STATE OF CALIFORNIA DELTA STEWARDSHIP COUNCIL

JOB DESCRIPTION AND POSITION CLASSIFICATION
DSC 525 (2-PAGE) (REV. 01/10)

CLASSIFICATION POSITION NUMBER MCR RPA #
Information Officer 1 530-001-5617-001 1 DSC#16-021
APPOINTEE EFFECTIVE DATE DIVISION/SECTION
Vacant External Affairs / Communications
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
(] RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Keith Coolidge PM I
APPROVED BY (Personnel Analyst's Name) DATE
Livia Page 2/25/16

ALL EMPLOYEES ARE EXPECTED TO WORK COOPERATIVELY WITH OTHERS; MAINTAIN REGULAR, CONSISTENT, PREDICTABLE
ATTENDANCE; POSSESS INTEGRITY, INITIATIVE, DEPENDABILITY, AND GOOD JUDGMENT.

POSITION SUMMARY

Briefly (1-3 sentences) describe the main purpose and function of the position, including the organizational setting:

Under the general direction of the Program Manager lll, External Affairs, and under lead direction of the IO I, the
incumbent is responsible for a wide variety of activities and work assignments including writing, editing and designing
written and visual materials, making presentations, and refining and implementing the Council’s social media strategy.

DESCRIPTION OF DUTIES

Percent of Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal
(E) and (M) functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

Research, write and edit news releases, speeches, talking points, reports, blog posts and
65% (E) |news features and other pieces that succinctly and effectively communicate the Council’s
mission and accomplishments. Produce clean copy that is accurate and does not need

substantial editing and meet all deadlines.

Produce daily social media postings that inform audiences about the activities of the
Council and their relationship to the work of other agencies in the news. Provide
recommendations for social media strategies that are relevant and effective in reaching
policy makers as well as scientists, stakeholders and academicians. Stay current with
social media mediums and make recommendations on which products might be effective
and how to best integrate the mediums into the communications division’s day-to-day
activities, including assisting with event planning as needed.

20% (E)

15% (E) | Assist the 10 Il with work on the Council’'s website performing background research for
and creation of individual web pages and sections, finding material suitable for inclusion

in an online format.

SUPERVISOR'S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Keith Coolidge >
EMPLOYEE’'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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