Job title:  Director of Communications                                                  FLSA status:  Exempt
Department:  Administration  



Reports to:  Executive VP/CEO                                 
Position summary:   To promote communications (internal and external), public relations, and economic development programs aligned with the Cooperative business priorities; assist in the development, implementation and evaluation of strategies, plans and operational management of public relations; promote effective community and governmental relationships with local and state governmental agencies, elected and appointed officials and business and community organizations.  
General purpose:  To enhance business relationships in the Cooperative service area by fostering the goals of the Cooperative’s core values. 
Role qualifications:

· Must possess the knowledge and versatility to work at many levels with outside entities, membership and employees
· Must exhibit the highest quality of administrative and management skills

Position responsibilities:

· Serve as Editor (including writing and design) for monthly Cooperative newsletter

· Design, implement and manage a coordinated program to promote a positive image of the Cooperative
· Develop and maintain a member satisfaction survey and present results to senior staff  
· Assist in preparing for cooperative’s annual membership meeting

· Coordinates Cooperative’s youth programs including Washington Youth Tour, Tallahassee Youth Tour and Scholarship program
· Coordinate Cooperative’s key accounts program

· Serve as media spokesperson and maintains good media relations
· Effectively oversee the Cooperative’s social media platforms and provide content as required

· Serve as liaison with news media

· Coordinate projects with public relations, advertising and communication consultants

· Responsible for Cooperative’s ACRE program

· Assist in the review of member communication and complaints and the preparation and delivery of responses, both written and verbal
· Assist in the development of and recommendations for short-term and long-term plans, goals and objectives for the Cooperative
· Attend and coordinate Cooperative efforts for various public relations and community service meetings and events, under the direction of the Executive VP/CEO

· Perform other duties as assigned

Essential Skills and Experience:

· Computer proficiency in Microsoft Office products; ability to acquire skills in the use of applicable Cooperative software programs and customer information systems
· Ability to utilize office automation technology
· Excellent communication and interpersonal skills
· Bachelor’s degree in Public Relations/Journalism/Communications and two (2) years related experience; or equivalent combination of education and experience
· Self-motivator
· Developed organizational skills
· Ability to exercise extreme confidentiality
· Ability to be flexible and adaptable
· Experience in making presentations to the public
· Prior customer service experience


Valued but not required skills and experience:

· Prior Cooperative experience
· Prior supervisory or management experience
Reporting to this position: No direct reports

Physical demands and work environment:  The physical demand characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Physical demands:  While performing duties of job employee will occasionally have to perform such activities as climbing, balancing, stooping, kneeling, crouching, reaching, standing, walking, pushing , pulling, grasping and lifting up to 25 pounds.  Extended periods of sitting and/or standing may be required
General sign-off:  The employee is expected to adhere to all company policies and to act as a role model in the adherence of policies.


I have read and understand this explanation and job description.
Signature:__________________________________________Date:________________
