintaining effective working relationships with those contacted in the course of work.

MINIMUM QUALIFICATIONS
Education:
A Bachelor’s degree in public administration, political science or a closely related field from an accredited college or university.

Experience:
Three (3) years of (full-time equivalent) verifiable professional government or community relations program development and implementation experience.

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.
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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