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CSU, Fresno Auxiliary Corporations

Job Description

Job Title:

Communications Director


Department:

Office of Community & Economic Development (OCED) 




http://www.csufresno.edu/oced/
Reports To:

Mike Dozier, Executive Director
FLSA Status:

Exempt
POSITION

Director of Communications, Office of Community and Economic Development.  Full-time position.  Position is contingent upon performance and funding.

PROGRAM DESCRIPTION: The OCED is an applied research unit of California State University, Fresno dedicated to finding solutions to major issues impacting the San Joaquin Valley.  The mission of the office is to improve the region’s competitiveness in the knowledge-based economy by assisting in the implementation of programs to improve the economic condition, quality of life, and social well-being of residents in the San Joaquin Valley.  The OCED provides executive staffing and coordination for three collaboratives: the Regional Jobs Initiative (RJI), the California Partnership for the San Joaquin Valley (CPSJV), and the San Joaquin Valley Rural Development Center (RDC). The RDC consists of on-campus Fresno State entities and off-campus associates that make their technical assistance and project management services available to rural communities in the San Joaquin Valley.

SUMMARY: Under the oversight of the Executive Director, the Communications Director will serve as a part of OCED’s management team and will be responsible for the overall communications of the OCED.  This includes the development and implementation of all marketing, communications and public relations efforts for the RJI, OCED, Partnership, RDC, Smart Valley Places and emerging initiatives. The Communications Director will coordinate at the strategic and tactical level with the other functions of OCED such as grants, operations, and finance / budgeting. The Communications Director works collaboratively with a wide range of project partners and stakeholders including administrative staff, foundation staff, subcontractors, funding agencies, agency partners, the media, civic leaders and legislative representatives
Distinguishing Characteristics: The incumbent will be a strong communicator who strives to understand the OCED and the wants and needs of its varied and diverse “customers”. He/She will maintain an overarching coherent and cohesive look and feel of the RJI and SVP brands in all aspects of communication utilizing their knowledge of a variety of PR, marketing and communication tools and methods. They need to be a creative and strategic thinker and have the technical expertise to take on new projects. As this position will be an integral part of implementing several new PR components of the RJI strategic plan, they must be innovative, self-motivated, take initiative, and display a high degree of creativity, and progressive vision.   

Essential Duties and Responsibilities include the following. Other duties may be assigned.

1. Directs overall communications for the Office of Community and Economic Development, which includes the Partnership and the Regional Jobs Initiative.

2. Identifies and realizes strategic communication opportunities for the Partnership, Fresno State Connect / bulldog Academy, RJI, Smart Valley Places and the Rural Development Center  – “maximizing all communication opportunities”.

3. Plans and oversees the Partnership Annual Summit and publishes the Annual Report. 
4. Enhances existing, and implements new Brand and Communication strategy, standards and practices that elicit the behavior, emotion and recognition objectives of the RJI and SVP. Develops key messages for all audiences to communicate our core brand identity.

5. Works with internal and external key stakeholders, and internal team to execute all communication activities and PR (marketing materials, advertising, communications, marketing campaigns, press releases, content for reports, etc.).

6. Develops and oversees major community events for the different brands.

7. Oversees writing of press releases, marketing materials, annual reports, advertisements, and other related material. Ensures all OCED printed and electronic materials are in keeping with the defined brand and style guides.

8. Works closely with the Communications Assistant to ensure web and newsletter content and message is consistent with overall marketing and communication objectives.

9. Builds and maintains strong relationships with internal and external key stakeholders to ensure proper Brand and message. 

10. Manages media relations, researches editorial opportunities and builds relationships with key industry media.

11. Work with Public Affairs Director to identify and maximize legislative communication opportunities.

12. As necessary and at the direction of the OCED management team, assists with cluster and work group development, including but not limited to leading RJI individual cluster SWOT analysis, branding, communications or events pieces, and event assistance. 

13. Contributes to the total effectiveness of the OCED, communicating openly, solving problems proactively, offering creative ideas and working as a positive, engaged team member.

14. Other duties as assigned.
SUPERVISORY RESPONSIBILITIES:  The Communications Director oversees the Communications Team, consisting of a Communications Assistant.  Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.  Makes tangible employee decisions regardless of race, age, handicap, religion, sexual orientation, political persuasion, place or origin, color or any other condition that distinguishes people from one another. 

MINIMUM QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Abilities and Skills:

1. Understands branding principles and tactics through a variety of multimedia.
2. Uses strong interpersonal skills to foster and enhance positive collaborative relations between and among employees, emerging markets, internal staff and the community at large.

3. As part of a high performance work team, motivates and encourages others to succeed.

4. Drives for results and success, conveys a sense of urgency, and persists despite obstacles.

5. Understands issues relevant to the OCED and keeps that knowledge up-to-date.

6. Manages multiple projects and oversees the development of strategic marketing plans.

7. Meets time commitments and follows through to job completion.

8. Uses strong analytical, written and verbal communication skills.

9. Displays a can-do attitude with ability to deal positively with frequent change and deadlines.

10. Recognizes and respects diverse ideas and encourages and supports others.

11. Speaks clearly and expresses self well in groups and in one-to-one conversations.

12. Relates to people in an open, friendly, accepting manner.

13. Sets high standards of performance, pursues aggressive goals and works hard to achieve them.

14. Emphasizes the need to deliver quality products and/or services while and evaluates work product, processes, and/or service against those standards.

15. Handles day-to-day work challenges confidently and shows resilience in the face of constraints, frustrations, or adversity.

16. Gathers relevant information systematically, considers a broad range of issues or factors, and seeks input from others.

17. Makes logical and judicious decisions and provides workable solutions to problems.

EDUCATION and/or EXPERIENCE

Required:  Bachelor degree in Communications, Business, Marketing, or similar field, and a minimum of 5 years related experience.  Preferred: An additional minimum of 2 years of professional experience in the public sector, working with elected officials or government related media relations.  

MEASUREMENTS OF PERFORMANCE: 
· Problem Solving - Identifies and resolves problems in a timely manner; develops alternative solutions.

· Project Management – Develops project plans; coordinates projects; manages project team activities.

· Technical Skills - Strives to continuously build knowledge and skills; shares expertise with others.

· Interpersonal Skills - Focuses on solving conflict, not blaming.

· Business Acumen – Understands business implications of decisions.

· Cost Consciousness - Conserves organizational resources.

· Diversity - Shows respect and sensitivity for cultural differences; promotes a harassment-free environment.

· Ethics - Treats people with respect; keeps commitments; upholds organizational values.

· Organizational Support - Follows policies and procedures; supports organization's goals and values.

· Judgment - Exhibits sound and accurate judgment; makes timely decisions.

· Motivation - Sets and achieves challenging goals; demonstrates persistence and overcomes obstacles.

· Professionalism - Approaches others in a tactful manner; reacts well under pressure.

· Safety and Security - Observes safety and security procedures; reports potentially unsafe conditions.

· Adaptability - Able to deal with frequent change, delays, or unexpected events.

· Initiative - Seeks increased responsibilities.

· Innovation - Displays original thinking and creativity; meets challenges with resourcefulness.

· Job Knowledge - Competent in required job skills and knowledge; exhibits ability to learn and apply new skills; requires minimal supervision; displays understanding of how job relates to others; uses resources effectively.

· Leadership – Exhibits confidence in self and others; inspires and motivates others to perform well; effectively influences actions and opinions of others; gives appropriate recognition to others.

LANGUAGE SKILLS: Ability to read, analyze, and interpret common business and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.

MATHEMATICAL SKILLS: Ability to work with mathematical concepts such as probability and statistical inference.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

COMPUTER SKILLS AND KNOWLEDGE OF SOFTWARE PROGRAMS: 

Proficient in Word, Access, scanning equipment, digital equipment, PowerPoint, Outlook, Excel, MS Publisher, and Adobe products.  Knowledge of web design preferred, but not required.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The inability to cope with a stressful work environment does not constitute a protected disability.

While performing the duties of this job, the employee occasionally is required to stand, walk, lift items above heard, stoop, kneel, crouch or crawl.  The employee is often required to reach with hands and arms.  The employee frequently is required to use their hands, fingers or feel, sit, talk and hear.  The employee must frequently life and/or move up to 10 pounds and occasionally be exposed to outdoor weather conditions.  The noise level is usually moderate. 

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. Employee will encounter moderate levels of stress.  The employee will occasionally be exposed to outdoor weather conditions.  The noise level is usually moderate.

ACKNOWLEDGMENTS: I have reviewed and understand the above position guide and believe it to be accurate and complete.  I also understand that the OCED retains the right to change this position guide at any time. I also understand that this job description is not a contract for work.  

I certify that I possess all of the “Essential Requirements” of the job outlined herein, except as noted here: (If none, so state): 























I certify that I am fully capable of completing all of the responsibilities documented herein and I do not have a physical or mental disability that would jeopardize the health and or safety of my co-workers.

I understand, and fully agree, that this job description does not constitute a written or implied contract for employment and that my employment relationship with the company is “at will,” for an unspecified duration, and may be terminated at any time by me or the company as specified by Section 2922 of the California Labor Code.

I understand that I am an exempt employee and therefore, may be required to work in excess of 40 hours per week without overtime compensation.

________________________________________

_____________________

Employee signature





Date

________________________________________

_____________________

Associate Director signature




Date

________________________________________

_____________________

Director signature





Date
Office of Community and Economic Development
California State University, Fresno
5010 N. Woodrow Avenue, Suite 200
M/S WC 142
Fresno, California 93740

559.294.6021 office
559.294.6024 fax
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