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PUBLIC INFORMATION OFFICER 
 
DEFINITION 
Under general direction, plans, organizes, develops, and implements a comprehensive public and staff 
information program; prepares and disseminates information and publicity pertaining to the various 
District events, functions and activities; establishes and maintains cooperative relationships with news 
media and community groups; assists in the design, layout, and editing of news releases, and 
promotional materials; and performs other related work as required and/or assigned. 
 
ESSENTIAL DUTIES 
Á plans and manages public and staff relations programs 
Á plans, organizes, and coordinates the flow of public information to the staff and community pertaining 

to District events and activities 
Á communicates with the Board of Education and attends Board meetings 
Á prepares and edits news releases, publications, speeches and promotional materials in compliance 

with policies, regulations and guidelines concerning public information 
Á



relationships with the public and the staff. 
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PHYSICAL DEMANDS 
The physical requirements indicated below are examples of the physical aspects that this position 
classification must perform in carrying out essential job functions. 
 
Á will frequently exert 10 to 20 pounds to lift, carry, push, pull, or otherwise move objects 
Á will sit for extended periods of time, but will involve walking or standing for extended periods 
Á must possess the ability to hear and perceive the nature of sound 
Á must possess visual acuity and depth perception 
Á must be capable of providing oral information, both in person and over the telephone 
Á must possess the manual dexterity to operate microcomputers and business-related equipment and 

to handle and work with various objects and materials 
 
Reasonable accommodation may be made to enable a person with a disability to perform the essential 
functions of the job. 
 
EXPERIENCE AND EDUCATION 
Experience: Three years of experience in conducting a comprehensive public information program, or 
writing and reporting for newspapers, magazines, radio, television or similar organizations. 
 
Education: Verification of a High School diploma, a GED certificate, or a higher degree supplemented by 
training or course work in English, journalism, or closely related subjects.  An Associate of Arts degree is 
preferred. 
 
License Requirement: Possession of a valid California Motor Vehicle Operator’s License 
 
Condition of Employment: Insurability by the District’s liability insurance carrier 
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