
 
 
JOB DESCRIPTION & ANNOUNCEMENT 

Position:      Community Relations Officer 
Reports To:    Community Relations Director 
Classification:    Exempt 
Starting Salary:     $45,000  
Deadline to Apply:  Friday, May 27, 2016, 5 p.m. 
 

 
Position Summary: 
 
The Community Relations Officer is responsible for enhancing the First 5 Fresno County 
Commission’s interactions and communications with various community stakeholders including 
Commissioners, community partners, parents and caregivers, and the general public.  
 
Duties & Responsibilities:   
      

 Provide management of assigned Community Relations contracts including review of 
applications, selection of grantees, technical assistance, site visits and required compliance 
oversight and reporting.  
 

 Ensure successful participation and engaging content for Commission outreach events by 
planning, attending, and ensuring appropriate staffing and resources. Coordinate logistics for 
the use of the Breastfeeding Friendly Express. Track event attendance and evaluate event 
success to provide direction for future outreach efforts.  

 Manage all aspects of the Commission’s digital properties, including website and social media 
content and maintenance. 

 Manage the agency’s internal newsletters by recommending, drafting and editing appropriate 
content. Also responsible for newsletter design and distribution.  

 Develop agenda items and present information and recommendations in monthly Commission 
meetings as needed. 

 Build and maintain relationships with local media. Draft and distribute engaging press releases, 
and coordinate press conferences as needed.  
 

 Make thoughtful recommendations for agency communication materials. Purchase, distribute 
and organize materials as needed.  

 Manage, coordinate and promote communications campaigns as assigned. 

 Coordinate the planning and execution of events as needed. 

 Other duties as assigned. 

 
 
 



Qualifications: 
 
Education/Certification 

 Four-year college degree in Journalism, Public Relations, Marketing, Communications, or 
related field of study required. 

 
Knowledge/Skills/Abilities  

 Minimum three to five years of experience in a Communications-related position.   

 Bilingual (English/Spanish or English/Hmong) preferred. 

 Ability to speak in a clear, informative, and engaging manner to community groups. 

 Knowledge of Communication best practices and the Fresno County community; Issues related 
to early childhood development. 

 Self-motivated and able to work independently with minimal supervision. 

 Skill in written and oral communications. 

 Experience with social media platforms and web site maintenance. 

 Must possess excellent written and oral communication skills. 

 Ability to develop press materials and craft engaging press releases. 

 Proficient in Microsoft Office Suite.  

 Exhibit initiative, sound judgment, and work well with multiple deadlines and under pressure. 

 Multi-task with great attention to detail. 

 Excellent organizational skills and the ability to adapt to new conditions, assignments, and 
deadlines. 

 Good interpersonal communication skills and the ability to work effectively in a team 
environment. 

 Experience using Photoshop and InDesign preferred. 

 Possess problem-solving and analytical skills. 

 Valid California driver’s license and satisfactory driving record, reliable transportation and auto 
liability insurance required. 

 Able to attend evening and weekend events as required. 
   
Organizational Accountabilities 
 
The following are agency values in the form of organizational accountabilities that we, at First 5 Fresno 
County strive to encourage, develop and strengthen in all team members:  
 
Mission: Shares in and displays a commitment to the mission and philosophy of First 5 Fresno County in 
providing excellent internal and external customer service. Actions and decision-making exemplify the 
mission, demonstrate cultural sensitivity, dedication, and compassion, and are in the best interests of the 
Commission, its staff, partners and the community.         
 
Teamwork: Demonstrates ability to work harmoniously with others to get a job done. Attitude promotes 
positive work environment; respects others; resolves issues and conflicts. Communicates effectively with 
team members and provides constructive suggestions to improve team performance.    
           
Professionalism: Maintains the necessary level of professional knowledge and technical proficiency to 
fully perform all job requirements. Identifies growth opportunities and takes initiative to increase 
competency.       
 
Leadership: Acts in a self-directed manner; takes action before being directed by others or forced by 
events. Seizes opportunities and is proactive in avoiding potential problems. Learns from own mistakes; 
adapts to changing conditions; takes on challenging or difficult assignments. Inspires excellence and 
commitment in others.  
 
Planning/Time Management: Determines resources and actions required to accomplish objectives. Sets 
priorities and manages time effectively to meet deadlines and follow through on commitments.  Identifies 



potential problems and opportunities and works with supervisor to plan contingent actions, as 
appropriate.  
 
Integrity and Trust: Is widely trusted and seen as truthful; presents the facts in an appropriate and 
professional manner; keeps confidences; admits mistakes; does not misrepresent him/herself for 
personal gain. 
 
 
Physical Requirements: 
The physical demands listed 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.   
 
While performing the duties of this job, the employee is regularly required to stand, walk, sit; use 
hands for clerical duties and keyboarding.  The employee is occasionally required to reach with 
hands and arms; stoop and kneel. The employee must regularly 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 
includes close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.  
Acute hearing is necessary for telephone and in-person communication with callers and community 
members, and visual acuity sufficient to read a computer screen and paper documents.   
 
Working Conditions: 
This position typically functions indoors in an office environment with light to moderate noise 
associated with business office equipment.  The position may involve travel to Commission meetings 
and events.  
 

How to Apply: 
Submit a cover letter and a résumé via email to Alix Hillis, Administrative Officer, at 
ahillis@first5fresno.org or in person during normal business hours by 5 p.m. on deadline date.  
Cover letter should describe the specific experience and skills you believe make you an ideal fit for 
the above responsibilities and qualifications. Please also provide a list of three professional 
references.  
 
Office address:  2405 Tulare Street, Suite 200, Fresno, CA 93721. 
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