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Job Description
The Communications Specialist manages and facilitates programs and activities associated with
the dissemination of information to the public regarding government activities and programs.
Duties include writing media releases and newsletters; creating brochures, flyers, digital graphics
and concepts and scripts for informational videos. Position serves as the lead coordinator of the
City’s website and is responsible for all website design, maintenance and content management
as well as managing all City social media accounts. Work includes building the City’s brand
identity and public voice by implementing strategies that promote the long-term
communications goals. Position requires the ability to produce clear and concise writing to meet
required deadlines in addition to responding in a timely manner to a wide variety of constituent
inquiries utilizing person-to-person correspondence. Work involves extensive interaction with
the public and the media which requires the need for poise and professionalism.
In addition, the position requires strong skills in multi-tasking, organization and logistical
planning, verbal and written communication, customer service, problem solving, creativity, as
well as the ability to work on own initiative or as part of a team to meet tight deadlines, and to
prioritize between conflicting demands while serving the needs of a wide range of constituencies
in a diverse community. Work is performed under the general direction of the Communications
Manager but is required to exercise independent judgment and initiative.
Job Responsibilities
Coordinates and maintains all aspects of the city’s website(s) including creating, updating and
maintaining content.
Works with City employees in each department to provide the tools and resources to efficiently
and effectively update and add new content to their respective areas of the website and to
understand ongoing activities in order to create public awareness through social media postings
and other means of communication.
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3.2.173 Communications Specialist
Job Responsibilities (con't).
Creates, implements and manages a social media strategy and plan for the City of St. Augustine
that aligns with the City’s communications and customer service initiatives.
Responsible for creating content for regular postings (daily, weekly, as needed, etc.) on the City’s
social media platforms including, but not limited to, Facebook, Twitter, and Instagram and
effectively managing audience engagement.
Manages the dissemination of prompt, accurate, emergency public information during
emergency and disaster situations as directed by the Communications Manager, City Manager,
and the City’s Emergency Manager.
Maintains a current data base of contact information for public media in St. Johns, Duval, Clay,
Putnam and Flagler Counties, and maintains a network of informational specialists in
governmental agencies located throughout the region.
Issues written replies to constituents in response to comments or inquires directed to city
administration on a wide variety of topics and facilitates action on behalf of the city when
appropriate in response to a constituent’s needs.
Oversees all City-created social media accounts to ensure proper messaging, usage and
compliance with public records requirements and the City’s social media policy.
Develops and manages implementation of programs and resources that increase internal
communications.
Develops and assists in preparing a variety of written and visual publications, presentations and
collateral materials for City-related purposes, i.e. brochures, flyers, door-hangers, fact sheets,
articles, web-based stories and other related materials.
Performs other duties as assigned.
Education, Training and Experience
Bachelor’s degree in English, communication, public relations, management, marketing or other
related field from an accredited college or university, required. Previous successful experience in
public relations, communication, government or corporate web content management, and/or
government or corporate social media management, required. In lieu of required bachelor’s
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3.2.173 Communications Specialist

Education, Training and Experience (cont.)
degree, a combination of advanced education, experience and training maybe considered.
Experience in local government preferred. Must be proficient in the use of Word, Excel,
PowerPoint and Photoshop and provide strong evidence of organizational skills, ability to multitask, logistical planning, problem solving, and creativity. Experience with government or
corporate website and/or social media management required.
Driver’s license requirement: Valid Florida driver’s license classification E.
Physical Demands
The physical demands representative of those that must be met to successfully perform the
essential functions of this job. The position is mostly sedentary, but the employee is frequently
required to stand and walk and occasionally stoop and kneel. The employee must frequently lift
and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds. Specific vision
abilities required by this job include close vision, distance vision, color vision, peripheral vision,
depth perception and ability to adjust focus.
The employee is regularly required to communicate and exchange information courteously,
effectively, and promptly with the media, general public, consultants, elected and private
officials, groups/organizations and City staff.
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