
 
 

PUBLIC INFORMATION OFFICER 
 

Bargaining Unit:  Independent/Non-Contract 
FLSA:  Exempt 

 
32-Hours per Week 

 

SALARY RANGE 
$53.84 - $69.99 Hourly 

$3,445.76 - $4,479.36 Biweekly 
$7,465.81 - $9,705.28 Monthly 

$89,589.76 - $116,463.36 Annually 
 

DEFINITION  

Under general direction, serves as the District’s Public Information Officer; areas of responsibility 
include designing, developing, and implementing the District’s public affairs, community 
outreach, educational initiatives, and media programs; conceptualizes and composes a diverse 
range of communication materials using multiple communication platforms; coordinates 
assigned activities with other departments and outside agencies and organizations; and performs 
related work as required.   

SUPERVISION RECEIVED AND EXERCISED 
Receives general direction from the General Manager.  Exercises no direct supervision of staff.  

CLASS CHARACTERISTICS 

This classification develops, coordinates, and implements District-wide public information, media 
relations, community outreach, and community education programs.  Incumbents regularly 
perform tasks of work complexity which requires considerable discretion and independent 
judgement.   Incumbents in the classification rely on experience and judgment to plan and 
execute programs.  Assignments are given with general guidelines and incumbents are 
responsible for establishing objectives, timelines, and methods to deliver program services.  
Work is typically reviewed upon completion for soundness, appropriateness, and conformity to 
policy and requirements. 
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EXAMPLE OF TYPICAL JOB FUNCTIONS (Illustrative only) 
Management reserves the right to add, modify, change, or rescind the work assignments of 
different positions and to make reasonable accommodations so that qualified employees can 
perform the essential functions of the job.   
 
 Develops, coordinates, and implements comprehensive community outreach programs, 

public affairs, educational initiatives, and media activities for the District. 
 Conceptualizes, researches, and composes a variety of material including news releases, 

pamphlets, brochures, newsletters, fact sheets, correspondence, and articles targeted to 
District customers, and various community groups, including those related to unusual 
situations and/or emergency communications.  

 Creates, implements, and coordinates community outreach initiatives; serves as primary 
resource/District ambassador to community organizations, homeowner associations, and 
various other stakeholders; coordinates participation by District staff and management in 
ongoing community liaison initiatives.   

 Coordinates student and adult educational initiatives with local school districts, private 
schools, home-school students, teachers, and other existing and potential educational 
partners; collaborates on, and implements educational curricula and school programs in 
conjunction with, the Metropolitan Water District and other curriculum providers.   

 Develops, writes, edits, and distributes a variety of reports and informational materials, 
including feature articles, special stories, informational and educational releases, and internal 
and external newsletters and annual reports.     

 Supports other departments and District staff in developing materials for outreach programs, 
projects, presentations, correspondence, and events including preparing materials for high-
quality communication.   

 Composes talks, video and audio scripts, talking points, speeches and other presentations 
tailoring content and method of presentation for intent and audience; provides oral 
presentations to schools, community groups, businesses, universities, water agencies, 
homeowner associations, staff, and professional organizations as requested.   

 Responds to media inquires and provides information on subjects relative to District 
operations and activities; prepares press releases, letters to the editor, and op-ed articles as 
requested; arranges press briefings, public hearings, and other events; develops and 
implements programs to raise awareness of District activities including conservation 
initiatives, rebates, irrigation workshops, library programs, facility tours and related 
programs.   

 Assists in the creation, coordination, and staffing of informational exhibits and event booths; 
develops, organizes, promotes, and conducts tours of District facilities.   

 Produces, edits, and facilitates video and still photography of District functions and initiatives 
for social media and website; manages all social media platforms producing content, images, 
videos, and graphics to increase visibility and reputation of the District.    

 Prepares and presents various written, oral, and visual reports to the Board of Directors, 
stakeholder committees, community groups, and outside agencies; represents the District in 
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meetings with other governmental agencies, civic groups, legislators, contractors, vendors, 
and the public.   

 Coordinates development and maintenance of website and email servers; works with 
consultants to ensure the email system and District website are updated and operating 
efficiently. 

 Observes and complies with all District and mandated safety rules, regulations, and protocols. 
 Performs other duties as assigned. 

 

QUALIFICATIONS 

Knowledge of: 

 Principles, practices, and techniques used in the conduct of public affairs, community 
outreach, and communication programs, projects, and activities.   

 Innovative and effective communication strategies including the use of multiple platforms to 
reach a broad audience. 

 District public relations goals, and objectives. 
 District public policy issues.   
 Methods and techniques of facilitating meetings and conducting presentations. 
 Effective writing skills for the development of public relations materials, press releases, 

speeches, and marketing collateral. 
 Photographic and video techniques and equipment. 
 Community socio-economic and cultural demographics. 
 Multiple techniques for supporting educational initiatives targeted to a diverse range of 

community members. 
 Record-keeping principles and procedures.  
 Principles and techniques for working with groups and fostering effective team interaction to 

ensure teamwork is conducted smoothly.  
 District and mandated safety rules, regulations, and protocols. 
 Techniques for providing a high level of customer service by effectively dealing with the 

public, vendors, contractors, and District staff. 
 The structure and content of the English language, including the meaning and spelling of 

words, rules of composition, and grammar. 
 Modern equipment and communication tools used for business functions and program, 

project, and task coordination, including computers and software programs relevant to work 
performed. 

Ability to: 

 Prepare clear and concise reports, correspondence, presentations, media releases, 
newsletters, and other written materials for a diverse audience. 

 Develop, plan, coordinate, and implement a variety of public affairs, community outreach, 
and educational programs and activities suited to the needs of the community and aligned 
with District goals. 
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 Ensure consistent messaging in all communications. 
 Prepare and deliver presentations to community organizations and the general public.  
 Strategically develop and write articles, speeches, media publications, and related materials 

to advance the District’s messaging goals and objectives.   
 Conduct research projects, evaluate alternatives, make sound recommendations, and 

prepare effective reports. 
 Plan and direct a broad range of programs and services directed to building and maintaining 

the District’s image with the community and key stakeholders.   
 Understand, interpret, and apply all pertinent laws, codes, regulations, policies and 

procedures, and standards relevant to work performed. 
 Effectively represent the District in meetings with governmental agencies, community 

groups, and various businesses, professional, and educational organizations, and in meetings 
with individuals. 

 Establish and maintain a variety of filing, record-keeping, and tracking systems. 
 Independently organize work, set priorities, meet critical deadlines, and follow-up on 

assignments. 
 Use tact, initiative, prudence, and independent judgment within general policy, procedural, 

and legal guidelines.  
 Effectively use computer systems, software applications relevant to work performed, and 

modern business equipment to perform a variety of work tasks. 
 Communicate clearly and concisely, both orally and in writing, using appropriate English 

grammar and syntax. 
 Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work. 

 
Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, 
and abilities is qualifying.  A typical way to obtain the required qualifications would be: 

Equivalent to a bachelor’s degree from an accredited four-year college or university with major 
coursework in business or public administration, communications, public relations, or a related 
field and five (5) years of progressively responsible experience planning, designing, and 
implementing public relations and communications programs. 

Licenses and Certifications: 

 Possession of a valid California Driver’s License to be maintained throughout employment.    
 

PHYSICAL DEMANDS 

Must possess mobility to work in a standard office setting and use standard office equipment, 
including a computer; vision to read printed materials and a computer screen, and to operate a 
motor vehicle and visit various District sites; and hearing and speech to communicate in person 
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and over the telephone.  This is primarily a sedentary office classification although standing in 
work areas and walking between work areas may be required.  Finger dexterity is needed to 
access, enter, and retrieve data using a computer keyboard or calculator and to operate standard 
office equipment.  Positions in this classification occasionally bend, stoop, kneel, reach, push, and 
pull drawers open and closed to retrieve and file information.  Employees must possess the ability 
to lift, carry, push, and pull materials and objects up to 10 pounds. 

ENVIRONMENTAL CONDITIONS 

Employees work in an office environment with moderate noise levels, controlled temperature 
conditions, and no direct exposure to hazardous physical substances.  Employees may interact 
with upset staff and/or public and private representatives in interpreting and enforcing 
departmental policies and procedures. 


