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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

PUBLIC RELATIONS OFFICER

DEFINITION:  

Under the direction of the college president, serves as college liaison with the District Director of Marketing and Public Relations, the Public Relations Officer serves as the college’s media representative, publications producer, and coordinator of special events. 

EXAMPLES OF DUTIES:

Duties may include, but are not limited to the following:

1. Coordinates all marketing and public relations activities at the college including press releases and photo opportunities for college events.

2. Plans, develops, and coordinates the college outreach efforts to schools, business, and other markets, and manage the college outreach center(s).  Maintains coordination with District Director of Marketing and Public Relations for District marketing efforts.

3. Provides counsel to the college regarding public relations concerns and problems.

4. In coordination with the District Director, supervises production of all campus publications of a marketing and public relations nature.  Assists with obtaining material for catalogs, class schedules, and annual reports.

5. With the District’s Marketing Director, coordinates mass media advertising campaigns.

6. Coordinates the local college’s community promotional, outreach, and recruiting activities.

7. Employs, supervises, and evaluates college public relations staff.

8. Advises and assists the college foundation in its publicity and fund-raising activities.

9. Maintains a resource file on college information and resource publications.

10. Coordinates information to be included on college website. 

11. Performs other duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

Bachelor’s degree from an accredited institution in a related field and two years of experience in public relations or marketing.

Knowledge 

Knowledge of public relations and marketing principles and practices; public information channels; techniques of news writing, editing, and producing information; supervisory skills; rules and regulations regarding community college foundations; English usage, grammar, composition, vocabulary, spelling, and punctuation; and computer usage.

Ability

Ability to plan, organize, supervise, and meet time lines; edit and prepare articles for publication; communicate effectively both orally and in writing; establish and maintain cooperative and effective working relationships; meet the public with courtesy and tact; and interact with staff and students in planning and conducting public relations activities.
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