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Summary of Duties A Public Infornation Director plans, devel ops, and adm nisters
a conprehensive public relations, advertising, and information program for a Gty
departnent or a najor city-w de program advises nanagenment of the potential public
rel ati ons effect of proposed actions; applies sound supervisory principles and
techni ques in building and mai ntaining an effective work force; fulfills affirnmative
action responsibilities; and does rel ated work.

Di stinguishing Features A Public Information Director uses a conprehensive

know edge of the plans and goals of a Gty department or magjor Gty programto
direct a staff in the educational and pronotional public relations work for a
Department which has significant public relations inpact or a major Gty-w de

proj ect or programwhich has extensive public relations requirenents. A Public
Information Director has considerable initiative in devel oping public relations
canpai gns and prograns and sol ving problens. An enployee in this class works freely
within the limts of established departnmental policy and general directives fromtop
managenent. A Public Information Director exercises independent judgenent in
advi si ng managenent on public and comunity relations matters. A Public Information
Director, as a bona fide supervisor, perforns the full range of supervisory
activities. These include applying discipline, processing and resol ving grievances,
and eval uating enpl oyee performance. This class differs fromthat of a Principa
Public Relations Representative in that the latter supervises a small group of

prof essi onal and cl erical enpl oyees engaged in planning and adm nistering a limted
departnental public relations programor a portion of a |arger program

Exanpl es of Duties A Public Information Director:

* Advi ses managenent on the potential public relations effect of proposed
policies and actions.

* Hel ps management to formulate and nodify the departnent’'s public relations
pol i cy.

* Oversees and coordinates the departnent s relations with the communi cati ons
nmedi a.

* Supervi ses and participates in gathering, preparing, and di sseni nating
i nformati on about department policies, services, and activities.

* Wites or edits pronotional or educational naterial for release to the
communi cati ons nedi a.

* Manages the production of public relations material such as exhibits, videos,
and slide presentations.

* Participates in public relations activities, such as publicity and fund-

rai sing functions.

* Sel ects, orients, assigns, trains, counsels, and disciplines enpl oyees using
job-related criteria.
* d ves enpl oyees equal enpl oynent/affirmative action information

Hel ps enpl oyees prepare for pronotion as described in the Gty's Affirmative
Action Program
* Devel ops and pronotes interest in citizen support groups.



* Wites speeches and speaks before civic and ot her organizations about
departnent activities.

* Provides functional direction for public relations projects and activities
performed on contract by private conpanies.

* Prepares the departnent's annual, progress, and special reports for
nmanagenent .

* Prepares an annual budget request for publicity and public relations

activities and cost estimates for proposed special activities.

Sorreti nes does other work for training purposes or to nmeet technol ogi cal changes or
emer genci es.

Qualifications Incunbents nust have the foll owi ng know edges and abilities:

A Good Know edge of:

* The principles, practices, techniques, and methods of gathering, preparing,
and di ssemnating public information in a | arge organi zation
* Promotional public relations activities.

The inplications resulting frompublic relations activities on a *Gty
departnent's effectiveness.

* Supervi sory principles and practices including: planning, delegating, and
controlling the work of enpl oyees.

* Techni ques for counseling, disciplining, training, instructing, and notivating
enpl oyees.

* Techni ques for eval uati ng enpl oyee work perfornance.

* Procedures for handling grievances.

* Supervisory responsibility for EEQ AA as set forth in the Gty's Affirnative
Action Program

* Ef fective safety principles and practices.

A Wor ki ng Knowl edge of:
* Menor anda of understanding as they apply to enpl oyees
A General Know edge of:

* Public adm nistration principles.
* Gty personnel rules and policies.

The Ability to:

Prepare effective news rel eases, articles, publications, and speeches.

Transl ate i deas and suggestions into an effective public relations program

Ef fectively advi se nanagenent in response to public and community concerns.
Exerci se i ndependent judgment in a variety of crisis and routine situations.
Establish and maintain a work environment to enhance bot h enpl oyee noral e and
productivity.

Speak effectively before | arge groups.

Mai ntai n records, prepare reports, budget requests and estimates, and handl e
adm ni strative details and probl ens.
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M ni rum Requi r enent s




One year of full-time paid experience with the Gty of Los Angeles as a Principa
Public Relations Representative or in a class at least at that |evel preparing and
di ssem nating i nformati on usi ng mass communi cati on nedi a.

OoR

Two years of full-tinme paid professional experience in charge of an organization's
public relations function. This experience must be in the foll owi ng areas:

* Pronoti ng, devel opi ng and coordi nati ng a conprehensi ve public information
pr ogr am
Devel opi ng and mai ntai ning contacts with the communi cations nedi a.
Anal yzi ng, planning, preparing, and di ssem nating infornmation concerning
agency policies, services, and activities for rel ease to the communi cati ons
nmedi a.

* Advi si ng managenent or clients regarding public information techniques.

Appointrment to a position in this class is subject to a one-year probationary period
as provided in Section 109 of the Gty Charter.

Licenses Avalid California driver's license is required.
Physi cal Requirenments A person in this class nust be able to lift at [east 5 pounds

and sonetimes over 15 pounds. He/she nust have good speaking and hearing ability
and good eyesi ght.

Those with medical limtations may be able to performthe duties of sonme positions
inthis class with reasonabl e acconmodati on. The deci sion to acconmodate someone's
[imtations will be nade on an individual basis and depends on the types of
limtations, what the hiring department can reasonably do to accommbdate them and
the specific qualifications for the job.

As provided in Civil Service Rule 2.5 and Section 4.55 of the Administrative
Code, this specification is descriptive, explanatory, and not restrictive. It
is not intended to declare what the duties and responsibilities of any
position shall be.



