Sarasota County

SARASOTA COUNTY GOVERNMENT

MAJOR FUNCTIONS

CAREER TRACK

COMMUNICATIONS ASSOCIATE

SUB-CLASS CODE: See Below

EEO Code: Tier I (05), Tier IT & 111 (02)

FLSA: See below
W/C Code: 8810

PAY BAND: Professional/Technical

These are professional/technical positions that coordinate public communications, outreach programs, audio/visual
communications, and graphic design for the County or a department. These positions focus is on tactical, short-range
communications and media relations assignments but may also include some strategic communication planning. Higher level
professionals may become more involved in long term communications with specific community groups or media relations.

Primary Purpose

Tier I
Non-Exempt

Sub-Class Code - 32424 Pay Grade - 9931

| Tier IT *
| Exempt
| Sub-Class Code 32425 Pay Grade 9932

Tier III **
Exempt
Sub-Class Code - 32426 Pay Grade - 9933

Entry level work assisting professional/
technical stalf. Focuses on specific short-
term projects in a learning capacity to gain
experience and [amiliarity with county
government programs and policies.

In peneral, work assignments at this level

include, but are not limited to:
= Assists in development of written,
verbal, electronic communications,

video acquisitions or design and digital

productions
*  Assisls in preparing/presenting info.

= Assists in creating layouts for materials

= May conduct tours and provide
information to external groups

*  Assists in monitoring/tracking of

material production

Uploads materials to design archive

Performs non-linear editing

Designs video motion graphics/effects

Assists in producing video segments

and programs

® Sets up and tests broadcast audio/visual

equipment
» QOperates television equipment

» Maintains general studio and equipment
» Attends workshops/courses and project

meetings as directed

» Assists in major project assignments

® Serves in Joint Infermation Center

® Undersiudies Tier Il and/or Tier I[IT's
Performs assignments under direct
guidance and review.

Progressively responsible intermediate
professional/technical work assisting those
in o leadership role. At times, employees in
this level serve as team members to
communicate critical information.

In general, work assignments at this

level include, but are not limited to:

= Develops written, verbal and
electronic communications

* Develops concepts, scripts, sels 10
produce video segments

= Coordinates project meetings and
staff support

= Maintains/tracks project status and
progress; reporls on project status

= Assists in making recommendations
for project coordination/planning

= Develops and presents information
to external groups.

= Utilizes special computer
applications

= Provides internal/external customer
service; fields questions from public

= Schedules production/AV shoots

= Creates layouts for materials

* Proposes design concepts

= Takes design lead in meetings

=  Maintains graphic files in archive

= Performance assignments under
minimal guidance and review

» Aclts as team member assigned o
handle specific issues and problems

=  Understudies Tier III; assists Tier I's

Senior level professional/leadership role with
responsibility for all work associated with
lower level positions. Acts as lead for higher-
level projects/assignments. Serves as team or
group lead and/or supervisor.

In general, work assignments at this
level include, but are not limited to:

= Leads, develops and implements
strategic communications

= Leads branding initiatives, logo and
signage design for county

= Prepares and presents information

= Reviews and approves work of others

* Prepares communications for internal
management and organization wide

* Oversees the activities and functions
of other communication professionals

® Attends public meetings and BOCC
sessions as required

®  Assists in development of county
communications policies

* Coordinates and monitors assigned
leam activities

® Acls as a mentor and provides
professional guidance to others

= Participates in performance reviews

= Leads and/or participates in complex
and sensitive projects as assigned

*Includes Tier I duties

** Includes Tier I & II duties
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Primary Core Competencies (Knowledge, Skills and Abilities)

Professional/Technical Tier I

Professional/Technical Tier II

Professional/Technical Tier Il

Professional Skills

Strong written/verbal
communications

Effective communication
techniques

Effective customer service skills

Ability to interpret communication

policies and standard operating
procedures

Effective troubleshooting skill set
for audio-visual field

Serves as a team member

Works under limited supervision
Strong interpersonal relations
Experience to expert in field of
endeavor

Presentation skills

Short-term project coordination

Outstanding communication
techniques

Strong client/customer relations
Strong troubleshooting skills for
audio-visual field

Leadership capacity

Reviews work of others
Develops resources/contacts
Ability to mentor others
Superior customer service skills
Ability to develop/revise SOP’s
Report preparation/ presentation
Design presentation

Prepares materials for offset
print

Mid-range and long-range
project coordination

May serve as group assignment
lead

Works independently

Handles complex and difficult
communications

Expert customer service skills
Coordinates/monitors work
projects

Expert troubleshooting skill set
for audio-visual field and
problem-solving abilities
Demonstrates a high level of
creativity

Demonstrates advanced
interpersonal skills

Exercises good judgment and
discretion

Leads, mentors, oversees work
of others
Coordinates/implements changes
Develops solutions to problems
Interfaces with agency
counterparts

Coordinates with HR on
employee relations issues

Business Equipment and Computer Skills

Basic software applications
Internet searches

Computer hardware basics
Social Media applications
Copiers, telephones, etc.
Microsoft Qutlook, Word,
PowerPoint

Adobe Creative Suites
Adobe Premiere

Monitors and projectors
Recording and video equipment

Intermediate software
applications

Social Media applications
Microsoft Teams

Crestron

Includes all Tier I equipment
and skills

Advanced software applications
Includes all Tier I and 11
equipment and skills

Technical Skills (may be required depending on specific job)

Software for computer systems
Computer peripherals
Computer/System networking
Visual media presentations
Dry mount press

Plotter

Same skills and competencies
in previous tier with increased
complexities and
accountabilities

Same skills and competencies in
previous tier with increased
complexities and accountabilities
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Minimum Qualifications

Professional/Technical, Tier 1

Professional/Technical, Tier I1

Professional/Technical, Tier III

Minimum of Associates degree in
Communications, Journalism,
Public Relations, Media Relations,
Mass Communications, Markeling,
Graphic Design, Visual Arts,
Ilustration, or related field

OR
Significant related experience in
Public Communications or related
field
NOTE: Applies to Audio/Visual
positions only — High school
diploma plus 5 years of
progressively responsible
television production, editing,
technical directing and
technological experience

* BS Degree from an accredited
college or university in
Communications, Journalism,
Public Relations, Media
Relations, Marketing, Mass
Communications, Graphic
Design, Visual Arts,
lustration, or related field
with 3 years of related
experience

OR

= MS, MA, MBA degree from an
accredited college or university
in above fields with 2 or more
years of related experience

= Related professional
experience may substitute for
the required education

= BS Degree from an accredited
college or university in
Communications, Journalism,
Public Relations, Media
Relations, Marketing, Mass
Communications, Graphic
Design, visual Arts, Illustration,
or related field with 5 years of
related experience

OR

" MS, MA, MBA degree from an
accredited college or university
in above fields with 4 or more
years of related experience

= Related professional experience
may substitute for the required
education

* Some supervisory or leadership
experience may be required

= Advanced professional
certification desirable

NOTE: Employees that acquire the skills and minimum qualifications for the next leve! will be able to apply for
promotional opportunities. Employees will not automatically be upgraded to the next level. Reclassifying a
position is based on business need and financial impact and not based solely on the incumbent.

APPROVED BY:

Chris Louria, Chief Human Resources Officer

History: 10/15/19; 2/23/12; 11/8/09

Date:
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