Staff Follow Up: SBOM 050719-02

tv%BR WARb Educating Today's Students o
. 4 County Public Schools Succeed in Tomorrow's World
From: Human Resources & Equity
TOPIC: Revisions to PIO job descriptions for Director, Mass Media &

Community Relations, Specialist, Social Media Specialist, and
the Specialist, Mass Media

Staff Follow Up:

Staff to provide Board Members a summary of changes that were made to the
three PIO job descriptions.

Response:

The attached job descriptions outline changes to the three PIO job descriptions
submitted for Board approval at the School Board Meeting on April 23, 2019.
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
JOB DESCRIPTION

POSITION TITLE:  DirecterManager, Mass-Media and Community Relations

JOB CODE: New

CLASSIFICATION:  Exempt

PAY GRADE: BC

BARGAINING UNIT: ESMAB

REPORTS TO: Chief, Public Information Officer

CONTRACT YEAR: Twelve Months

POSITION GOAL: To execute media and community relations strategy for Fe-develop-and-maintain-a-publicrelations-program

for Broward County Public Schools, which will promote a well-informed public and positive public relations.

ESSENTIAL PERFORMANCE RESPONSIBILITIES:
The DirecterManager, Mass—Media and Communication Relations shall carry out the essential performance
responsibilities listed below.

o Serve asa District meehaiilaisenspokesperson to media m—bethqeesrtrveandaduerse-mediarytuauens |ncIud|ng creating

messagesing and talking points for media-interviews, and participate in and monitor interviews with approved subject matter
experts.

e Under the direction of the Chief PIO, developBevelep crisis communications for internal and external audiences.-retueing

o Direct public relations initiatives, campaigns and plans. -

e Serve as media and community relations liaison for schools and District departments-regarding-at-publicrelationsisstes-and
pregrams.
Secure maximum media exposure for all important accomplishments and newsworthy events.

o DirectFacilitate the research, writing and editing of news releases, speeches, opinion/editorial (op/ed) pieces, letters, District
emails, and other communications as needed.

o Establish and maintain strong relationships between the school system and local businesses, community agencies, parent
groups and other governmental agencies.

o  Work with District advisories, committees, task forces, community organizations, businesses, and chambers of commerce en
publicrelations-programs-aimed-atio keeping all-stakeheldersthem informed about schools and-the District initiatives.

o Establish a clearinghouse-resource library of eemmenly—reguested-information about the District. and—maintain—content
andUpdate information on various District channels, including the District’s internal and external websites, secial-media
ehanneisand ethereemmemmatrensteeis Qublication

Promote the posrtrve reputatlon of Broward County Publrc Schools threugh—leeai&ed—rmtratrvesrby |dent|fy|ng creatlng
content/writing, and positioning positive stories about the District, and providing media and public relations support for District
initiatives and programs.

o Cultivate relationships with media and-editeriat-staf-to supp

pmdeeelobomubo e ddnerne o onsinee- 10 o keepine=od! stakeholders mformed about school reIated |ssues and

enhancmg the publrc |mage of Broward County Public Schools.

e Manage initiatives to Directthe District's-efforis-to-expand the eeuntydlstrlctwrde volunteer services serviceseffortto-enhance
thocdeeoconelopdionmonide s lboindeals,
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Director, Mass Media and Community Relations (cont'd) SBBC: New

o Perform and promote all activities in compliance with the equal employment and non-discrimination policies of The School
Board of Broward County, Florida.

e Participate in the-training programs effered-to enhance the individual skills and proficiency related to the job responsibilities.

Perform other duties as assigned by the immediate supervisor, or designee.
Supervise staff as assigned in the performance of job duties.

[ )
o Follow federal and state laws, as well as School Board policies.
[ ]
[ J

MINIMUM QUALIFICATIONS & EXPERIENCE:

¢ Anearned bachelor's degree from an accredited institution in communications/media, journalism, public relations, or a related
area.

e A minimum of eight (8) years, within the last twelve (12) years, of experience and/or training in the field related to the title of
the position.

e Computer skills as required for the position.

e Bilingual (English/Spanish)

PREFERRED QUALIFICATIONS & EXPERIENCE:
e Anearned master's degree from an accredited institution in communications/media, journalism, public relations, or a related

area.
. Bi "

SIGNIFICANT CONTACTS - frequency, contact, purpose, and desired end result:

Proactively work with the Superintendent, school board members, senior leadership, school leaders, local, state and
national government agencies, including elected officials as well as key representatives of all media, to gain community
support of the strategic objectives of The School Board of Broward County, Florida.

PHYSICAL REQUIREMENTS:
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or up to 10 pounds of
force as needed to move objects

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District's approved compensation plan. Length of the work year and hours of
employment shall be those established by the School Board.

EVALUATION:
Performance will be evaluated in accordance with Board Policy.



V' THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
JOB DESCRIPTION

POSITION TITLE:  Specialist, Mass-Media Marketing & Strategic Communications

JOB CODE: New
CLASSIFICATION:  Exempt
PAY GRADE: 22

BARGAINING UNIT: BTU-TSP

REPORTS TO: Director, Mass-MediaMarketing and Cemmunity-RelatiensStrategic Communications

CONTRACT YEAR: Twelve Months

POSITION GOAL: Fe-Aassistin developing and implementing strategic communications programs and activities that support the

district's education goals and ensure public awareness of the success of Broward County Public Schools. maintaining-a-public

ESSENTIAL PERFORMANCE RESPONSIBILITIES:

The Specialist, Mass—MediaMarketing and Strategic Communications shall carry out the essential performance

responsibilities listed below.

Assist and advise schools and District departments regarding internal and external strategic communication programs.

Facilitate the dissemination of information from the District to stakeholders via all effective communication channels.

e Develop informational publications for internal and external audiences.

e Assist with writing, designing, producing and/or distributing marketing materials and collateral items such as brochures,

announcements, newsletters, presentations, white papers, booklets, flyers, agendas, website content, invitations and multi-

media programs.

e Design templates for schools and departments to facilitate ease of creating collateral while maintaining visual consistency.

o Measure the efficiency and effectiveness of strategic communications programs, including District policies, programs and




Specialist, Mass-MediaMarketing and Communications (cont.)
NEW

operations by assessing stakeholder engagement.

e Use all appropriate communication channels to inform stakeholders of messaging and branding activities,




Specialist, Mass-MediaMarketing and Communications (cont.)
NEW

o Perform and promote all activities in compliance with the equal employment and non-discrimination policies of The School

Board of Broward County, Florida.
o Participate in the training programs effered-to enhance the individual skills and proficiency related to the job responsibilities.
e Review current developments, literature and technical sources of information related to job responsibilities.
e Ensure adherence to safety rules and procedures.
o Follow federal and state laws, as well as School Board policies.

e Perform other duties as assigned by the immediate supervisor, or designee.

MINIMUM QUALIFICATIONS & EXPERIENCE:

¢ An earned bachelor's degree from an accredited institution.

o A minimum of five{5) three (3 years, within the last seven{7 five (5) years, of experience and/or training in the field related
to the title of the position.

e Computer skills as required for the position.

PREFERRED QUALIFICATIONS & EXPERIENCE:
e Anearned master's degree from an accredited institution.
o Degree majors include marketing, communicationssfmesdhia, journalism, public relations, or a related area.

o Bilingual skills.

SIGNIFICANT CONTACTS - frequency, contact, purpose, and desired end result:
Proactively works with senior leaders, department staff, the community, parents and local agencies to develop a pesitive

publiestrategic communications relatiens-program-for-the-Distriet.

PHYSICAL REQUIREMENTS:



| Specialist, Mass-MediaMarketing and Communications (cont.)
NEW

Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or up to 10 pounds of

force as needed to move objects

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District's approved compensation plan. Length of the work year and hours of

employment shall be those established by the School Board.

EVALUATION:

Performance will be evaluated in accordance with Board Policy.



_V' THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
JOB DESCRIPTION

POSITION TITLE: Social Media Specialist

JOB CODE: NEW

CLASSIFICATION: Exempt

PAY GRADE: 2223 or 24

BARGAINING UNIT: BTU-TSP

REPORTS TO: Director, Mass Media & Community Relations

CONTRACT YEAR: Twelve Months

POSITION GOAL: The Social Media Specialist will play-akey-rele-ir-shapeing the social media presence of Broward County
Public Schools, including managing the overall social media presence network, creating strategic policies, and establishing a

governance model for the District.'s seciat-media-presenee—The Social Media Specialist will also play-a-key-role-r-manageieng
engagement and |nteract|V|ty Wlth target audlences as weII as developrnq communrtv sprnt festenngeemmenrty—spmew

ESSENTIAL PERFORMANCE RESPONSIBILITIES:
The Social Media Specialist shall carry out the performance responsibilities listed below:
Serve as the District's "internal reporter," highlighting program and events.-via-seciat-media-and-vides;

Daﬁe»day—managemen%and—oversrght—ef Manage and oversee the Dlstnct S 500|al medla accounts on a daily basis.

Wheeneeessary—assrst Ass|st with the |mplementat|on of acrisis commumcatlon pIan for the public, stakeholders and media

when necessary.
Monrtor soaal med|a conversat|0ns and alerts the PIO about conversations and fhreats to coIIaborat|ver respond.Receive;

Gentem Manage conten creatlon and gathering via vrsrts to schools and District cIassrooms programs and functions,
Generate, manage, schedule and monitor -eempelling-editerial-ceontent for each platformnetwerk as well as provide guidance
to liaisons at varieds schools_and departments,

Establish social media guidelines for the District, schools and departments.
Develop and-meniter-effeetive-henchmarks for measuring the growth of each platform. Track analytics, 6fthe-community-and
analyze, review, and report on effectiveness-ef-new-nitiatives,

Monitor | ndustrywrde trends in onIme communrty tools and appllcatlons

Perform and promote all activities in complrance with the equal employment and non- drscnmmatron policies of The School
Board of Broward County, Florida.
Partrcrpate in the training programs offered to enhance the |nd|vrdual skrIIs and profrcrency related to the JOb responsibilities.

Ensure adherence to safety rules and procedures
Follow federal and state laws, as well as School Board policies.
Perform other duties as assigned by the immediate supervisor, or designee.

MINIMUM QUALIFICATIONS & EXPERIENCE

An _earned bachelor's degree from an

accredited institution in commumcatlons marketmq, or a reIated field of study

A minimum of three-to-five-years' three (3) years, within the last five (5) years, of experience in social media_strategy
management and marketing, er—a—reIateeLfreId including seciat-media-content-and-campaign creation and online reputation

management.
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Social Media Specialist (cont.) SBBC: NEW

| o In- depth knowledge and experience with uﬂde.tstaﬂwng-ef onhne communlty platforms and social media tools as-well-as-their
be-dep aries, including Facebook, Facebook Live, Twitter,

Instagram Snapchat etc
Advanced verbal and written communication and interpersonal skills.

Demeonstrated-ability to work independently, -ared-multi-task effectively and meet tight deadlines.

Strong Effective organizational and time management skills, with exeellent demenstrated-attention to detail.

Computer skills as required for the position, including proficiency Preficient in Microsoft Office, Adobe Creative Suite
(Photoshop and IIIustrator or InDe5|qn)
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PREFERRED QUALIFICATIONS & EXPERIENCE:
e Degree major in communications, marketing, or related field.

e Prior experience in video recerdingediting—and-production (moved this bullet from minimum to preferred).
e Prior experience in Editerialcontent creation, Marketing, and meeting the Scustomer Serviee experience experience-a-pius.
o Bilingual PreferredPreficieney-r-Asseciated-Press{AP)-styleformatting-preferred,

SIGNIFICANT CONTACTS - frequency, contact, purpose, and desired end result:
Proactively works with senior leaders, department staff, the community, parents and local agencies to develop a positive public
relations program for the District.

PHYSICAL REQUIREMENTS:
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as frequently as needed to move
objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District's approved compensation plan. Length of the work year and hours of
employment shall be those established by the School Board.

Board Approved:
Board Adopted:
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