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Phoenix Union High School District No. 210
4502 North Central Avenue

Phoenix, Arizona  85012
 

Equal Opportunity Employer
 

 
    

POSITION TITLE: Community Relations Specialist DIVISION: General Administration

WORK YEAR: 12 Months DEPARTMENT: Community Relations

LOCATION: CES SALARY SCHEDULE: Support Services
    

 
 
 
DEFINITION:
 
The Community Relations specialist is responsible for assisting the Community Relations Coordinator in managing the district community
relations program through internal and external communications, media and community groups.  He/she prepares district documents and
publication to appropriate citizens and select groups, and produces communications (print, video, audio and multi-media) for varied audiences.
Performs job related duties as assigned.
 
 
ESSENTIAL FUNCTIONS:
 

1.       Designs documents for the purpose of communicating information to school and district personnel and the public.

2.       Assists in the preparation of all district publications.

3.       Assists in the coordination of district-wide special events and programs, both internal and external.

4.       Researches, interviews and gathers information that can be used for department publications.

5.       Assists in the development and production of e-newsletter to district employees.

6.       As required, handles media requests and inquiries.  In the absence of the Coordinator, serves as office point person when situations arise
that involve on-site media relations.

7.       Prepares special materials of governing board, superintendent, executive team and school staff.

8.       Assists the Office of Business Partnerships in efforts to recruit more private/public sector involvement in district schools and programs.

9.       Maintains office inventory, equipment and supplies.

POSITION TITLE:          Community Relations Specialist
 
QUALIFICATIONS:
 

1.       An AA degree or 60 college credits is required, a bachelor’s degree in journalism, broadcasting, public relations or related field is
preferred; plus two years of public relations experience, preferably in a school environment.

2.       Experience in writing, editing, designing and preparing materials and information for community and media.

3.       Extensive design and layout experience in computer graphic design.

4.       Knowledge of and experience with printing, publishing, and other media production.

5.       Web design and power point experience.
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6.       Knowledge of advertising and marketing practices.

7.       Ability to listen well, and communicate effectively with employees and diverse members of the public.

8.       Ability to identify and maintain the confidentiality of sensitive and important information with diplomacy and tact.

9.       Ability to exercise resourcefulness in addressing new problems and projects.

10.    Experience in special events planning.

11.    Exemplary customer service skills with all stakeholder groups.

12.    Posses strong computer skills to include data base maintenance, spreadsheets, etc.; record keeping, execution of purchasing
procedures/budget monitoring.

13.    Experience in a variety of general administrative functions, e.g., record keeping, purchasing processes, and budget monitoring.

14.    Spanish fluency and ability to translate orally and in writing desired.

15.    Experience in digital photography desired.

16.    Experience in videotape shooting, dubbing and editing desired.

 
SUPERVISION RECEIVED:
Community Relations Coordinator
 
SUPERVISION GIVEN:
NON
 
 
 
 

PREPARED BY: REVIEWED BY: REVIEWED BY: JOB NUMBER: EFFECTIVE 
DATE:

Employee Relations CEA Employee Relations 3100 05/13/03
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