
Phoenix Union High School District No. 210 

4502 North Central Avenue 

Phoenix, Arizona  85012 

 

Equal Opportunity Employer 

 
 

    

POSITION TITLE: Community Relations Associate DIVISION: General Administration 

WORK YEAR: 12 Months DEPARTMENT: Community Relations 

LOCATION: CES SALARY SCHEDULE: SSSS 

    

 

 

 

GENERAL STATEMENT OF RESPONSIBILITIES: 

 

The Community Relations Associate is responsible for assisting the Community Relations Manager in preparing 

internal and  external communications, public relations and  marketing materials, particularly electronic 

communication, such as webpage design and  content, e-mail correspondence with public, and  other multi-media 

activities.  He/ She will also assist the Community Relations department in managing day-to-day office functions, 

includ ing responding to District, public and  media requests and  inquiries.  Performs job related  duties as 

assigned . 

 

MAJOR DUTIES: 

 

1. Manages the District electronic communication and  intranet technologies such as Facebook, Twitter and  

other social media.  Assists in content management of District website.  Manages e-mail Public Contact 

correspondence.  

 

2. Assists in the design, ed iting and  preparation of school d istrict publications.  

 

3. Assists in the implementation of d istrict-wide special events and  programs, both internal and  external, 

which may require work-hour flexibility. 

 

4. Assists in printing, copying, photo, aud io reproduction.  

 

5. Coord inates and  organizes news clippings and  record ings, photo and  news archives .  

 

6. Maintains databases of media, key communicators mailing lists.  Coord inates mass mailing utilizing 

student and  parent data and  mailing services.  

 

7. Provides clerical support for department to include supply ordering, record -keeping and  budget 

maintenance. 

 

8. Maintains Communications office inventory, i.e., equipment and  supplies. 

  

9. Provides information to general public and  District staff requiring in -depth knowledge of policies, 

procedures, and  program s.  
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QUALIFICATIONS: 

 

1.  High School Diploma or G.E.D. required .  

 

2.  An AA degree or 60 college cred its are required  with coursework in communications, journalism, public 

relations or related  field .  Bachelor ’s degree in above areas or related  field  preferred .  One year public 

relations experience required , preferably in a school environment.  

 
3. Web design, layout and  maintenance experience.  

 
4. Knowledge in technology-based  communication, i.e., podcasts, video streaming, videotaping and  ed iting, 

etc.  

 
5. Experience creating and  preparing materials and  information in a variety of formats for community and  

media release.  

 
6. Excellent command of the English language and  ability to compose letters, reports and  other publ ications 

using correct grammar, spelling and  punctuation.  

 
7. Design and  layout experience in computer graphic design and  applicable programs.  

 
8. Knowledge and  experience with d igital photography and  equipment. 

 
9. Ability to communicate effectively with employees and  d iverse members of the public and  media.  

 
10. Ability to identify and  maintain the confidentiality of sensitive and  important information with d iplomacy 

and  tact. 

 
11. Exemplary customer service skills with employees and  members of the public.  

 
12. General administrative to include strong computer skills, recordkeeping , execution of purchasing 

procedures/ budget monitoring. 

 
13. Knowledge of related  District and  Program policies and  procedures preferred . 

 
14. Ability to lift 50 pounds.  

 

 

 

SUPERVISION RECEIVED:  

 

Community Relations Manager 

 

SUPERVISION GIVEN:  

 

None 
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