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Classification Specification
	

	
	2501300

	
	COMMUNICATIONS SPECIALIST III



Class Summary

The responsibilities of this classification include providing various communications services to communicate the agency’s purpose and to provide a means for external and internal information, involvement and communications. These communications responsibilities include, but are not limited to, media relations, publicity, issue management/strategic planning, marketing communications, employee communications, technical writing, production of communication/marketing materials and public participation. This is a fully proficient professional classification, and work is performed on an independent basis.

Distinguishing Characteristics

This is the third level in a four-level Communications classification series. This classification differs from the second level because incumbents may direct the activities of or mentor others, represent multiple functions, have specialized expertise in a particular subject area, and/or manage a program or project. This classification differs from the higher level in that incumbents perform a broad scope of functions at a specialized expertise level, program or project lead and/or represent multiple functions, while the next level is a supervisory position or provides a high-level technical expertise that may cross department or division lines.
Examples of Duties (May vary by position)

1. Identify communications needs and issues.

2. Communicate information about programs and policies and participate in program evaluations.

3. Coordinate and promote special events, services and/or programs, including participation by other organizations.

4. Research, create and coordinate the production of public and employee communications products.

5. Determine budget needs of communications program elements and monitor expenditures.

6. Interact with specific audiences to provide information, listen to concerns and help resolve problems.

7. Serve as occasional media relations spokesperson or liaison for the agency.

8. Formulate communications programs, plans and strategies.

9. Identify key audiences and appropriate communications methods.

10. Provide strategic communications counsel and advice to management and other internal customers.

11. Prepare information and give presentations.

12. Work with community groups and/or internal customers to assess needs; design special activities to meet those needs.

13. Develop effective networks with agency, King County Council staff, officials, other jurisdictions and citizen groups to support development and implementation of projects.

14. Identify information needs and research methods.

15. Establish and maintain communications standards.

16. Plan project time schedule and implementation; manage and evaluate projects and/or programs.

17. Develop scope of work for new project’s alternative action plans.

18. Review project proposals and make recommendations.

19. May direct the work of staff.

20. Identify and analyze issues of concern and emerging trends to key audiences; develop strategic communications objectives, techniques and plans.

21. Participate in consultant and vendor selection processes; oversee the work of consultants and vendors.
22. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of publications process
Knowledge of communications principles, methods and materials
Knowledge of research methods and techniques
Knowledge of customer relations
Knowledge of presentation methods and techniques
Knowledge of government and community processes and structures
Knowledge of regulatory and legal requirements for projects and programs
Knowledge of budgeting techniques and principles
General knowledge of supervisory techniques and principles and collective bargaining agreements
Knowledge of photography and videography concepts
Negotiating and/or facilitating skills
Interpersonal skills
Leadership and supervisory skills
Coaching and mentoring skills
Skill in being sensitive to the political environment
Skills in synthesizing and communicating, in writing, orally, or visually, technical information to non-technical audiences
Skills in comprehending, analyzing and interpreting technical information for targeted audiences
Skills in identifying and assessing the communication needs of targeted audiences
Skills in the use of creativity and imagination in preparing communication materials that address the needs of targeted audiences
Skill in making decisions about the types of communications methods or tools necessary for assigned work
Skill in writing and editing and/or illustrating information in a clear and concise manner
Skill in the use of a computer and appropriate applications
Skill in working under pressure and meeting deadlines
Skill in organizing work assignments and setting priorities
Skill in acting in a tactful and diplomatic manner, and working on sensitive issues with diverse groups
Skill in taking the initiative to identify improved or more-effective communications strategies
Skill in identifying and developing short- and long-range communications plans and/or strategies
Skill in comprehending community issues related to the agency
Licensing, Certification and Other Requirements

Washington State Driver’s License or other evidence of mobility
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
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