Class Code:  8102 (classified) 
0290 (certified)
DIRECTOR OF PUBLIC RELATIONS
A. Responsible To:  Superintendent of Schools


B. Primary Job Responsibility:  To serve as the public liaison for the school district.  Promote communication within the community, professional staff school board, and to the public.  
C. Essential Functions of Job Responsibility

Public Relations Director

· Implements all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Maintains news file concerning McCracken County Schools.

· Coordinates certificate presentations at Board meetings.

· Coordinates all United Way activities for the district.

· Coordinates Key Communicator activities.

· Serves as media liaison and chief district spokesperson.

· Promotes activities and student, faculty and staff accomplishments at all schools in the district.

· Prepares media releases and advisory items for local media outlets.

· Keeps media informed on important events.
· Prepares brochures, flyers, and publications for the district.

· Prepares district newsletters.

· Works with the Chamber of Commerce and other community organizations.
Other Assigned Duties
· Serves on various boards.

· Prepares speeches and/or other forms of written communication in concert with the Superintendent.

· Prepares grant applications.

· Performs such other duties as may be assigned by the Superintendent.

· Maintains regular and predictable attendance.

· Maintains a professional and appropriate appearance.

· Adheres to the professional code of ethics.

EDUCATION AND EXPERIENCE:

-Valid State Teacher Certificate (Preferred)

-Appropriate Administrative Certificate (Preferred)
-Bachelor’s degree in Education, Public Relations, Marketing, Organizational Communication, or other appropriate field (Required)

PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	►
	

	Sitting
	
	
	►
	

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	►
	
	

	Bend/Stoop/Crouch
	►
	
	
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	
	►
	

	►  Up to 20 lbs.
	
	
	►
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Salary and work year to be established by the Board.
EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Certified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the Superintendent.

_____________________________
________________________________

Signature





Date

Print Name
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