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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Assists to develop communications materials and programs, generates story ideas, interviews subjects for feature stories, writes copy and press releases, edits and proofreads material for various publications and web sites. Conducts research and analyzes materials, maintains mailing lists, and assists to manage project/campaign plans. 

Job Responsibilities & Performance Standards:

1) Performs various operational tasks to support the daily functions of the Communications Department;

2) Develops stories and contributes content input for TCSG publications

3) Writes, edits, proofreads copy as needed;

4) Conducts research and analyzes materials found in libraries and online, in order to provide supporting documents for developing content for TCSG publications;

5) Provides ideas and input for creatively exploring content development for TCSG publications;

6) Assists in managing production and distribution of printed materials generated by Communications Department;

7) Interviews subjects for feature stories;

8) Develops and maintains an awareness of the field of workforce development and technical education in order to analyze issue and suggests projects and activities that will enhance and further the goals of TCSG;

9) Assists in responding to requests for public information in a courteous and professional manner;

10) Responds to phone calls and other inquiries for departmental information or assistance, determining which should be given priority attention by the Director;

11) Conducts research and analyzes materials that may be needed to generate reports, tracks activities and responds to internal and external requests for information.

Sample Technical Competencies:

1.
Knowledge of Microsoft Office programs such as Word, Excel, Powerpoint

2.
Knowledge of public relations theories and practices

3.
Knowledge of English grammar use, research techniques, and composition

4.
Writing, editing and communication skills

5.
Ability to organize and present a variety of informational and promotional materials

6.
Ability to serve as a contact for both the pubic and media

Entry Qualifications:
Bachelor's Degree in English, Journalism, Communications or related field *and* three years experience in print publishing.

Preferred Qualifications:
No preferred qualifications information is available. 


Career Development Levels:
No Levels & performance standards information is available.

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 
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