
SENIOR COMMUNITY RELATIONS SPECIALIST 

 

DISTINGUISHING FEATURES OF THE CLASS: This position involves the responsibility of 

acting as a community information liaison among component school districts and Ulster County 

BOCES or other agencies and their constituents by performing tasks related to public and 

community relations.  The work involves the responsibility for performing duties related to the 

production and distribution of news releases and publications related to promoting the agency’s 

programs and planning and coordinating the lay-out and design of presentations.  An incumbent 

is responsible for creating brochures, newsletters and other publications and for coordinating 

media invitations and attendance at events.  The work also includes scheduling work of team 

members, mentoring and training, and managing project timelines, quality control and client 

satisfaction. The work is performed under the general direction of a higher-level designated 

employee with significant leeway allowed for the exercise of independent judgment and initiative 

in work methods.  Supervision is not normally a function of this class. Does related work as 

required. 

 

TYPICAL WORK ACTIVITIES: The typical work activities listed below, while providing 

representative examples of the variety of work assignments in the title do not describe any 

individual position.  Incumbents in this title may perform some or all of the following, as well as 

other related activities not described.   

 

Coordinates community relations coverage of events and initiatives, ensures they are adhering 

to required schedules, and reviews their work prior to final approval level; 

 

Guides, monitors, motivates and leads an assigned team to complete projects; 

 

Coordinates the day-to-day activities of the team and delegates tasks; 

 

Acts as client liaison to ensure customer satisfaction; 

 

Provides public relations counsel and assistance to administration; 

 

Conducts information campaigns for district elections; 

 

Plans, develops, writes, proofreads, edits, reproduces, and distributes school district or Ulster 

BOCES publications including newsletters, brochures, calendars and special marketing 

materials, which include photographic and graphic design components; 

 

Writes and distributes news releases and accompanying photographs to various news media; 

 

Cooperates with district administrators and other agency-wide staff members in publicizing and 

promoting performances, exhibitions, displays, dedications, or special programs sponsored by the 

school districts, community libraries, or other community-based agencies which are open to the 

public; 

 

Coordinates and attends events to showcase agency achievements to the community;  

 

Coordinates media invitations and attendance at events; 
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Organizes special publicity opportunities for participating districts and other community-based 

agencies, such as press conferences, features in the local newspaper or appearances on radio talk 

shows; 

 

Maintains a clipping-file of new articles; 

 

Attends various educational and community-wide events and activities for the purpose of 

gathering information and taking photographs for use in newsletters, publications and media 

releases; 

 

Assists in setting annual objectives for and evaluating the effectiveness of the community 

relations program; 

 

Fosters strong media relations and maintains databases of media contacts, including print, radio 

and television reporters and editors; 

 

Acts as an information liaison with district and agency webmasters to make print publications 

and information available electronically. 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL 

CHARACTERISTICS: Good knowledge of publicity principles, practices, terminology and 

methods; good knowledge of the layout and design of promotional material; good knowledge of 

journalism; working knowledge of word processing and database software management; skill in 

writing, editing, journalism, graphic design, photography, proofreading and internet resources; 

ability to lead others and delegate tasks; ability to solve problems; ability to manage projects; 

ability to coordinate the production of public relations media; ability to establish and maintain 

relations with representatives of the press, radio and others engaged in publicity work; ability to 

communicate effectively both orally and in writing; detail-oriented; initiative; resourcefulness; 

tact; courtesy; good marketing skills; good judgment. 

 

MINIMUM QUALIFICATIONS:  Either: 

 

A. Possession of a Bachelor’s Degree in Communications, Journalism, Public Relations, English 

or a closely related field and two (2) years of work experience in public and community 

relations, which includes experience in writing and graphically designing promotional 

materials; OR 

 

B. Possession of an Associate’s Degree in Communications, Journalism, Public Relations, 

English or a closely related field and four (4) years of work experience in public and community 

relations, which includes experience in writing and graphically designing promotional 

materials; OR 

 

C. Graduation from high school diploma or possession of a high school equivalency diploma and 

six (6) years of work experience in public and community relations, which includes experience 

in writing and graphically designing promotional materials; OR  

 

D. An equivalent combination of training and experience as indicated above. 
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Note: Your degree or college credits must have been awarded or earned by a college or 

university accredited by a regional, national, or specialized agency recognized as an accrediting 

agency by the U.S. Department of Education/U.S. Secretary of Education. If your degree was 

awarded by an educational institution outside the United States and its territories, you must 

provide independent verification of equivalency. A list of acceptable companies who provide this 

service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm.  You must 

pay the required evaluation fee. 

 

Special Requirement: At time of appointment and throughout the duration of employment in  

this title, the incumbent must possess and continuously maintain a valid New York State 

Driver’s License.   

 

ULSTER COUNTY       Adopted:  September 9, 2022 

6092 SR CR SPEC        

Classification: Competitive       

OA 
 

 

http://www.cs.ny.gov/jobseeker/degrees.cfm

