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Administrative Office of the Courts

COMMUNICATIONS OFFICER


Scope of Responsibility

· Performs public information duties for the Administrative Office of the Courts (AOC) and the Supreme Court. 

· Working under the direction of the Judicial Communications Manager, responsible for a variety of public information tasks in support of the Washington State judiciary.  There are two primary areas of responsibility for which the Communications Officer will perform public information assignments.  These areas focus on the judiciary and/or information technology projects, products and services provided by the AOC. 
· Work is expected to be performed with the appropriate degree of expertise and skill as defined within the essential functions for this position.

· Requires work to be performed independently and consistent use of independent judgment in assigned area of expertise and under general supervision.  Exercises decision making responsibility as defined by managerial level staff.  



Essential Activities

· Participates in the planning, organizing, and implementing of the communications and public relations program for the AOC and judiciary.  Participates in strategic planning processes for communication and public relations.  Informs current and potential customers and stakeholders about products, services, and policy to advance initiatives that are priorities for the AOC and judiciary.
· Performs original writing and/or editing assignments in the development and preparation of communication materials for print, web and interactive media formats.  Consults with clients and provides recommendations regarding appropriate methods and techniques of designing and producing materials for distribution.
· Selects, edits, formats, and proofreads materials for agency reports, newsletters and magazines; explains desired typography, illustrations, layout, and other requirements to printers and artists; distributes publications.  Performs or assists in the direction of research tasks; collects clippings and other information.

Essential Activities (continued)

· Gathers information for use in articles, news releases, and other written materials through research, attendance at judicial conferences, seminars, workshops, and personal interviews.  Assists in the drafting of news releases, radio/television announcements, magazine articles, feature stories, newsletters and copy for pamphlets, brochures and other publications. 

· Assists in the staffing of committee meetings and other special events.

· As directed by the Communications Manager, drafts and edits speeches and articles for judicial leaders and other AOC staff members.  Locates reference sources for use in speeches and articles.
· Receives and responds to inquiries of a general nature from the news media, court community, or public using prepared materials, statements, or fact sheets; Refers complex or technical questions to the appropriate source.

· Performs other work as required.



Key Competencies
· Proficient knowledge of news and feature writing techniques.

· Proficient knowledge of editing, composition and publication layout techniques, as well as, graphic arts and printing methods.

· Proficient knowledge of photographic techniques.

· Demonstrated ability to create and distribute information materials via a wide range of print and electronic mail.

· Proficient working knowledge of grammar, spelling and general office procedures and processes.
· Proficient use of computer applications such as Outlook, Word, Excel, PowerPoint, web and other publication software; ability to create and maintain automated databases.
· Demonstrated ability to learn and use new computer applications as needed or required.

· Demonstrated ability to communicate effectively orally and in writing.
· Demonstrated ability to communicate technical information to a non-technical audience.
· Demonstrated ability to multi task in a functionally complex environment.

· Proficient ability to sort tasks and assess task priorities.

· Proficient ability to plan work efficiently and effectively.
· Demonstrated ability to gain and utilize knowledge of internal and external protocols while establishing effective and respectful working relationships with judicial leaders, employees of the judiciary or other organizations, and representatives of the news media.
· Acquires and integrates input from others regarding critical actions, timelines, sequencing, and priorities.

· Demonstrates the ability to identify, analyze, and resolve problems in a consultative process bringing problems and recommendations for solutions.
Key Competencies (continued)

· Proficient time and resource management skills demonstrating the ability to work on multiple assignments concurrently, plans work to accomplish assignments, manages time to complete assigned tasks within the structure set by supervisor.

· Accurately assesses the resources necessary to carry out planned actions.

· Perceives the impact and implication of decisions made regarding resources. 

· Anticipates potential problems as well as opportunities and adjusts plans based on input.

· Approaches and performs work with attention to detail.

· Prioritizes the requirement of keeping all parties apprised of progress on tasks.

· Consults with and keeps the appropriate senior staff informed on specific work assignments. 

· Meets productivity standards, deadlines, and work schedules.

· Stays focused on tasks in spite of distractions and interruptions.

· Accepts personal responsibility for the quality and timeliness of work.

· Acknowledges and corrects mistakes.

· Clearly sees and understands the customers’ expectations and ensures that work products meet those expectations.



Qualifications and Credentials

A Bachelor’s degree in journalism, public relations, communications, English or related field AND:

· One year experience in journalism, public information, public relations or technical writing.
Relevant work experience may substitute for education on a year for year basis.


SALARY RANGE: 47 


· Workweek may fluctuate depending on workload or agency need.

· Overnight travel may be required based on business need.

· This position is not covered under the Fair Labor Standards Act (FLSA).
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