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Classification Specification
	

	
	2503100

	
	COMMUNICATIONS MANAGER



Class Summary

The responsibilities of this classification include managing, planning, developing, implementing and evaluating communications services for a department. Incumbents in this classification manage communications to provide external and internal communications, media relations, public relations and/or public involvement. Responsibilities also include managing staff to appropriately and effectively communicate the agency’s message.

Distinguishing Characteristics

This is the first level in a two-level classification series. This classification is distinguished from the Communications Manager-Senior and Communication Specialist series in that incumbents are the top-level communications managers for a department, presenting official statements to the media on behalf of their departments and King County. Incumbents assigned to the Communications Manager-Senior classification oversee and develop county-wide employee communications under direction of executive and county human resources leadership.

Examples of Duties

1. Manage internal and external communications, which may include print, media, web, multi-media, public relations or other areas.

2. Develop strategic plan for the communications program; develop, monitor and report on programs. 

3. Recommend or revise public-relations and communications policies and procedures.

4. Prepare, manage and monitor annual budget. Write budget proposals and/or review budget proposals prepared by staff for program areas.  

5. Write or supervise writing of printed materials, press releases, website content, speeches and other public communications.

6. Develop and implement communications projects utilizing Web-based technology and listservs to directly communicate with citizens.

7. Oversee all media relations functions for the department; serve as spokesperson and liaison to the media; provide live-broadcast and print interviews; track media trends.

8. Research, write and distribute a variety of public information materials; formulate and provide accurate, authoritative responses to media inquiries; act as consultant to management and staff in the development of responses to media.

9. Edit or monitor editing of department publications for content, style and message and to assure they comply with county standards.

10. Sign or oversee signing of purchase agreements, material receipts and other expense documents related to communication services.

11. Supervise and manage staff, including hiring/firing, assigning duties, providing training, counseling and evaluating performance.

12. Represent communications area on department, executive and/or inter-jurisdictional committees.

13. Serve as lead coordinator for countywide emergency communications programs.

14. Brief upper management and elected officials on media and public relations issues, technical issues and program budget. 

15. Perform other duties as assigned.

Knowledge/Skills 

Knowledge of print, media and/or public relations

Knowledge of supervisory and managerial principles and practices

Knowledge of managerial methods, production and service excellence

Knowledge of principles of budgeting and program management

Knowledge of local government and the political process

Knowledge of applicable laws, regulations, policies and procedures

Knowledge of communications principles, tools and strategies

Highly developed writing skills

Public speaking skills

Supervisory skills

Coaching and mentoring skills

Decision-making and problem-solving skills

Skills in resolving conflict, making decisions, solving problems, collaborating and negotiating

Skills in understanding and translating technical subject matter and terminology

Skills in setting priorities, influencing staff, persuading co-workers and others

Skills in organizing, prioritizing and managing multiple programs and projects to meet numerous non-negotiable deadlines

Skills in reading and interpreting laws, regulations and guidelines written by federal, state and local agencies

Skill in thinking strategically

Skill in listening effectively

Ability to research and analyze

Education and Experience Requirements

Bachelor’s degree in Communications, Journalism or Marketing Communication 

Experience in leading strategic internal and external communication plans 

OR any combination of education and experience that clearly demonstrates the ability to perform the job duties of the position

Licensing, Certification, and Other Requirements

Valid Washington State Driver License or the ability to travel throughout the county in a timely fashion.

Additional minimum qualifications may be established based on business needs and are specified in position announcements as appropriate.
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