
Job Description

Job Title: 		Communications Specialist, Recreation
Reports To:  		Communications & Branding Manager
FLSA Status:  	Non-Exempt
Department:  	Administration
Location:  		City of Pelham

Summary:  This position is responsible for informing and engaging those who work, live, and play in the City of Pelham and generating positive publicity for the organization through ongoing communications across various platforms.  

Representative Duties and Responsibilities:  The list is not intended to be all-inclusive nor exclusive but is intended to provide examples of typical duties performed.  

Develops internal and external communications promoting community awareness and public support for all things related to recreation for the City of Pelham and its brand. 

Collaborates with various recreation departments in maintaining social media accounts and websites, monitoring trends to enhance the City’s digital presence.

Assists with implementation of strategic plans of the Communications Department that help promote and support the City’s image.  

Creates and maintains relationships with the public to ensure that news pertaining to the City of Pelham is being shared with the Pelham community.

Works closely with the Communications and Branding Manager and department heads in Parks & Recreation, the Pelham Racquet Club, Ballantrae Golf Club, and the Pelham Civic Complex & Ice Arena to identify marketing opportunities and acts as an advisor to program planners to implement initiatives.

Assists in promoting and hosting press events, community outreach activities, public relations activities, ribbon cuttings, etc. for the City of Pelham.

Assists with coordination of television/radio appearances and interviews as needed for community outreach initiatives.

Creates and edits compelling content including articles, photos, videos, infographics, and other multimedia elements that market Parks & Recreation, the Pelham Racquet Club, Ballantrae Golf Club, and the Pelham Civic Complex & Ice Arena in all communications. 

Must maintain a professional appearance.

Establishes and maintains effective work relationships with others.

Competency:
To perform the job successfully, an individual should demonstrate the following competencies:
Problem Solving - Identifies and resolves problems in a timely manner; 
Customer Service - Manages difficult or emotional customer situations; Responds promptly to customer needs; 
Team Work - Exhibits objectivity and openness to others' views; Contributes to building a positive team spirit; 
Leadership - Inspires respect and trust; 
Ethics - Works with integrity and ethically; Upholds organizational values; 
Organizational Support - Follows policies and procedures; 
Accountability - Takes responsibility for own actions; 
Professionalism - Treats others with respect and consideration regardless of their status or position; 
Quality - Looks for ways to improve and promote quality.              

Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience:
Bachelor’s degree in Public Relations, Communications, Journalism, or a closely related field required.  Minimum of three (3) years’ experience in Journalism, Marketing, Public Relations, or a closely related field or an equivalent combination of education and experience required.
Experience in video production and editing as well as website content management systems preferred.  

Certificates, Licenses and Special Requirements: 
Must possess and maintain a valid driver’s license as issued by the Alabama Department of Public Safety.

Language Ability:
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.  Speak English clearly, distinctly, and concisely at a satisfactory volume level to communicate with the public to resolve customer complaints and answer customers’ questions.  Hearing, (including background noise rejection) must be sufficient to allow for the routine use of multiple line telephone systems.  Communicate verbally and effectively by listening to people and by giving information and direction.
Reasoning Ability: 
Ability to solve practical problems and deal with variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  Analyzing information and evaluating results to choose the best solution and solve problems.

Computer Skills: 
To perform this job successfully, an individual should have Certification and/or demonstrated proficiency, skill, knowledge, and ability utilizing computers.  Should be well versed in word processing and database software.

Supervisory Responsibilities: 
This job has no supervisory responsibilities.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The work in this position is primarily conducted indoors in an office setting but requires occasional work outdoors.  The noise level in the work environment is usually moderate.  

Normal work schedule is Monday through Friday (business hours), but must be able to work a flexible schedule including days, evenings, weekends and holidays and must be available to the media after regular business hours.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The employee is regularly required to talk and listen/hear.  The employee is occasionally required to stand; walk; sit; and stoop, kneel, crouch or crawl.  The employee must regularly lift and/or move up to ten (10) pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  Eyesight, (i.e., vision) must be sufficient to allow for routine use of computer monitor screens and standard size computer printouts.  Hand dexterity must be sufficient to effectively and expeditiously utilize standard computer keyboard for data entry.
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