MESQUITE CITY OF MESQUITE

Real. Texas. Service JOB DESCR'PT'ON
JOB TITLE: Manager of Communications and Marketing JOB NO: MG038222
FLSA: Exempt
JOB FAMILY: Managerial SAFETY SENSITIVE: No

GENERAL SUMMARY

Plans, organizes and manages information dissemination, public affairs activities, media relations,
marketing and general communications regarding events, operations and programs of the City.
Coordinates and consults with City departments concerning internal and external marketing and
communications strategies to include publications, website content and social media. This person is
responsible for general government crisis communications and serves as the spokesperson for the
City during media events; promotes and maintains communication with all community groups and
organizations, writes speeches, prepares presentations and accompanies the Mayor to public
engagements.

SUPERVISION

General Supervision is provided by the Deputy City Manager. Responsible for supervision of the CVB
Director and the Sales and Services Manager.

ESSENTAL DUTIES AND RESPONSIBILITIES:

1.

10.

11.

12.

All behaviors comply with the Code of Conduct & Rules of Behavior outlined in Chapter 8 of
the General Government Policies and Procedures Manual.

Adheres to assigned work schedule as outlined in City and department attendance policies and
procedures.
Plans, writes and distributes news releases concerning City activities and special events.

Maintains regular media contacts and keeps them informed of issues and events of importance
to the City.

Acts as spokesperson for the City during emergency operations and other media events.
Coordinates with Police and Fire PIOs to ensure accurate and timely information dissemination.

Writes speeches and prepares presentations for use by the Mayor, City Council members and
the City Manager; accompanies the Mayor to public engagements.

Frequently engages in public speaking to the media, community groups, business organizations
and governmental representatives.

Coordinates and assists with special media events such as groundbreakings, ribbon cuttings and
press conferences.

Conducts media relations training for key personnel and develops, implements and updates a
strategic communications plan.

Monitors content of the City's website for effective communication and consults with
departments on content enhancements.

Plans, writes and distributes monthly citizen newsletter.

Oversees the tourism function including convention sales and visitor information center
operations.



13. Collaborates with City, MISD and Chamber organization leaders to implement, maintain, and
evolve the community’s marketing initiative.

14. Develops, coordinates and implements brand marketing and image development for the City.

15. Utilizes multi-media, multi-level communications and technology to accomplish marketing
plans; utilizes multiple databases for targeted marketing and advertising campaigns.

16. Promotes and executes advertising, public relations and marketing plans for community
celebrations and signature community events.

17. Monitors internal and external marketing trends and news coverage, and assists with strategic
responses; evaluates marketing reactions to marketing/advertising programs and formulates
adjustments to meet changing market conditions.

18. Researches, analyzes and monitors trends using focus groups and other feedback tools; uses
data collection to evaluate marketing techniques and suggests strategic improvements.

19. Develops corporate and community leader relationships to enhance promotion activities;
creates customer outreach, communication and education programs.

20. Develops, monitors and reports on performance measures that document the effectiveness of
marketing and tourism initiatives; makes recommendations based on return on investment.

21. Establishes marketing goals; develops and executes strategic marketing plans and programs.
Reviews and approves the creation, development and implementation of all City marketing,
use of City brands, advertising materials and department publications.

OTHER DUTIES AND RESPONSIBILITIES

1.  Performs other duties as assigned.

MINIMUM JOB REQUIREMENTS

EDUCATION

Bachelor’s degree in journalism or related field with major course work in public relations,
communications, technical writing or advertising.

EXPERIENCE

Five years of progressively responsible professional experience in a government agency PIO
role, print or television media, public affairs, or related field.

LICENSES AND CERTIFICATES

Possession of a valid Class C Texas Driver’s License.

COMPETENCIES

A supervisor's performance will be evaluated based on five employee competencies and five
supervisor competencies.

The five employee competencies are:
1) Job knowledge; 2) Teamwork; 3) Customer Service; 4) Flexibility; 5) Work Ethic

The five supervisor competencies are:
1) Leadership & Results Orientation; 2) Coaching, Mentoring and Developing Employees;
3) Communications and Maintaining an Open Mind; 4) Vision & Innovation; and 5) Empathy.



KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

Proficient use of computers, presentation software packages and Internet with emphasis on
job-related activities.

English usage, spelling, grammar and punctuation.
Advanced reporting, writing and speaking skills.
Media resources and requirements posed by them.

Operation of a variety of office equipment including computers and multimedia
presentation equipment.

Relating to the media, general public, public officials and community leaders.
Web site function.

Video production and editing.

Ability to:

Work effectively with public officials.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective cooperative working relationships with the media, citizens,
elected and appointed public officials and staff.

Plan, publicize and coordinate special events and programs.

Write, edit, publish and distribute newsletters, press releases and promotional materials.

Act as spokesperson for City during television, radio and newspaper interviews and public
speaking engagements.

Organize work and meet deadlines.

Work independently in the absence of supervision.

Pass a medical physical examination and drug test.

Meet the City’'s driving standards and use personal vehicle.

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT

Maintain effective audio-visual discrimination and perception needed for:
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