
PUBLIC INFORMATION DIRECTORPRIVATE 

QUALIFICATIONS:

1.
Bachelors Degree




2.
Experience in Journalism (preferred but not mandatory).





3.
Experience in working with community and/or school support organizations.

REPORTS TO:

Superintendent

JOB GOALS:


Disseminate information regarding both the philosophy of the District as established by the Board of Education and its programs; develop and coordinate the District's public information programs; prepare press and media releases; establish effective vehicles for communication internally within the District and externally with the community at large.

RESPONSIBILITIES:

 1.
Publicize the District's position, as expressed by the Board of Education on curricular, legislative and other educational matters as directed by the Superintendent of Schools.

 2.
Set annual objective for the District's public information program and plan budget for meeting objectives.

 3.
Coordinate an internal communication network and produce District newsletter for all employees.

 4.
Gather information and prepare news releases; prepare materials for broadcast.

 5.
Maintain a close working relationship with media representatives including maintaining accessibility and availability to the press as an immediate informational resource.

 6.
Work with central office and school personnel as requested to assist in developing understanding of the District's objective and programs, as adopted by the Board of Education; assist on special problems and in correcting misunderstandings.

 7.
Publicize District activities, programs, and events throughout the community.

 8.
Compile and prepare newsletters, brochures, flyers, and other publications for parents and the general community.

 9.
Attend staff and committee meetings as assigned; attend Board of Education meetings.

10.
Coordinate the School Wellness program for the District.

11.
Stay abreast of professional practices in the field through participating in the Oklahoma School Public Relations Association and the National School Public Relations Association.

12.
Perform other related duties as assigned.

TERMS OF EMPLOYMENT:
Twelve-month year.  Salary and work year to be established.

EVALUATION:
Performance of this job will be evaluated annually by the Board.

Reviewed and agreed to by:________________________________ Date:____________



