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Sarasota County

SARASOTA COUNTY GOVERNMENT
CLASSIFICATION

PUBLIC RELATIONS PROFESSIONAL

CLASS CODE: 34515

EEO Code: 02

FLSA: Exempt

W/C Code: 8810

Pay Band: Professional/Technical
Pay Grade: Tier III, 9934

MAJOR FUNCTION(S)

This is advanced, professional public relations work developing, implementing and managing a program
of public information, publicity, news writing, and social media. This position is responsible for:
performing a variety of highly critical and complex public relations assignments, exercising considerable
judgment in the application of journalistic principles and practices, serving as a team lead on special
projects, and managing the public information and community outreach team. This position reports to the
Communications Director.

TYPE OF DUTIES

Responds to requests for information from the media and citizens; responds to and coordinates
interview requests with County staff members and County Commissioners. Acts as a media liaison to
disseminate county/department-related information to inform and educate the public utilizing
traditional and social media methods.

Writes, prepares, reviews, and edits press releases, bulletins, flyers, posters, ad copy, brochures,
speeches, marketing materials, etc.; reviews news media reports for accuracy and message alignment;
monitors news media reports and ensures all relevant reports are appropriately archived; distributes
all releases.

Serves as media relations support and consultant for county staff. Consults with county staff to
identify and develop positive storylines to promote department operations, programs and services
through various communication mechanisms including social media; strategizes and plans with
county staff to design and implement a variety of communication materials; plans and organizes
special events for internal clients as assigned; trains and educates county staff on media and public
relations protocol.

Plans and coordinates development and communication of informational programs/projects; promotes
county programs and services by providing information and materials to news media, government
officials and others.

Coordinates news conferences and other media-related events; leads meetings with public and private
sector leaders; acts as media spokesperson as assigned; prepares and delivers speeches to civic and
private groups.

Establishes and maintains cooperative relationships with representatives of community, consumer,
employee, and public interest groups. Maintains extensive media contact database.

Keeps abreast of new media/marketing strategies; researches, identifies and analyzes media trends,
key group interests and public concerns.

May supervise daily activities of staff, schedule and direct work assignments, provide input,
participate in hiring process, conduct performance reviews, handle employee relations issues, ensure
training and development of assigned staff, and prepare staff for succession planning opportunities.
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JOB BASED COMPETENCIES (Specific for position)
e Ability to exercise considerable judgment in the application of journalistic principles and
practices.
e Ability to deal tactfully and positively with SCG leaders, the Board, media and other internal and
external customers.
Must possess outstanding communication skills and techniques.
Ability to write, review and edit press releases.
Knowledge and use of social media
Ability to prioritize and organize workload.
Skill in responding to situation/events with attention to urgency, accuracy, responsiveness, and in
accord with SCG policy and practices.
Ability to effectively coordinate and lead projects.
Ability to prepare and conduct presentations.
Ability to build and maintain strong coworker and client/customer relations.
Ability to review work of others.
Ability to develop resources and contacts.
Knowledge of federal and state laws.
Ability to develop/revise policies.
Ability to handle employee communication issues.

Ability to build a diverse and welcoming environment for the department and encourage diverse
perspectives.

MINIMUM QUALIFICATIONS

Bachelor’s degree from an accredited college or university in Communications, Journalism, Public
Relations, Media Relations, or Mass Communications is required with 5 years of experience OR a Master’s
degree in one of the above or related fields with 3 or more years of related experience. Ten (10) years of
related professional experience may substitute for the required education. A minimum of 1 year of
supervisory experience is required (team lead or acting in a supervisory capacity may be counted).
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