
CHESTER COUNTY INTERMEDIATE UNIT 
455 Boot Road, Downingtown, PA 19335 

 
 
Project Staff Position Description                                 Last Update:  May 18, 2009 
 
Position Title: Communication Specialist   

Division:  Communication & Learning Solutions    

Department/Program: Communication 

Reports to (position): Communication Manager 

Subordinate Positions: NA 

Status of Position (check one): X Exempt  (Not eligible for overtime.)  
Non-Exempt  (Eligible for overtime.) 

SUMMARY OF POSITION: 
 This position is responsible for providing desktop publishing services to internal and external 

clients, including but not limited to producing directories, calendars, brochures, flyers and 
newsletters. 

• This position is responsible for writing press releases regarding programs, events, students 
and staff of the Chester County Intermediate Unit and disseminating the information to the 
media. 

• This position is responsible for assisting in the planning, coordinating and conducting of 
CCIU special events as needed. 

 
 
DIMENSIONS AND ORGANIZATIONAL RELATIONSHIPS OF THE POSITION:  
The communication specialist is a central office position reporting to the Communication 
Manager.  
 
The position has a high level of autonomy; however, must work with the administrative teams 
across the organization. The position interacts with all levels of intermediate unit staff, school 
district staff, the media, parents, and students.  
 
This position must develop strong relationships with both internal and external clients of the 
CCIU. 
 
ESSENTIAL JOB RESPONSIBILITIES:  

(Do NOT list specific tasks.  Prioritize areas of responsibility.) 
 

PRIORITIZE beginning with the most important. 
 
1. Responsible for providing media relations services to CCIU programs, including: writing 

press releases and providing photographic services regarding CCIU programs, activities, 
events, students and staff and to disseminate the press releases to the local media; and 
contacting media to cover upcoming events and stories of significance. 
 



2. Produce I.U. publications and other printed materials for the I.U. This includes: writing 
articles, providing photographic services, performing design and layout duties and interacting 
closely with public relations director to ensure adequate coverage of human interest stories, 
operational and organization plans, employee benefits and other areas of customer and 
employee interests. 
 

3. Analyze latest communications trends and technologies and implement and modify strategies 
for CCIU to distribute its message using the most appropriate communication delivery 
system for the intended CCIU target audience.   
 

4. Develop and coordinate multimedia packages—letters, brochures, video, point-of-purchase 
displays as assigned. 

 
5. Update and maintain the CCIU web site. 
 
6. Assist in the planning, coordinating, and conducting of CCIU special events and activities. 
 
 
ESSENTIAL JOB SKILLS 

PRIORITIZE beginning with the most important. 
 
1. Excellent written and verbal communication skills, including the ability to write in an 

ability of formats (journalism, speech writing, reports, etc and other areas of customer 
and employee interests). The incumbent must write clearly and informatively; edit work 
for spelling and grammar; vary writing style to meet needs of the audience and message 
delivery system; present numerical data effectively; and, be able to read and interpret 
written information.  
 

2. The position requires a high degree of technical expertise and proficiency in desktop 
publishing, word processing, page layout, web layout/design, graphic design, scanning 
and digital photography enhancement programs.  

 
3. The position requires the ability to be innovative.  The incumbent must display original 

thinking and creativity; meet challenges with resourcefulness; generate suggestions for 
improving work; develop innovative approaches and ideas; present ideas and information 
in a manner that gets others' attention.  
 

4. This position requires the ability to demonstrate adaptability. The incumbent must be able 
adapt to changes in the work environment; manage competing demands; change approach 
or method to best fit the situation; deal with frequent change, delays, and/or unexpected 
events.  
 

 
 
BUDGET RESPONSIBILITIES: 

      A.  Total budget for which the position is directly responsible:  $ 0.  

      B.  Total budget for which the position is indirectly responsible: $ 0.  



 
QUALIFICATIONS: 

A. Education and Experience 
1. Bachelor’s degree in communications or related field (journalism, English, 

marketing) 
2. Internship or other work-related experience in the communications/public 

relations field 
3. Work requires communication and marketing skills normally acquired through a 

bachelor's degree in communications or related field 
 

B. Skills and Abilities  (The following are examples based on compliance with ADA.) 
1. Language Skills 

a. Effective, efficient, empathetic, energized, and engaging communicator 
with outstanding public speaking and writing skills.  

b. Excellent written and verbal communication skills.  Ability to adapt 
writing for a variety of purposes: press releases, speeches, feature 
articles, reports, etc. 

c. Ability to read, analyze, and interpret professional literature, financial 
reports, legal documents, technical procedures, and governmental 
regulations. 

d. Ability to write press releases, reports, formal correspondence, and 
procedural documents that conforms to prescribed style and format. 

e. Ability to effectively present information and respond to questions from 
groups of supervisors, administrators, staff, media and the general 
public. 

f. Ability to effectively develop and present training sessions based on 
assessment of needs. 

g. Ability to respond to common inquiries or complaints from the media, 
customers, agencies, vendors, or other members of the community. 

2. Mathematical Skills 
a. Ability to apply basic mathematical concepts in the performance of 

routine assignments. 
3. Reasoning Ability 

a. Ability to define problems, collect data, establish facts, and draw valid 
conclusions. 

b. Ability to interpret technical instructions and regulations involving both 
abstract and concrete variables. 

c. Ability to apply sound judgment to resolve conflicts and solve problems.  
4. Other Skills and Abilities 

a. High energy and motivation level. 
b. Comfortable delivering and receiving constructive/critical feedback. 
c. Sharp critical thinking skills with sound judgment. 
d. Strong organization, prioritization, time management, and follow-

through. 
e. Passion for helping others. 
f. Ability to apply knowledge of current research and theory in specific 

field. 



g. Ability to establish and maintain effective working relationships with 
staff, administration, agencies, and the community. 

h. Ability to transport between central office and various locations 
throughout the county and state as required by the position. 

i. Ability to communicate clearly and concisely. 
j. Ability to meet demands from several people, and to multi-task. 
k. Outstanding interpersonal skills.  
l. Ability to develop, plan, and implement short- and long-range goals. 
m. Ability to gather data, compile information, and prepare reports. 
n. Ability to plan and evaluate programs. 
o. Organizing and coordinating skills. 
p. Ability to maintain and coordinate the scheduling of events. 
q. Ability to work effectively with diverse populations. 
r. Ability to configure and use computerized database and word processing 

programs.  
s. Ability to handle sensitive situations and/or people.  

 
Physical Demands:  
The physical demands described here are representative of those that must be met to successfully 
perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
A. While performing the duties of this job, the employee is frequently required to sit, stand, and 

walk. 
B. The employee is frequently required to stand and speak for long periods of time. 
C. The employee is frequently required to talk and listen. 
D. The position requires the employee to use hands to handle or feel, and to reach with hands 

and arms. 
E. The employee must occasionally lift and/or move up to 25 pounds. 
F. This job requires close vision and the ability to adjust focus. 
G. The position requires meeting deadlines with severe time constraints, interacting with staff 

and the public, and irregular or extended work hours. 
H. The employee is frequently required to drive from central office to other CCIU facilities and 

program locations. 
I. The employee is frequently required to take notes and to conduct interviews. 
 
 
Work Environment:  
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
      A.  The noise level in the work environment is usually quiet to moderate. 

B. The work environment is typical of an agency office, comprised of office and cubical 
spaces. 

C. The work environment is often in public and/or private school environment with a high 
degree of interaction with students in grades k-12. 

D. Ability to work under deadline pressure and extra hours if needed on assignments. 
E. This is a smoke-free/drug-free environment.   

 



 
 

Prepared by (signature):  Mary Jeanne Curley   Date:      

Approved by (signature):        Date:       
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