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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6439
January 2000

POSITION TITLE: Communications Specialist 

REPORTS TO:
 Director, Public Information

Objective: To prepare and distribute oral, written and electronic communications to internal and external audiences, with an emphasis on specialized and community media outlets.

Essential Functions:

1. Develops new and maintains existing media relations, with an emphasis on specialized and community media outlets.   

2. Prepares, produces and distributes press releases, as directed. 

3. Develops and writes stories, articles, features and, as directed,  official district responses for newsletters, press releases, the district web site, brochures and other publications.

4. Develops and maintains a current awareness of local, statewide and national K-12 education activities and informs immediate supervisor of impact on local media relations.

5. Responds to media inquiries, as directed.

6. Responds to inquiries from the general public, including parents, citizens, community groups, government agencies, private business and others, as directed.

7. Attends designated community and school events, as directed. 

8. Organizes and coordinates press events in conjunction with school and departments, as directed.

9. Provides administrative support for related web site development and maintenance, as directed. 

10. Develops and maintains the bulletin board for Channel 22, as directed.

11. Performs other duties, including special projects, as requested or required.     
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Education/Experience: Bachelors degree or equivalent, with an emphasis in media relations and public information. Five (5) or more years of related experience must include demonstrated experience with news media relations.  Position requires demonstrated skills in computer software applications, in particular desktop publishing software, plus experience with Microsoft Word and Excel.  Demonstrated effective and diplomatic oral and written communication skills, including maintenance of confidential information.  Spanish speaking and writing skills are desired.  Demonstrated knowledge of Denver Public Schools, K-12 education, and Denver area community organizations is desired.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); safety; security, disaster and other policies procedures and practices.

Licensure: No requirements

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office environment. Essential duties regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, scanners, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, and lifting to stack, store or retrieve supplies or various computer and office equipment, as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

