Public Information Officer

City of Morganton

Job Number:
0126

Job Title:
Public Information Officer
Date:
08-2022
Primary Reason Why Classification Exists
To perform intermediate professional work providing information to the public, media and City employees on programs, services, issues, and policies.  
Distinguishing Features of the Class
An employee in this class maintains positive relations between the public and the City, as well as communicates with the media, manages the several City website content and social media. The employee will liaise between the City and the public and is responsible for issuing press releases, answering queries from the media and arranging interviews with City executives and employees. Researches documents, prepares and distributes written and oral communications to various City audiences. Produces printed and video material about the City services for dissemination to the public and is responsible for organizing special events such as news conferences and awards ceremonies. Maintains a social media presence for the City. The employee will develop, implement, and maintain an effective public information program for the City and its Departments. May work long hours on an irregular schedule, especially when publicized situations or incidents affect the City. Work is performed under the general supervision of the Assistant City Manager and is evaluated on the attainment of specific performance objectives, personal observation, periodic conferences and through periodic performance reviews.
Illustrative Examples of Work
· Promotes City services and programs to City residents; writes press releases, takes and utilizes photos and video, manages all the City websites;

· Manages the City’s social media channels; creates City newsletter and answers questions from the public;

· Creates and provides graphic designs, advertisements, brochures and flyers for City departments; creates employee newsletter;

· Makes public appearances on behalf of the City, including press conferences; 

· Serves as an advisor to those making public appearances; 

· Responds to media inquiries; 

· Escorts media personnel within government facilities to conduct interviews or take photographs; 

· Maintains an archive of press material relating to the City; 

· Performs other related tasks as assigned.
Knowledge, Skills, and Abilities

· Thorough knowledge of writing, designing, and editing techniques required to prepare reports and related documents for building positive public image; 
· Thorough knowledge of City programs, policies, and structure; 
· Thorough knowledge of public information and modern principles and practices of public relations media; 
· General knowledge of the structure of local, state and federal governments as well as City departments and responsibilities;
· Ability to develop promotional copy and perform technical editorial work; 
· Ability to write public information reports and releases; 
· Ability to work closely at all levels with various citizens, committees, and staff members;
· Ability to conduct independent work and to organize work; 
· Skill in the use of personal computers and digital cameras; 
· Skill in developing public relations strategies and providing consultation and technical assistance to management and staff on communications;

· Experience with coordinating social media applications such as Adobe Photoshop, Adobe Acrobat, MS Word, Excel, and Publisher, CSS and HTML; 
· Ability to define problems, collect data, establish facts, and draw valid conclusions; 
· Ability to interpret and deal with several abstract and concrete variables.
Education

Graduation from an accredited College or University with a degree in public relations, journalism, communications, public information or related field or significant equivalent experience in a field developing required and related skills.  A bachelor’s or master’s degree in marketing, communications, or journalism strongly preferred. 
Experience

One (1) to four (4) years’ experience in public information, journalism, public relations or related field. 
Physical Requirements
Work is defined as sedentary requiring the employee to be able to perform the basic physical life operational functions of kneeling, crouching, standing, walking, fingering, grasping, talking, hearing, and repetitive motions.  Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or 10 pounds of force frequently, and/or a negligible amount of force constantly to lift or otherwise move objects.  Must possess the visual acuity to examine and work with maps, operate a computer, inspect sites regarding planning issues, and do extensive reading.
Working Conditions

Work is typically performed in an office setting with a temperature-controlled environment and no exposure to external environmental conditions; however, work is also performed outside exposing the employee outdoor environmental conditions.
Special Requirements
Valid North Carolina Drivers’ License
FLSA Status: Exempt
Disclaimer

This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job. The City of Morganton reserves the right to assign or otherwise modify the duties assigned to this classification.
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