Working Title: 
Public Information Specialist 
Job Classification: 
Professional

FLSA Exemption:
Professional

Department:

Advancement
Purpose:

Employees at this level gather information, write appropriate articles, and collect images about or affecting college activities, programs, or events for media outlets and/or the college community.  This employee will develop, produce, and edit content to be used for promotion of the college and its activities.

Nature of Work: 

Serves as the official College contact for providing news releases, determining which form(s) of media should be utilized for appropriate distribution of information; maintains contact with all areas of the College to encourage media coverage for student and special programs, activities, and employees. 

Serves as a clearing point for all public service announcements and press release for public distribution to assure their compliance with local, state, and federal guidelines related to equal access/equal opportunity and their conformity to College guidelines regarding image. 

Duties and Responsibilities:
Writes and edits appropriate articles, news releases, or features (with appropriate photographs, if applicable) for distribution to various media outlets

· Newspapers and Magazines (Local, Regional, and National)

· Radio/Television Stations (Local, Regional, and National)

· Wire Services

· SGC Website

· Trade Publications

Acts as a liaison between campus news sources and news media

· Responding to news and public inquiries

· Arranging press conferences, meetings, or special interviews

Serves as primary media and press contact for all Athletics programs 

Maintains a College news and photo file. 

Serves as Advisor for student newspaper, The South Georgian; Oversees all areas of production for the paper
Supervises student assistant workers as needed.  
Serves as back-up to Publications & Graphics Specialist to assist in production and approval of content for college related materials to include: Brochures, Newsletters, Posters, Postcards, Flyers and Programs.
Assists Director with coordinating fundraising campaigns and social events for the college and the Foundation as well as other special projects as assigned. 
Required/Desired Education and Experience:

· Baccalaureate degree in journalism, communications, broadcasting, public relations, or related fields required; Master’s preferred.
· Ability to establish and maintain effective working relationships with college officials, representatives of the media, students, the general public, and to effectively and discreetly convey information.

· Two years of experience in public relations or newspaper reporting, writing and editing, and/or broadcasting with an emphasis on production required.
Required/Desired Knowledge, Abilities and Skills:
Extensive knowledge of principles and practices of journalism and public relations, including strong oral

and written communication skills. 

Possess creativity, initiative and good judgment with an ability to communicate thoughts clearly and simply. 

Strong knowledge of modern office procedures and equipment, such as personal computer, utilizing such programs as Desk Top Publishing, PageMaker, MS Office, and Pitney Bowes, electronic mail, photocopier, and also how to use digital and film cameras.                                                          

Ability to use professionalism in all communication with the public, media, and faculty.

Strong organizational skills with attention to detail.  

Ability to manage multiple projects and deadlines and work productively in quick timeframe.
Possess strong customer service oriented skills necessary to provide customer service to internal and external customers.

The candidate must have a valid driver’s license, personal transportation and be willing to travel and work nights and weekends, as required. 

Must be able to lift a minimum of 25 lbs. 

Supervision:

The Public Information Specialist will work under direction and supervision of the Director of Community and Foundation Relations.

