PUBLIC INFORMATION SPECIALIST

Job Code Pay Grade
07550 CL16

Nature of Work

This is a professional and administrative position responsible for the dissemination of public information
through communication with the media and public outreach activities used to support the functions and
activities of Pinellas County Government. Primary responsibilities include establishing two-way
communication with the media and public, creation of and participation in public outreach programs, ongoing
measurement and consolidation of public opinion and dissemination and coordination of public information
through direct contact with the public. Incumbent performs a wide range of tasks and assignments involving a
high degree of independence, sound judgment, initiative, and administrative capabilities related to community
or agency activities and public relations functions. The incumbent reports to a department manager, supervisor
or designee.

Minimum Qualification Requirements

¢ 6 years in professional public relations, journalism, communications, public administration, or related field; or

o Associate’s degree in public relations, journalism, communications, public administration, or related field plus
4 years professional experience; or

¢ Bachelor’s degree and 2 years professional experience as described above; or

¢ An equivalent combination of education, training, and/or experience.

Appointing Authority May Also Require

o Florida Driver's License or Florida Commercial Driver’s License and endorsement, if any.

¢ Assignment to work a variety of work schedules including compulsory work periods in special, emergency,
and/or disaster situations.

o Other highly desirable knowledge, skills, abilities, and credentials relevant to a position.

Ilustrative Tasks (These are examples and are not all inclusive.)

e Directs, plans, and coordinates public outreach activities including speakers, presentations, research, website
use of surveys and public opinion polls, public forum programs on PCC TV and ongoing coordination of the
Pinellas Citizen University.

¢ Develops work plans to maintain and improve quality standards and work performance.

e Acts in a liaison capacity with community leaders, tour groups, other governmental agencies and community
groups requesting information on government related activities.

¢ Plans and promotes programs for, and consolidates public opinion from, public information meetings and
other community forums as required.

¢ Develops plans and monitors advertising and public relations budgets for departmental projects related to
community outreach; develops contract specifications; hires and oversees contract labor where applicable.

e Promotes a variety of county issues, including hurricane preparedness, through public speaking, conducting
tours and providing information to citizen’s groups and the public at large.

¢ Creates PowerPoint, collateral and video materials to support public outreach campaigns.

o Performs related work as assigned or required.

e Liaison with the media in preparing press releases, planning public events and performing interviews.

Knowledge, Skills, and Abilities

¢ Knowledge of county government organization and functions.

o Knowledge of the principles of public administration and management.

o Knowledge of the practices and principles of public information, public relations and marketing.
¢ Proficient in news writing and AP style.



PUBLIC INFORMATION SPECIALIST (continued)

Job Code Pay Grade
07550 CL16

Knowledge, Skills, and Abilities  (continued)

o Knowledge of emergency public information policies, methodologies and procedures.

o Knowledge of the principles, practices and methods of social media.

o Knowledge of effective use of alternative media presentation and format.

¢ Knowledge of recent developments and advancement in communications methodologies and technologies.

e Knowledge and skill in the use of office automation, desktop publishing and A/V presentation equipment.

e Skill in producing print and video mediums.

e Skill in public speaking.

o Ability to apply computer applications and software.

o Ability to exercise good judgment in analyzing situations and making decisions.

e Ability to apply independent judgment and discretion based on knowledge of the county’s functional and
structural organization.

e Strong photography skills.

Special Requirements

¢ Expected to be on-call and respond to emergency call-outs.

¢ Must be able to manage responsibilities for community outreach activities beyond regular county business
hours including extended work days, evenings, weekends and holidays.
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