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Public Engagement Coordinator Position 

POSITION TITLE: Public Engagement Coordinator 
DEPARTMENT:
Administration

SUPERVISOR:
Executive Director
FSLA STATUS:
Exempt

NON-CIVIL SERVICE POSITION

PAY RANGE:
$18-$26/hour

ABOUT PORTAGE PARK DISTRICT: The Portage Park District operates over 2,400 acres of parkland and 17miles of hike and bike trails across Portage County. The mission of the Portage Park District is to conserve Portage County’s natural heritage and provide opportunities for its appreciation and enjoyment. 
POSITION SUMMARY: Under the direction of the Executive Director, employee shall coordinate, implement and evaluate diverse public engagement strategies, including volunteer management, media relations, website and social media, literature development, community events, special projects and other duties as assigned.
POSITION REQUIREMENTS:  this position minimally requires the following:
CERTIFICATES OR LICENSES: 
· Possession of a valid Ohio driver license, insurable by the Park District’s insurance carrier and ability to conform to the driving standards policy as approved by the Board of Park Commissioners. Insurable/Bondable
EDUCATION AND /OR EXPERIENCE
Two or four-year college degree and experience working in the fields of public relations, marketing, communications, management, or related fields is preferred. Experience working for a public agency is preferred.

ESSENTIAL JOB DUTIES:
Major activities, which must be performed to carry out the purpose of the position as described above:

1. Coordinate the park district’s marketing efforts, including but not limited to websites, blogs, traditional and social media, newsletters, brochures, park information kiosks, videos and advertisements. Manage structure and functionality of digital efforts, planning and creating online content for regular/ seasonal campaigns, measuring impact and implementing new ideas. Coordinates necessary contract services for websites, print literature, signage and other media.
2. Oversee Volunteer Program led by part-time Public Outreach Specialist. May oversee other casual and seasonal employees or interns.
3. Write, edit and proofread copy for web, social media, news releases, newsletters, publications, advertisements and more. Ability to maintain the park district’s “voice” and collaborate with internal departments and external partners.
4. Represent the park district in appropriate partnership projects, professional and community settings and in crisis situations as necessary. Employee is required to assist with web/social media monitoring after hours, seasonally and in crisis situations. May serve as a spokesperson with the ability to manage requests from the media and the public with diplomacy. Must be comfortable speaking in public in front of small and large groups.
5. Coordinate special events, including planning, promotion, staffing, setup and evaluation. Coordinate activities with those of the Portage Park District Foundation as necessary.
6. Assist with strategic initiatives (e.g., health community partnerships, other park collaborations, public polling, visitor surveys, in-park displays, information kiosks, signs) and other duties as assigned.
7. Flexible work hours, including evenings, weekends and holidays, as required
ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES
1. Interest in and support of the Portage Park District mission, and willingness to convey support for that mission to the public.
2. Intermediate to advanced proficiency with computer software including Microsoft Office, (Word, Excel, Outlook, Access, Publisher), Adobe Creative Suite or similar applications, Constant Contact email and event marketing.
3. Demonstrated understanding of marketing, communications, public relations, branding and general business principles typically acquired through formal training at the bachelor’s degree level.
4. Moderate level of experience managing/developing digital content, including but not limited to websites, apps, blogs, social media profiles, e-newsletters, videos and advertisements. Basic knowledge of HTML and graphic design and layout principles. Ability to use common office equipment including telephones, computers, fax machines, copiers and digital cameras.
5. Ability to organize and coordinate workflow and resolve questions and problems, and work independently, think creatively, handle multiple tasks simultaneously with a flexible work schedule at a fast pace. Ability to work in a team setting to accomplish park related goals. Ability to understand and follow detailed instructions.  Excellent organizational skills and accuracy in working with details.
6. In-depth written and oral communication skills and knowledge of public relations practices. Experience writing for web, print and other applications. Strong interpersonal skills with the ability to relate to and work with all types of people with tact/diplomacy in one-on-one or group settings. 
Demonstrated emotional intelligence to include: self-awareness and accurate self- assessment, sensitivity and empathy, openness, reliability, and consistency. Proven track record of establishing and maintaining critical relationships internally and externally. Demonstrated trust, integrity, and credibility.
7. Ability to establish and maintain effective professional working relationships with Park District staff, Board and volunteers, and with partner organizations and agencies.  Ability to interact and communicate effectively and courteously with a variety of people both in person and over the phone, occasionally under difficult circumstances. Ability to exemplify the highest ethical standards of professional and personal conduct. 
8. Other: A pre-employment Background Check and Drug Test are required.  A valid Ohio driver’s license is required.
PHYSICAL DEMANDS AND WORK ENVIRONMENT 

Work may entail assisting with special events or other programs or meetings at outside locations within and outside of the county. Employee may be required to travel to parks throughout the District, public forums and other offices and business.

Employee works inside and outside with potential exposure to adverse environmental conditions including extreme outdoor weather conditions including temperature, and precipitation. The employee must regularly lift and/or move up to 25 pounds and may occasionally lift and/or move up to 50 pounds. Employee performs the following physical activities: standing, walking (often on uneven terrain), sitting, stooping, kneeling, balancing, crouching, pulling, lifting, reaching, using keypad, grasping, talking, hearing, driving and repetitive motions. The employee frequently is required to use hands to finger, handle or feel and is required to reach with hands and arms.
The employee may be exposed to various communicable diseases, insects, animals and poisonous plants. The employee may be exposed to outside pollutants in the air, water or land. 

The above Description represents the essential and most significant duties of this position.  It is not intended to exclude other work duties, assignments and responsibilities not mentioned herein.
*************************************************************************************
ACKNOWLEDGMENT

I acknowledge that I have been given a copy of the position description and that it is representative of the major duties and responsibilities of this position.

_______________________________________
 
___________________________________

Employee





  Date

_______________________________________
 
____________________________________

Employee’s Supervisor
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