CITY OF PERRY
JOB DESCRIPTION

Title: Marketing and Engagement Coordinator
Department: Administration

Reports To: City Administrator

FLSA: Exempt

Date: September, 2022

SUMMARY

Responsible for supporting and promoting the communication goals of the City by performing a
range of activities including updating website content and social media platforms, writing/editing
and producing both written and graphical content for a variety of print and digital projects,
developing and implementing a Marketing and Engagement Plan, developing and managing
special events. Performs all other related duties as required.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following duties are normal for this position. They are not to be construed as
exclusive or all inclusive. Other duties may be required and assigned.

The essential functions or duties listed below are intended to illustrate the various types of work
that may be performed. The omission of specific statements of duties does not exclude them
from the position if the work is similar, related or a logical assignment to the position.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

e Coordinates and edits publications, writes speeches and press releases, coordinates
special events, helps to develop key communication messages and manages graphic
standards

o Works collaboratively with all Departments to achieve strategic communication
goals/support for the needs of the Organization.

¢ Maintains and updates content on City website and engagement platform(s). Ensure all
web pages follow website policies and guidelines. Write and design original content and
assist and advise departments with their web content as needed.

o Prepares emergency updates and distributes on accelerated schedules during periods of
severe weather and crisis.

e Coordinates the development of marketing material.

o Creates, implements, and monitors content on all social media platforms.

e Provide multi-media content, primarily photography and short video.

o Researches appropriate external funding opportunities thorough private grants and state
and federal resources.

e Supports grant writing activities.



Plan, implement and promote public awareness and community engagement events that
may include public feedback and visioning sessions and community events.

Respond to community inquiries received via website, email, phone calls, public
comment, engagement websites, or social media.

Respond to press inquiries as assigned by the City Administrator.

Assists with communication projects to ensure that residents and businesses are
informed about activities, functions and initiatives of the City.

When necessary, develop proactive community engagement campaigns to inform,
communicate with, involve, and collaborate with elected officials, other governmental
organization, members of the public, and businesses.

Serve as administrator for software platforms as designated by the City Administrator.
Provide technical support/ training on communication practices to key staff members.
Train other City employees how to effectively engage the public including conducting
engagement campaigns when necessary.

Recommend best practices related to City communications.

Performs similar or related work as required, directed or as situation dictates

MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL
FUNCTIONS

Bachelor’s degree (BA) in communications, journalism, marketing, graphic design, public
administration or related field.

Experience in a similar position.

Knowledge of the principles and methods of public relations as it relates to public
administration and public information.

Knowledge of current social media practices.

Experience with website content management and publication of communication
materials.

Understanding of the effective use of graphic arts in communication.

Knowledge and experience with photography, videography and Adobe Creative Suite
programs.

Ability to establish and maintain effective working relationships with other officials, civic
organizations, employees and the general public.

Valid driver’s license and good driving record.

Subject to a post-offer drug and alcohol screening and background check.

Preferred Training and Qualifications:

Master’s degree
Bi-lingual in Spanish



MINIMUM PHYSICAL AND MENTAL ABILITIES REQUIRED TO PERFORM ESSENTIAL
FUNCTIONS

Physical Requirements

Employee is regularly required to maintain a stationary position for long periods of time.
Frequently required to move in and around Town buildings, parks, beaches, and other municipal
facilities and community facilities, including those with uneven, steep, or slippery terrain.
Employee frequently moves and lifts equipment of varying weights including objects weighing
up to 30 Ibs. This employee constantly communicates with members of the public and other City
staff. Must be able to exchange accurate information in these situations. Must be able to identify
written communication and be able to accurately input data into a computer system. Frequently
required to operate office equipment, and video/ audio equipment. Frequently required to use
computers and handheld devices for long periods of time. Must be able to detect detail from
near and far distances. Must be able to assess accurate color matches for branding purposes

Knowledge, Ability and Skill

Knowledge: General knowledge of best practices for communication strategies and website
layout. General knowledge of Perry demographics, and applicable communication approaches
for these demographics. Familiarity with style and format principles of standard news writing and
press releases. Knowledge of best practices for producing communications for persons with
disabilities.

Ability: Ability to exercise tact and discretion in interactions with elected officials, department
directors and co-workers, outside contacts and the public. Ability to work through projects in a
collaborative environment and work independently in a fast pace, high volume department.
Ability to effectively work under pressure and in emergency situations. Ability to ensure
accuracy, thoroughness, and clarity in all work product. Ability to think critically and strategically,
problem solve, exercise judgment, manage multiple tasks and deadlines, and work under
deadline pressure. Ability to attend to detail is required.

Skill: Skilled at organizing, coordinating and timely project follow-through. Excellent oral
communication skills. Excellent writing and editing skills. Strong writing ability with excellent
spelling, grammar, and proofreading skills. Skill in modifying communication style based on
audience and platform. Excellent fact checking skills. Excellent customer service and
interpersonal skills. Excellent skills and acumen in graphic design and the use of related tools,
equipment and software.

Environmental Adaptability
The work is performed inside and/or outside and includes being exposed to extreme heat/cold,

noise, mechanical hazards, electrical hazards, chemical hazards, oils, confined spaces, and
darkness or poor lighting conditions.



Job Description in no way states or implies that the description includes every duty to be
performed by the employee occupying the position. Employee will be required to follow any
other job-related instructions and to perform any other job-related duties as requested by the
City Administrator.

The City reserves the right to change or reassign job duties or combine positions at any time.

| have carefully read and understand the contents of this job description. | understand the responsibilities, requirements and duties
expected of me. | understand that this is not necessarily an exhaustive list of responsibilities, skills, duties, requirements, efforts or
working conditions associated with the job. While this list is intended to be an accurate reflection of the current job, the Employer
reserves the right to revise the functions and duties of the job or to require that additional or different tasks be performed as directed
by the Employer. | understand that | may be required to work overtime, different shifts or hours outside the normally defined
workday or workweek. | also understand that this job description does not constitute a contract of employment not alter my status
as an at-will employee. | have the right to terminate my employment at anytime and for any reason, and the Employer has a similar
right.

Employee’s Signature Date Department Head Date

The City of Perry is an Equal Employment Opportunity Employer. In compliance with the American’s with Disabilities Act, the City
will provide reasonable accommodations to qualified individuals with disabilities and encourages prospective employees and
incumbents to discuss potential accommodations with the employer.



