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CITY OF CONCORD

CLASS SPECIFICATION

CLASS TITLE:  Communications Coordinator



DEPARTMENT:  GENERAL SERVICES REPORTS TO:  Business Analyst





DATE: 06/13
JOB SUMMARY:
Position is responsible for enhancing the public’s understanding and support of department services through the coordination, creation, and dissemination of department information.  This position also provides essential administrative support to the General Service Department to include editing, writing, and coordinating the development of promotional, informational and educational publications and maintaining the department’s web site.  This position also handles confidential and sensitive personal information as a departmental contact to the Human Resources Department and administrative assistant to the General Services Director.
ESSENTIAL JOB FUNCTIONS: 

Maintains the departmental web site.
Develops, enhances, and maintains a social media strategy and presence for the General Services Department.

Plans and executes the development and communication of information programs to maintain a favorable public perception of the department’s accomplishments.
Responsible for drafting and disseminating informational correspondence to both internal and external audiences.
Fields routine press and public requests and researches and responds to more complex inquiries that require historical perspective.

Develops public relations strategies for the General Services Department.

Drafts, edits and disseminates informational communications for both internal and external audiences and on the department’s web site.
Processes evaluations and tracks progress.

Initiates and tracks confidential performance evaluations for mid-point, end-of-probation, yearly, and remedial progress.

Serves as resource person locating and directing staff to the appropriate policies and procedures in response to departmental staff inquiries.
Tracks sick time usage for ratings on evaluation reports; reconciles leave slips and monthly accruals for department.
Provides administrative support to departmental hiring managers to include tracking departmental vacancies, contacting candidates to schedule interviews, preparing criminal and motor vehicle background forms for processing, assisting in scheduling pre-employment physicals, and providing departmental orientation to new employees.
Processes personnel actions on full-time and temporary employees for hire, informational changes, and terminations.

Provides confidential information and assistance to the department head. 
Schedules and confirms appointments, meetings, or reservations, and maintains Department Head’s

appointment calendar to ensure effective time management.  Prepares items for scheduled meetings in

advance.
Creates and maintains departmental roster and files.
Schedules meetings for department personnel; schedules conference room, cafeteria, and on-line calendars.  
Attends meetings; takes and transcribes minutes as needed.

Works in acting capacity in supervisor’s absence; supervises staff, reconciles accounts payable, and assists in payroll process

Answers telephone; enters complaints into the Request Tracker system.

Performs other related duties as assigned.

MATERIAL AND EQUIPMENT USED:
Personal Computer and/or Terminal

Copier

General Office Equipment


Calculator




Multi-line Telephone






MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience: 

BA in Communications, Public or Media Relations, Journalism or related experience or
four years of progressively responsible clerical experience, at least one year of which included experience performing administrative clerical work including interaction with high level officials and managers; or, any combination of education, training and experience that provides the knowledge, skills and abilities required for the job.

Licenses and Certifications: 

Successful candidate must be able to attain Notary Public certification within six months.
KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of:
Administrative policies and procedures related to the area of assignment.

Modern office methods, procedures, equipment, business letter writing and standard clerical techniques.

Desktop Computers, Laptops, Windows Operating System.
Techniques of effective time management.

Correct English usage, including spelling, grammar, punctuation, and vocabulary.

Basic budgetary principles and practices.

Record keeping, report preparation, filing methods, and records management techniques.

Skill in:
Communicating clearly and effectively with others, orally and in writing.
Dealing courteously and diplomatically with the general public.

Using computers to enter and retrieve information.

Operating general office equipment.

Compiling, composing, and maintaining reports.

Understanding and carrying out complex written and oral instructions.

Active listening. 
Mental and Physical Abilities to:
Handle situations in which others may be angry or argumentative.

Establish and maintain effective working relationships with others.

Attend night meetings or hearings, when required.

Perform duties while sitting at a desk or table or while intermittently sitting, standing, or stooping.

Occasionally lift light objects.

Working Conditions:
Work is performed in an office.


