
POSITION DESCRIPTION

JOB TITLE:
Director, Communications and Public Relations 
FLSA STATUS:
Exempt





EEO CODE:
1-B


JOB GRADE:
13






JOB CODE:


REPORTS TO:
VP, Engagement and Organizational Advancement
GENERAL SUMMARY:
Under minimal supervision, leads public relations and corporate communications. Build and maintain a positive public image for the organization. Writes and edits letters, speeches, news releases, op-eds, and other communication content.  Create and oversee the production of all organization wide communications, including but not limited to e-communications, economic development and advocacy announcements and news conferences; seek out stories from internal and external resources. Manage and maintain the GLI website and curate digital content for the organization. Generate positive public relations for the organization.
ESSENTIAL DUTIES AND TASKS:

1) Ensure communication strategy is consistent and reflects the organization’s strategic vision.  This includes reviewing correspondence distributed from all departments of the organization.

2) Prepare remarks for GLI CEO and other senior leadership as requested 

3) Writing and managing timely process of member communications, including digital content

4) Write, proofread and edit copy for letters, speeches, new releases

5) Serve as executive editor for the organization's website and the GLI Communications calendar

6) Serve as public relations and communications advisor to recognize internal and external communications opportunities and solutions; define and execute appropriate strategies to support them. 

7) Serve as a spokesperson and lead point person on media interactions

8) Oversee the organizations messaging and develop high level departmental communication strategies

9) Analyze website traffic and implement best practices to elevate the GLI brand

10)  Create and manage the GLI Communications budgets

11) Work with media outlets on stories, handle inquiries, and arrange interviews. Manage media and public relations and maximize media opportunities serving as point of contact for all media request and organizational inquires 
12)  Coordinate news conference and announcements
13)  Write and edit copy for various publications, media and internal audiences such as board and investors.  This includes op-eds, GLI e-newsletter, top investor update, chamber of the year application content, and annual report and others as needed

14) Work closely with internal and external teams/partners and the Marketing team
15) Perform other work as assigned.

WORKING CONDITIONS:
This work is performed in a moderately noisy office environment. Work can be stressful and pressured by deadlines.  May be required to drive at night or in inclement weather from time to time. Must be accessible outside of normal business hours for public relations communications. 
EFFORT:

Sitting for long periods of time at a desk.   Constantly looking at a computer screen.  Must be able to see, hear and speak. Movements frequently and regularly required using wrists, hands, and/or fingers.
MACHINES, TOOLS, EQUIPMENT:

Computer, printer/fax/scanner/copier, calculator, telephone and car.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree plus four (4) years of writing or journalism experience.  A combination of education and experience may be substituted when proficiency is demonstrated.
Excellent organizational and administrative skills are essential to manage multiple projects, as well as excellent communications and writing skills. Must be able to work with deadlines.    Must maintain a valid driver's license.

Reasonable accommodations may be made to those who are able to perform the essential duties of the job.

The incumbent must be able to pass any required drug test and must be able to maintain the confidentiality of any information s/he encounters.

SPECIALIZED SKILLS AND KNOWLEDGE:

The incumbent must have computer skills.  Experience with the following types of software and/or Windows based applications is preferred: word processing, Internet, e-mail, Content Management System and social media tools.
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* GLI reserves the right to revise this Position Description, as it deems necessary.
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