
Public Information Coordinator 
 Communications strategy 

 Create and maintain policies and administrative code 
 Coordinate with departments for consistent messages via all communication tools 
 Keep departments informed and engaged of communication protocols and methods 
 Achieve commission goals 

 Brand management 
 Maintain consistency of the brand throughout the organization 
 Develop, implement and update brand components 

 EOC – provide support in Public Information roles 
 Story generation 

 Identify and coordinate development of story ideas 
 Ensure that the media is presenting information to the public in a manner that informs and educates 

the public on the organization 
 News releases – author and edit releases 
 Outreach/citizen engagement 

 Effectively develop tools to reach a diverse audience and ensure public involvement 
 Oversee implementation of innovative, creative and measurable public involvement strategies  
 Facilitate surveys of internal and external audiences 

 Event Planning – provide event services as needed to all departments 
 
Public Information Content Editor 
 Web content & training 

 Develop and implement web content in support of goals and objectives 
 Coordinate training and updates information to department site administrators 
 Assist department site administrators with content changes and serves as support 

 News releases – edit and post releases 
 Graphic design 

 Create online and print materials as needed 
 EOC– provide support in Public Information roles 
 Social media 

 Assist with social media support to departments  
 Customer service – phone/contact us 

 Provide answers to inquiries 
 
Media Relations (proposed position) 
 Media relations 

 Develop and maintain a strong and productive relationship with the media 
 Act as the County’s liaison and assist department staff with media contact 
 Develop and provide media/press packets 
 Provide on-camera presence 

 Outreach/citizen engagement 
 Implement an effective communication plan to ensure public involvement 

 EOC– provide support in Public Information roles 
 Story generation 

 Assist with development of story ideas 
 Coordinate with the media for dissemination of stories to the public 

 Manage clippings and monitor the media 
 Social Media 

 Develop and implement messages 


