HELIX WATER DISTRICT

July 1, 2007
PUBLIC AFFAIRS REPRESENTATIVE

JOB SUMMARY

Public Affairs Representative is a nonexempt entry level professional class. Under general direction, performs assigned professional and administrative activities of routine to moderate difficulty in support of District public affairs, community education and outreach, water conservation and media relations programs; represents the District at community meetings and events; conducts classroom training on water conservation and related topics; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Assists in the development and implementation of assigned public awareness, information, education or community outreach programs or internal communication initiatives and activities; designs, develops and creates supporting materials and collaterals, including promotional pieces, reports, guides, brochures, charts and other print/graphic materials; conducts background research to write materials; assists in organizing and implementing special events and activities.

2. Conducts assigned classroom training presentations, educational tours and teacher training programs; assists in the development of training, marketing and promotional materials.

3. Participates in the less complex public information and community outreach initiatives and activities; drafts news releases, public service announcements, fact sheets, flyers, newsletter articles, brochures and other written materials; responds to inquiries from customers and the public.

4. Assists in developing and implementing water conservation programs.

5. Plans, implements and monitors in-house program of large landscape audits; creates correspondence and supporting marketing materials; establishes on-going data collection and reporting of program statistics; schedules outreach visits and completes all related follow-up activities.

6. Designs, creates text and graphic layouts and writes a wide range of internal and external communication pieces and collateral materials, including reports, pamphlets, newsletters, flyers, fact sheets, brochures, invitations and give away/collateral materials.

7. Handles development and update of websites and maintains websites on an on-going basis; interacts with web server and provides technical updates, support of text, photos, charts and graphs.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Principles, practices and techniques for design and implementation of public affairs, public information and community programs.

2. Methods and techniques for creating effective media, public relations and education materials.

3. Principles and practices of sound business communication; correct English usage, including spelling, grammar and punctuation.

4. Principles, methods and techniques of graphic design, layout and print production.

5. Basic web page design and development principles and techniques and html programming language.

Ability to:
1. Operate a computer using word processing, spreadsheet, graphics and other standard software.

2. Communicate clearly and concisely, orally and in writing, to a variety of groups and audiences.

3. Apply appropriate learning principles to develop effective age-relevant lesson plans.

4. Present effective classroom training presentations and conduct treatment plant tours.

5. Apply writing styles and techniques appropriate for differing business and journalistic/public relations purposes and edit written materials.

6. Create effective graphic designs and creative approaches for use in public information and education programs.

7. Maintain effective relationships with those encountered in the course of the work, including the media. 

Training and Experience:

Training and experience substantially equivalent to graduation from a four-year college or university with major coursework in public relations, communications, business administration, education or a closely related field; and two years of progressively responsible professional experience involving the development and coordination of public affairs, public information, community outreach and educational programs similar to those administered by the District.

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

An elementary or secondary teaching credential is desirable but not required.

Possession of or ability to obtain a  Landscape Irrigation Auditor Certification within one year.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit, stand and walk; talk or hear, in person, in meetings and by telephone; use hands repetitively to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms. The employee regularly lifts up to 10 pounds and frequently lifts up to 25 pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus, depth perception and color vision. 

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret complex data, information and documents; analyze and solve problems; observe and interpret people and situations; use math and mathematical reasoning; learn and apply new information or skills; perform highly detailed work on multiple, concurrent tasks with constant interruptions; work under intensive and constantly changing deadlines and interact with those encountered in the course of work, some of whom may be demanding, dissatisfied, upset and/or abusive.

Work Environment:

The employee works under typical office conditions and the noise level is usually quiet.

GM Approval:  ____________________
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