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CHATTAHOOCHEE TECHNICAL COLLEGE

POSITION ANNOUNCEMENT

January 25, 2010
POSITION:  Public Relations Specialist 
POSITION DESCRIPTION: Under general supervision of the Director of Marketing Communications responds to routine request for information from media about Chattahoochee Technical College.  Conducts research regarding program and services of the college for media releases. Writes and distributes media releases to targeted media partners. Supports the implementation of the strategic marketing communications plan as it relates to media relations for purpose of student recruitment and public awareness. 
MINIMUM QUALIFICATIONS:
· Educational Level: Associates Degree Required; Bachelor’s Degree Preferred. 
· Physical Activities:  Routine physical activities that are required to fill job responsibilities.

· Proficient skills:  Writing and Research, Organizational and Time Management, Technology Application, and Interpersonal Relations.
· Minimum of three years related experience. Strong interpersonal, communication and computer literacy skills.  
SALARY/BENEFITS:  Salary commensurate with education and experience.  Benefits include paid holidays, annual leave, and State of Georgia Flexible Benefits Program.

APPLICATION PROCEDURE:  APPLY ONLINE ONLY.   For a complete file, fill out an online application, upload cover letter, resume, unofficial transcripts and include three professional references’ contact information on application. Before a candidate is hired, a pre-employment criminal background investigation and employer/professional reference check will be conducted.  Following screening, candidates may be asked to submit further documentation.

RESPONSE DEADLINE: Open until filled. Screening will begin immediately.
ANTICIPATED OFFICIAL EMPLOYMENT DATE:  Open until filled.
EMPLOYMENT POLICY: Chattahoochee Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law).  Inquiries may be directed to the Title IX and 504 Coordinator, Chattahoochee Technical College, 980 South Cobb Drive, Marietta, GA 30060, Bldg. C. Room 1102, (770.528.4484).
A Unit of the Technical College System of Georgia.
Job Description Follows:
Chattahoochee Technical College 

Public Relations Specialist 

Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision of the Director of Marketing Communications responds to routine request for information from media about Chattahoochee Technical College.  Conducts research regarding program and services of the college for media releases. Writes and distributes media releases to targeted media partners. Supports the implementation the strategic marketing communications plan as it relates to media relations for purpose of student recruitment and public awareness. 



Job Responsibilities & Performance Standards:
1. Responds to request for information from the media in timely manner; researches inquiries and/or directs them to the appropriate faculty/staff member.
2. Establishes and maintains cooperative relations with media representatives.
3. Researches, writes and distributes media releases to targeted media groups. 
4. Maintains knowledge regarding the activities of the college and programs of study.
5. Develops and implements public relations strategies and evaluates effectiveness. 

6. Supports the strategic marketing plan of the college through the development of public opinion and promotion of programs and services.
7. Communicates media coverage and releases to TCSG offices and webmaster for posting.
8. Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. 
9. Maintains knowledge of current trends and developments in the field by attending professional development training, workshops, seminars and conferences and by reading professional literature in the related technical field. 


Required Competencies: 

Excellent writing and research skills 
Possess initiative and self starter attitude 

Demonstrates good judgment and decision making abilities 

Creative thinking

Organizational and time management skills 



Technical Competencies:
Must have knowledge of computers and computer systems for writing, data entry and basic communications.
Knowledge and experience with photography and related software, ie Photoshop, Picture Manager, etc. 

Entry Qualifications:
An associate degree from an accredited private or public institution in the area of Marketing, Communications, Public Relations, Liberal Arts or related field. 
Preferred Qualifications:
A bachelor’s degree from an accredited private or public institution in the area of Marketing, Communications, Public Relations, Liberal Arts or related field.

