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Incumbent:  VACANT
Classification:  Information Officer II
Position Number:  364-300-5595-001

Position Duty Statement

	Date: Dec. 1, 2020

	Name of Incumbent: Vacant

	Civil Service Title: Information Officer II
	Position Number: 364-300-5595-001

	Working or Job Title: Communications specialist
	Division/Unit: Communications and Marketing

	Supervisor's Civil Service Title: CEA
	Location: Sacramento, CA 

	Supervisor's Working Title: Director of Communications and Marketing
	Work Hours/Shift: Full time, Monday - Friday

	Conflict of Interest Disclosure Category:
	License or Other Requirement:

	 FORMCHECKBOX 
 1      FORMCHECKBOX 
 2      FORMCHECKBOX 
 3      FORMCHECKBOX 
 4      FORMCHECKBOX 
 N/A
	N/A

	You are a valued member of the Agency’s team.  You are expected to work cooperatively with team members and others to enable the Agency to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

	Program Identification: The California Community Colleges Chancellor’s Office Communications and Marketing division supports the Chancellor’s Office program staff and the system’s 116 colleges with a variety of communications and marketing functions.

	

	Summary Statement: Under the general direction of the director of communications, the incumbent will coordinate assigned statewide marketing campaigns that support 2.1 million community college students. The incumbent will perform a variety of complex communications and communications duties with a high degree of responsibility and collaboration with internal and external stakeholders and clients, contracted advertising agencies and management.

	

	Essential Functions (E) – Marginal Functions (M) 

	%
	Job Description

	40%
	Research and develop English and Spanish language media relations materials including but not limited to: news releases, talking points, op-eds, media statements, news features and media advisories. Serves as a primary spokesperson for general market and Spanish language media interviews, town hall meetings and community gatherings. Coordinate accurate and timely responses to media organizations; cultivate good working relationships with reporters covering higher education in California and nationally 


	25%
	Collaborates with fellow communications division staff, supports internal Chancellor’s Office stakeholders with producing marketing and communications assistance to develop communications plans, social media content for general market and Spanish language social media monitoring and responses, collateral materials, speeches, talking points and other communications products. Proofreads all content for accuracy, style consistency and policy alignment. Assist with major event planning as needed. Assist vice chancellor and director of communications in coordinating, editing and publishing reports that the agency and its contractors produce for Legislature, the Governor’s Office and the general public. Proactively works to develop positive relationships with community college public information officers and communications staff in order to facilitate a better understanding of and buy-in on Chancellor’s Office communications efforts. 



	15 %
	Research, edit and provide strategy as needed for internal and external advertising and marketing efforts in general market and Spanish languages produced by the Chancellor’s Office and its advertising/marketing/outreach agency contractors. Produce clean copy, message points and/or creative briefs that are accurate. Management of advertising/marketing/outreach agency contractors and projects as requested.

	15%
	Take the lead in editing and day to day management of Today’s News, the daily compilation of news articles and clippings sent to the system.  

	5%
	Other duties as assigned.


	

	IMPACT AND CONSEQUENCE OF ERROR:

· Public information not provided in timely matter
· Students and other stakeholders not provided accurate information for advocacy



	PROFESSIONAL CONTACTS:

· Frequent contact with CCCCO staff at all levels
· Frequent contact with other state agencies and community colleges and districts

	SPECIAL PERSONAL CHARACTERISTICS:

· Bi-lingual in both English & Spanish

· Ability to work independently and take initiative with minimal guidance or direction.
· Ability to work collaboratively as a team member.
· Strong oral and written communication skills especially presentation and facilitation capabilities.
· Strong analytical, research, and presentation skills.
· Positive attitude, open-mindedness, flexibility, and tact.

· Commitment to quality service that exceeds expectations.

· Excellent organizational skills.

· Focus attention to detail and follow-through.

· Multi-task, meet deadlines, and adjust to changing priorities in a cooperative manner.

· Good attendance and punctuality record.

· Consistently exercise a high degree of initiative.

· Analyze situation and adopt effective course of action.

· Provide backup to other staff during absences.

· Working proficiency in Microsoft Word, Outlook, Excel, and PowerPoint. 

· Communicate confidently and courteously in a clear and concise manner in a diverse community.

	WORKING AND ENVIRONMENTAL CONDITIONS:
· Communicate in a clear and concise manner

· Work in a climate-controlled, open office environment under artificial lighting.

· Exposure to computer screens and other basic office equipment.

· Periodic overnight travel may be required as COVID crisis allows
· Ability to telework during COVID crisis

	I have read and understand all the requirements and information above and discussed the duties listed above with my supervisor and can perform them either with or without reasonable accommodation (RA).  (If you believe you may require RA, please discuss this with your hiring supervisor.  If you are unsure whether you require RA, inform the hiring supervisor who will discuss your concerns with the RA Coordinator.)

	Employee Signature:
	Date:

	

	

	I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.

	Supervisor Signature:
	Date:

	


