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CITY OF AIKEN


   CLASS SPECIFICATION
Job Code:  

Date: 12/13/2016 
Grade:  
CLASS TITLE:


COMMUNICATIONS MANAGER
DEPARTMENT:


CITY MANAGER’S OFFICE
FLSA STATUS:


NON-EXEMPT
JOB SUMMARY:
This position plans, develops, executes and supervises a comprehensive public information department. Keeping the public informed of City programs, issues and accomplishments; overseeing promotions, media relations, releases and functions concerning The City of Aiken. This position will be responsible for partnering with all department heads concerning public relations issues and activities; while performing related professional, supervisory and administrative duties as assigned. The incumbent works within policy and organizational guidelines in accordance with The City Manager’s office to advertise, implement and update all avenues of local and national media on the progress and major activities concerning The City of Aiken.
MAJOR RESPONSIBILITIES AND DUTIES:
Essential Functions:
Plans, develops, executes and supervises a comprehensive public information program for the City of Aiken.
The incumbent identifies and implements communication programs, consults with The City Manager’s office, City Council and various department directors on proactive communications, coordinates responses to media inquiries, provides communications training to staff as needed to ensure the City’s corporate identity is managed professionally and consistently, and oversees communication tools such as the City’s website, social media, and key publications.

Establishes and maintains close working relationships with members of the news media to promote regular, accurate and comprehensive coverage of City issues, events and programs; contacts news media representatives to disseminate information and to suggest coverage by the media of specific events, programs or topics expected to reflect positively on the City.
Partners with City leadership in times of crisis to communicate concise and consistent updates to all media outlets, newspaper’s, the community and updating City website and social media sites
Supervises the preparation and distribution of press releases and public service announcements to disseminate City information and to otherwise facilitate a positive public image of the City.
Coordinates responses to media inquiries for information and interviews, and assists, as needed, the appropriate spokesperson to develop key messaging for those interviews. Liaises with representatives of the media as required to build relationships and discuss issues of mutual concern.

The incumbent reports to The City Manager creatively partnering with various departments to effectively communicate, promote and advertise official City of Aiken business and updates.

The incumbent with have oversight of City Channel 4 and it’s maintence.
KNOWLEDGE, SKILLS, AND ABILITIES:
Ability to prepare informational materials for public distribution, including but not limited to brochures and fliers.
Ability to write news and feature articles for magazines and various other publications; supervises publication of the City newsletter.

Understands municipal contracting processes, budgeting and purchasing.

Ability to demonstrate sound political sensitivity and judgement
Provides television and radio talk shows with guests from within the City government, and appears frequently on such shows to discuss City issues and events.

Ability to write and review speeches, letters and proclamations for City officials and staff members.
Coordinates press conferences and/or interviews for administrators, department heads and elected officials, including acquiring use of appropriate site, coordinating availability of necessary equipment, and notifying and briefing appropriate media representatives.
Assists all City departments with marketing / public information concepts and activities.
Plans, coordinates, promotes and executes City special events.
Ability to produces visual aids for various departments.
Takes photographs at special events for use in promotional materials.
Provides professional and technical assistance to City management and staff on public information strategies and practices.
Maintenance of information files on City operations and special projects.
MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience:
Bachelor’s degree in Communications, Public Relations, Journalism or other relevant discipline.
At least five (5) years of relevant prior experience; in a corporate role, preferably with a municipal government, with specific experience in strategic corporate communications, issues management and media relations.
Required Licenses, Certifications and Registrations:
Valid State driver's license and a satisfactory motor vehicle record.
Satisfactory criminal background check
Salary: 

The City of Aiken is a drug free workplace and an Equal Opportunity Employer.

Salary dependent upon qualificaitons (DOQ).

