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CALIFORNIA COASTAL COMMISSION
PUBLIC INFORMATION OFFICER I
DUTY STATEMENT

EMPLOYEE NAME:	
 
WORKING TITLE: Public Information Officer 
 
WORK UNIT/DIVISION: Communications
 
LOCATION: TBD
 	
DATE OF APPOINTMENT: TBD 
 
CBID:	R01
 
TENURE/TIMEBASE: Limited-Term/Full-time

POSITION SUMMARY
[bookmark: _Hlk213944589]This position supports the California Coastal Commission’s mission and strategic plan by performing an array of complex professional, technical and writing tasks associated with the agency’s online presence. This includes, among other things, contributing to social media campaigns, as well as working on a comprehensive update to the agency’s website. The goal of this position is to help inform the public on Commission programs, hearings, and key decisions. Writing and communication skills through email and other forms of communication will be foundational to this role. 
The Information Officer I (IO I) will be specifically responsible for helping to deliver a user-friendly web experience on the Commission website. The incumbent will create a fresh design and draft and edit content for a website update, as well as integrate new initiatives, including a digital application portal, to be rolled out in 2026. They will advise and implement best practices in user experience, aesthetics and written communication, collaborating across various agency teams. The IO I will work closely with IT staff to ensure web content updates integrate seamlessly with existing practices and will be easily understandable for the public.

ESSENTIAL FUNCTIONS
The person in this position will report directly to the PIO II. Duties include:  
35% Social Media
· Designs social media campaigns aimed at promoting the 50th anniversary of the Coastal Act, as well as the agency’s work safeguarding coastal resources and public access.
· Collects video and other media for social posts, including at the agency’s monthly three-day public hearings, which are held in different coastal communities throughout the year.  
· Writes and edits social media posts using the agency’s accounts, such as for Instagram, LinkedIn, and YouTube.
35% Web Content and Design
· Translates complex information into plain language and an intuitive user experience for the public. Implements user-friendly web interfaces that align with agency goals, staff input, user needs and can be serviced by the Commission’s senior web developer. 
· [bookmark: _Hlk214276526]Makes recommendations to leadership based on web and user experience best practices. Creates wireframes, prototypes and mockups to communicate design ideas effectively prior to implementation. Updates Commission’s style guide to reflect new branding scheme for updated website. 
· Assists staff in updating and migrating present website content for new designs and layout. 
15% Subject Matter Spokesperson
· Interfaces with the public on Coastal Commission policies and procedure. Incumbent conducts research to gather insights and inform online communication strategies. Collaborates closely with internal and external stakeholders, and leadership to ensure cohesive and effective communication. Stays apprised of and implements the latest requirements and best practices in digital communications. Reviews and edits content to ensure adherence to style guidelines, ADA Web Content Accessibility Guidelines 2.2 standards and brand guidelines.  
10% Justice, Equity, Diversity and Inclusion (JEDI)
· Participate in professional development trainings, as well as tasks, trainings and activities that support programmatic and workplace diversity, equity, and inclusion. Other related duties as assigned.
· Identify and analyze potential environmental justice impacts in projects, and draft environmental justice, diversity and inclusion provisions in Staff Reports, settlements, or other documents, consistent with the Commission's Environmental Justice Policy, as applicable.
· Conduct tribal coordination and consultation for relevant projects, including communicating with and gathering information from tribes, assessing impacts to cultural and tribal resources and drafting findings in Staff Reports, settlements, or other documents, consistent with the Commission’s Tribal Consultation Policy, as applicable.  
5% Marginal Functions 
· Participates in other work-related duties as assigned.

Supervision Exercised Over Others
N/A
Knowledge, Skills & Abilities
Knowledge of and experience of social media platforms and etiquette; basic writing and editing skills; understanding of web design and development, including in HTML, CSS and JavaScript; collaboration in a team setting, public outreach and communications strategies; ability to work independently and meet deadlines; strong written and verbal communication skills. 
Ability to: Communicate complex information to the public; communicate effectively and maintain positive relationships via email and on the phone; develop work plan priorities; manage workload; maintain good working relationships with coworkers.
Consequence Of Errors/Responsibilities for Decisions
Poor quality work and errors in judgment reflect poorly on the Commission, create additional work for other team members, and hinder the Commission’s ability to implement the Coastal Act. Error in judgment may result in unnecessary delays for employees and public, poor external and internal relationships and a loss in efficiency and production. Delays and litigation can result from improper legal notices and failure to comply with ADA requirements. Poor data and records management can cause significant problems, both internally (because the entire agency relies on the accuracy of the data), and externally (as the system is publicly accessible, and the accuracy of data management will be relied on by the public).
Public And Internal Contacts
Contact with members of the public, government agencies and high-ranking officials, non-governmental organizations, and for-profit companies. Contact with Commissioners and other Commission staff.
Physical, Mental, and Emotional Requirements
· Prolonged periods of sitting 
· Ability to use a computer for the workday
Work Environment
The Commission’s Office is open for business Monday through Friday from 8:00 am to 5:00 pm (except for state holidays). This position may be eligible for telework. The amount of telework permitted is at the discretion of the CCC and is subject to change, consistent with CCC’s Telework Program. Travel for meetings and team collaboration will be required. All employees who telework are required to be California residents in accordance with Government Code 14200.

I certify that this duty statement represents an accurate description of the essential functions of this position.
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PUBLIC INFORMATION OFFICER II			
						

							
I have read this duty statement and agree that it represents the duties I am assigned.
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