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Position Overview:
Responsible for coordinating all public relations activities, developing communications plans, and managing media relations while exercising a high degree of discretion and independent judgment in the performance of assigned duties. Receive, review, and coordinate the compilation of records in order to respond to requests and ensure compliance under the Pennsylvania Right to Know Law. Assist in media content development to engage the public to learn about Centre County. The Communications Coordinator must display strong project management and organizational skills with the ability to multitask and work comfortably under pressure in a fast-paced environment.
Essential Job Functions:
1. Writes, proofreads, and edits all public relations content including press releases, briefing materials, newsletters, articles, communications materials, and social media content.

2. Fields and responds to media questions and interview requests.

3. Fields and responds to incoming internal and external emails for the Commissioners' Office. 

4. Implements, maintains and manages social media platforms and website updates.

5. Monitors and approves social media accounts and usage by County departments. 

6. Organizes press conferences and media events within the County and with external agencies.

7. Performs research and compiles data for special projects, reports, or other publications, by specified deadlines following the County’s goals and objectives.

8. Manages the County’s obligations, including processing initial requests for records and performing general statutory duties required of an open-records officer designated pursuant to Section 502 of the Right to Know Law, 65 P.S. §67.101 et seq. (RTKL)
9. Tracks incoming RTKL requests; processes, reviews, and assembles responses; analyzes the content of records according to applicable legal and policy requirements to make a disclosure determination under RTKL.
10. Independently plans, develops and implements comprehensive communication and education plans on all aspects of the RTKL.
11. Interprets and executes County rules, regulations, policies, and procedures as they relate to the coordination and dissemination of readily understandable information.
12. Provides oversight to the County Policy Committee, which includes establishing meetings, documentation of policy updates and additions, and/or present policy revisions to the Board of Commissioners.  

13. Assists with the coordination of emergency response and crisis communications.
14. Leverages existing media relationships and cultivates new contacts within local media.
15. Attends and networks with other media organizations at conferences, community events, public workshops, town hall, and municipal meetings, etc. 
16. Coordinates and assists Human Resources office with internal employee newsletter. 
17. Performs other duties as assigned.  
Other Duties:
1. Performs advanced-level analytic and technical work in the analysis, data management, and research relevant to RTKL administration and compliance.
Other Duties Cont’d.:
2. Provides public relations guidance, recommendations, and advice to executive management and elected officials.
3. Obtains opinions and assistance from the Pennsylvania Office of Open Records as necessary.
4. Plans, organizes, and coordinates activities of assigned functions; advise and aids the County Administrator in analysis, design, development, and implementation.
5. Assists in achieving County goals and objectives through effective collaboration with local governments and other public agencies, community residents, business interests, and other special interest groups.
6. Acts as liaison and serves as a County representative at meetings, conferences, or discussions.
7. Oversees and coordinates public outreach, public participation, and other key functions; develops strategies to encourage public participation and support of County programs, activities, and regulations. 

Supervision Received:
Receives instruction and supervision from the County Administrator/Chief Clerk.
Supervision Given:
None.
Working Conditions:
1. Works indoors in an adequate workspace with adequate temperatures, ventilation, and lighting. 
2. May be required to work outdoors on occasion.
3. Works with average indoor exposure to noise, stress, and disruptions. 
4. Normal indoor exposure to dust/dirt.
Physical and Mental Conditions:
1. Must be able to sit for long periods throughout the workday, with intermittent periods of standing, walking, bending, twisting, and reaching as necessary to carry out job duties.

2. Dexterity requirements range from simple to coordinated movements of fingers/hands, feet/legs, and torso as necessary to carry out job duties.

3. Light duty work with occasional lifting/carrying of objects with a maximum of twenty (20) pounds.

4. Must be able to cope with the physical, emotional, and mental stress of the position.
5. Must be able to pay close attention to details and concentrate on work. Must be able to prioritize conflicting needs and pay close attention to work details.  
6. Must be able to work evenings as needed due to public events and/or emergency responses. 
7. Maintain emotional stability during stressful situations. 
Education/Training Qualifications:
Associate degree in business administration, public administration, public relations, communications, or related field and two (2) years of professional administrative experience in an office setting required.
Must possess a valid Pennsylvania driver’s license and a willingness to travel as needed.

Work Experience:
Prior experience with records management and time-sensitive document processes preferred. Demonstrable experience with building effective media relationships and developing materials such as press releases, websites, and conducting press conferences and interviews. 
Knowledge, Skills, and Abilities Required:
1. Considerable knowledge of the principles, practices, and techniques relating to the utilization of research.

2. Considerable knowledge of goals and objectives of public records keeping programs or activities.

3. Knowledge of the principles, practices, and techniques governing management, organization, operations, and programmatic services.

4. Skill in the art of diplomacy and creative problem-solving. 
5. Superior communication skills, both verbal and written, are a must.
6. Ability to maintain confidentiality at the highest-level regarding County information and records.
7. Ability to write detailed, accurate reports for pertinent areas of administration; use word processing, spreadsheets and software to prepare documents, presentations and content; to store, manipulate, and analyze data.

8. Mastery of the English language in order to carry out essential job functions.
Job Description Acknowledgement

I acknowledge that I have received a copy of my job description. I have read and fully understand the job duties and responsibilities as Communications Coordinator. I further understand that I am responsible for the satisfactory execution of all the duties described therein, under any and all conditions as described above.  I hereby accept the position and agree to abide by the requirements and duties set forth. 

(Signature of Employee)



(Date)

(Print Name)          
In compliance with the Americans With Disabilities Act, the County will provide reasonable

accommodations to qualified individuals with disabilities and encourages both prospective

employees and incumbents to discuss potential accommodations with the employer.

