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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
Executive Office 
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-008-5595-002

	UNIT NAME AND LOCATION
Office of Communications, Education, and Outreach 
	CLASS TITLE
Information Officer II

	INCUMBENT  

	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)
565-008-5595-002

	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
Under administrative direction of the Deputy Director of Public Affairs and in close strategic collaboration with the Assistant Deputy Director of the Office of Communications, Education, and Outreach (OCEO), the Information Officer II provides guidance and direction to CDFW’s communications and public information, supervises statewide information officer staff and acts as lead information officer for the most sensitive and confidential department issues. 



	PERCENTAGE OF TIME PERFORMING DUTIES
	INDICATE THE DUTIES AND RESPONSIBILITIES ASSIGNED TO THE POSITION AND THE PERCENTAGE OF TIME SPENT ON EACH.  GROUP RELATED TASKS UNDER THE SAME PERCENTAGE WITH THE HIGHEST PERCENTAGE FIRST.  (USE THE REVERSE SIDE IF NECESSARY.)
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ESSENTIAL FUNCTIONS:

Supervision and Editing: 
Supervises and directs CDFW Information Officer (IO) staff, their assignments, and information campaigns. Develops and edits public-facing communications and provides staff with constructive feedback on materials such as news releases, media events, articles, interview scripts, brochures, reports, presentations, exhibits, newsletters, website content, blogs, videos, social media content, and other communications. Responsible for reviewing internal communications to ensure accuracy, clarity and alignment with department priorities. Performs and supervises other generic public information activities, which may require travel to locations throughout the state. Responsible for developing, updating and rolling out department policies to ensure department staff are educated in appropriate responses to media-related inquiries.

Strategic Planning: 
Creates, develops, and executes high-impact statewide communications strategies including effective and inclusive messaging to various statewide audiences and user groups. This includes leading and developing cutting-edge news media, communications and outreach content, understanding and use of various digital communications and social media platforms, and analyzing and disseminating information to assist with executive-level decision making. This position will prioritize information sharing with CDFW and in collaboration with both the California Natural Resources Agency (CNRA) and Governor’s Office to ensure the department’s public information, education and outreach goals are accessible, routinely updated, and maintain public visibility. Maintain an ongoing and firm understanding of various socio-political opinions in conservation, wildlife, fisheries and marine management, outdoor recreation activities such as hunting and fishing, human-wildlife conflicts and other complex issues in the natural resources space. Conducts continuous assessment of CDFW’s current communications platforms, to ensure they remain relevant and useful to the public. Assesses emerging communications platforms to determine potential use within OCEO.





Public Affairs:
Serves as the senior public affairs consultant on more complex media-related issues. Works with members of the media, newspapers, radio and television, other agencies, governments and partners to coordinate news releases, press conferences and interviews, and article submissions. Discovers and responds to proactive and positive public messaging opportunities for CDFW. Drafts and edits news releases and other public-facing communications. Arranges and publicizes special media events and performs a wide variety of tasks that require political acumen, acute news interpretation, impeccable editing skills as well as knowledge of department programs, issues, and current events. Attend Fish and Game Commission meetings, public meetings and partner meetings related to the Marine Life Management Act (MLMA) and Marine Life Protection Act (MLPA). Consults with CDFW’s Marine Region staff and provides expert advice to CDFW, CNRA, and Governor’s Office executive staff on public relations matters related to the MLMA, MLPA and other marine-related activities.

NON-ESSENTIAL FUNCTIONS:

Performs administrative tasks, including tracking of time worked; attends career development and training programs, seminars as appropriate to contribute to the achievement of OCEO goals and objectives. 

Special Personal Characteristics: Appreciation of news value; ability to analyze situations accurately and adopt or recommend for adoption by top management an effective course of action; ability to gain the confidence and respect of persons contacted in the work; ability to establish and maintain cooperative working relations with the news media and other public groups; ability to handle high stress situations; application of the need to inform and educate the public on various phases of an agency's program.

Interpersonal Skills: Exercises adaptability and leadership; demonstrates fair-minded and ethical decision-making; works cooperatively with all parties within and outside the Department.

WORKING CONDITIONS: Ability to use a computer keyboard several hours a day. Involves sitting most of the time but may involve walking or standing for brief periods. Attend meetings and hearings; work with staff statewide to complete work assignments. Up to 20% of travel may be required. 


	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME

	SUPERVISOR’S SIGNATURE

	DATE

	EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME

	EMPLOYEE’S SIGNATURE

	DATE





