
TITLE:  PUBLIC INFORMATION OFFICER
QUALIFICATIONS
1. Degree in communication, journalism, or related field

2. Minimum experience as determined by the Board
3. Knowledge of communication programs for an educational organization
4. Able to work effectively with outside agencies and community groups
5. Strong public relations, interpersonal, and communication skills

6. Able to work under pressure and deadlines
PRIMARY RESPONSIBILITY TO
Superintendent
JOB SUMMARY

To develop and maintain a climate of open communications between the district and the community‑at‑large.  To promote strategies to provide information about the schools and evaluate public opinion regarding them.
MAJOR DUTIES AND RESPONSIBILITIES
Publications and Contact with the Public

1. Serve as the information liaison between the school system and the news media and community organizations 
2. Respond to requests for public information about the district's policies and programs 
3. Supervise and coordinate the preparation and distribution of all school district publications and news releases 
4. Maintain a current mailing list of residents and community groups with interests in educational affairs 
5. Work with building principals and technology services to coordinate the creation of a “Reverse 9-1-1” system to contact the public, to aid in communicating urgent messages 
6. Plan and supervise the periodic polling of public opinion regarding the district’s schools and current issues in education 
7. Arrange for press conferences as required and prepare press kits for distribution to reporters covering Board meetings 
8. Develop and maintain a speakers' bureau and a listing of volunteer resource specialists to serve community organizations 
9. Speak at public meetings on matters related to the district's programs and policies as requested by the superintendent 
10. Meet regularly with parent/teacher group representatives, community leaders, and business groups to encourage community involvement in the schools 
11. Serve as an advisor for the development of school budget and referenda presentations
12. Prepare budget and referenda publications 
Other

1. Be responsible for the development and implementation of a plan for internal and external communication to keep all stakeholders informed of district policies, programs, and special events  
2. Set objectives for the district's public information program and periodically update those objectives  
3. Plan an annual communications budget in consultation with school administrators 
4. Assist the superintendent in interpreting public opinion about education issues and the school system and in developing policies that promote good public relations 
5. Inform the building principals about cost-effective ways to communicate with the public 
6. Stay current with communications policies and procedures at other schools and districts, in order to be familiar with new technologies and with alternative ways of effectively communicating with students, parents and the public 
7. Assume responsibility for his or her continuing professional growth and development by attendance at professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications 
8. Seek assistance should emergencies arise
9. Represent the school district in a positive manner
10. Know and follow school district policy and chain of command
11. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the superintendent in conformance with federal and state law, administrative rules, and Board policy.
TERMS OF EMPLOYMENT
This position shall be considered in all respects “employment at will”. The “employment period” and other descriptions and terms set forth in this job description shall not create a property right for the employee. These are set forth only to advise the employee of when and what type of services will be required by the district so long as the employment continues.
NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-512
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I.C. § 33-1210

Information on Past Job Performance
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.
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