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PUBLIC INFORMATION OFFICER III

DESCRIPTION:  Under administrative direction, develops, implements, and coordinates public information functions and activities for a multi-program or promotionally oriented state agency to inform the public, government and program officials, and state employees of state, issues, and resources and of the objectives, policies, and programs of the agency; performs or supervises staff performing public information activities involving a range of print or broadcast media; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Develops and implements the informational and educational programs of the agency to ensure that the public is kept informed of agency programs and activities through newspaper releases, radio tapes, video tapes, film strips, correspondence, and direct contact.

Assigns, coordinates, and reviews activities of artists and photographers on special projects and the public-information-related work of technical production and office support staff members to arrange for story subjects, facilitate the completion of project assignments and ensure the accuracy and completeness of writing, typing, photography, layout, printing, and/or typesetting.

Writes, designs, composes, edits, researches, compiles, and/or selects copy and layout for informational/administrative pamphlets or other publications, audio-visual materials; media releases, displays, exhibits, and/or speeches, to organize data so that it will reach and be understood by the target audience.

Advises agency management and divisions to provide editorial expertise and technical assistance, discuss potential and actual reaction to and impact of agency information releases, and suggest alternative approaches for disseminating information.

Schedules tours, open houses, and use of audio-visual equipment to facilitate public use and contact and maintain the condition of sites and equipment.

Confers with news media representatives to discuss agency public information needs, develop and maintain contacts, and facilitate the dissemination of agency and program information through the mass media.

Plans, organizes, coordinates, and controls work unit operations and programs to establish operational priorities, coordinate these operations with their functions within the agency, and ensure program objectives and standards are established and attained and are congruent with overall goals.

Develops and directs the implementation of operational plans pertinent to the operations/programs managed to ensure the establishment of appropriate goals and the development of action steps to achieve those goals.

Develops performance evaluation standards and procedures to provide information to the subordinate staff on the expectations of individual work performance and ensure complete and objective appraisal of a subordinate's performance.

PUBLIC INFORMATION OFFICER III (continued)

Determines and requests/submits staff, material, and equipment needs for the operations/programs managed to contribute to the formulation and justification of budgetary requests for the agency as a whole.

Develops and recommends new and revised statutes, rules, policies, and procedures to respond to changes in operational/program needs, objectives, and priorities and to improve the effectiveness of the operations/programs managed.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  agency operations, rules, policies, and objectives; agency program legislation and goals; statewide and local media sources and operations, including appropriate contact persons, possible costs, and publication/broadcast deadlines; reference sources including agency reference material and external information sources; the inter-relationships of agency public information functions/activities and state/local program activities; methods of securing adequate publicity for news items; the principles and practices of supervision.

Ability to:  assess the impact and effectiveness of specific public information materials or activities in meeting the interests of the public or media and the needs of the agency; develop and apply agency policies and procedures for the public information function; plan and organize the operations of a public information function; develop work priorities for effective use of available resources and staff; delegate, direct, and review the work of agency employees and others in preparation of public information materials.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the principles and practices of visual reproduction such as photography, graphics, or printing; the English language including spelling, punctuation, sentence structure, word usage, and grammar; the techniques, formats, and styles of informational material preparation; the methods and practices of public information dissemination.

Ability to:  communicate orally and in writing in individual or group settings with news media representatives, government or program officials, agency staff, and the public at levels understandable to each audience; apply the principles and practices of public relations/journalism to the operation of a public information function; operate audio and/or visual equipment such as tape recorders, cameras, and slide/movie projectors; write/edit copy to fit assigned space in a layout; evaluate the public information potential of written, illustrative, and related material for a specific project assignment; develop the information dissemination approach most likely to reach the target audience; assign and review the work of others; write and design informational pamphlets, reports, and posters.

PUBLIC INFORMATION OFFICER III (continued)

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Experience in developing, planning, and managing; public relations/publicity campaigns, mass media communication activities, public information programs, or post secondary education, training courses, seminars, or workshops in the various areas of journalism.

OR

Post high school coursework/training in:  journalism, public relations, mass media communications, advertising, creative/interpretive writing, publication management, or speech communication AND experience in writing, editing, or producing narrative, audio, visual material for public information publication, presentation, or dissemination.

