Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title



Public Relations Officer

Job Grade



Grade 4
Directorate/department/section
Executive Office
Reports to



Public Relations Manager
Directly supervises


None

JOB PURPOSE (reason for job existing)

· To develop designated Ministry/Ministries annual communications programme(s) and to carry out public relations and communications programmes for Ministries and for other bodies where there is no conflict on interest with Government policy.

KEY OUTPUTS (results, deliverables)

· Annual designated Ministry/Ministries communications programme(s) developed;

· Annual designated Ministry/Ministries communications programmes facilitated;

· Communications contracts executed.

PERFORMANCE INDICATORS (how success will be measured)

· Level of Ministry/customer satisfaction with quality of communications programmes in relation to its policy and programme priorities;

· Level of Ministry/customer satisfaction with the outcomes of communications programmes in relation to its policy and programme priorities;

· Value of Ministry communications contracts executed in relation to budget;

· Value of other communications contracts executed in relation to budget.

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· With the Chief Executive Officer liaise with the Director of Production and production department managers in order to understand and support the optimal delivery of Ministry and other communications programmes through optimal use of production facilities;

· Liaise with other departmental managers in order to facilitate the achievement of synergy amongst outputs in terms of Ministry and other communications programme;

· Assist the Chief Executive Officer in the development of the relevant sections of the JIS’s Corporate Plan, Annual Business Plan and Budget;

· Develop the business of the agency through effective communications and customer relationship management;

· Ensure that all programmes, projects and jobs are properly costed, in liaison with the Chief Executive Officer and in accordance with the instructions of the Director of Finance;

· Secure the agreement of the Chief Executive Officer before committing JIS to contracts;

· Operate within the departmental operating procedure manual;

· In liaison with the Chief Executive Officer ensure client acceptance and sign off at key implementation stages of programme proposal and programme delivery;

· Liaise with communications and PR personnel (especially Information Officers) within client Ministries and their portfolio Departments and agencies;

· Ensure that customers receive the deliverables set out in the contracts and to the required standards and within the cost estimate;

· Write and develop public relations programmes and projects;

· Develop promotional and marketing strategies;

· Provide support to journalists and writers by writing news releases, feature articles, statements, reports, speeches and draft television and radio scripts for news features and documentaries;

· Manage projects such as organising seminars, workshops, conferences and community meetings;

· Coordinate the writing and publication of sundry print collateral materials;

· Arrange and facilitate news conferences and press briefings;

· Write reports and situational analyses as required;

· Manage, in liaison with the Chief Executive Officer, key customer relationships;

· Correctly identify and propose good and creative solutions to communications needs;

· Such other duties and responsibilities, appropriate to this post, as may be required by the JIS from time to time.

JOB DIMENSIONS (authority, scope and impact of job)

· No staff responsibility;

· No budgetary responsibility;

· Responsible for account/customer relationship management;

· Responsible for portion of revenue.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· A degree in Communications, Journalism, Public Relations or a related field is essential.

Knowledge and understanding of the workings of Government, policy development and programme implementation;

· Investigative skills and good analytical and statistical skills.  Able to write well and express complex issues in an easily understood and compelling way.  A good communicator and able to see solutions to problems.  A skilful and able presenter, whether working “live” or with scripted material;

· At least five year’s communications experience including writing, either as a journalist, PR professional or broadcast journalism scriptwriter.

VALIDATION

This job description was prepared by _________________________(name) on __________(date)

This job description is validated as an accurate and true description of the job when the CEO signs below.

I have validated this job description _____________________(signed, CEO) on _________(date)

