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Date:
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JOB SUMMARY:

With authority from and accountability to the Executive Assistant to the President, is responsible for leading, directing, and managing the Public Affairs and Information Department in accordance with the mission, objectives, directives, and policies of the University.

ESSENTIAL FUNCTIONS:

1. General

a. Creates and implements comprehensive programs for the dissemination of information about and promotion of the University.

b. Organizes and conducts comprehensive public relations programs to release positive publicity about the University; develops public interest and understanding of the University's mission through the media.

c. Works well under pressure and meets all deadlines.

d. Responds to all press inquiries.  Serves as Freedom of Information Officer for the University.

e. Serves as public spokesperson for the University as delegated.

f. Provides advice and counsel to the University concerning public relations techniques, publicity programs, and public relations aspects of University activities.

g. Advises the University on potential problems and opportunities in public relations, and on the climate between the University and the public; undertakes special projects and assignments as directed.

h. Promotes communications within the University and with other national/international educational institutions.

i. Participates in community activities and civic programs as a University representative; participates in professional meetings, conferences, and University committees as required.

2. Publications/Media

a. Supervises editing and publication of the University Catalog, the Almanac, the Yearbook, and any other University publications as assigned.

b. Writes and supervises staff in writing and disseminating news releases; arranges institutional contacts between the media and University personnel.

c. Supervises and arranges taking, processing, and disseminating photographs; prepares and disseminates radio and television material; produces and disseminates display advertisements, posters, signs, displays, the University yearbook, etc.

d. Maintains and preserves all office reference files, mailing lists, and negative and photo files.

e. Evaluates and supervises all office staff, including student assistants.

f. Plans, prepares, and monitors departmental budget, expenditures, and related activities.

g. Works an extended schedule, including weekends and evenings according to demands of the role and tasks.

h. Teaches classes as scheduled; performs related duties as assigned.

ADDITIONAL RESPONSIBILITIES:

Performs other duties as assigned.

JOB QUALIFICATIONS:

1. Bachelor's degree in Journalism; master's degree preferred.

2. Three (3) to five (5) years of professional experience in public relations desired.

3. Broadcast journalism, journalism, advertising, or closely related field will also be considered.

4. Photojournalism and graphic arts experience preferred.

