CLASSIFICATION TITLE: JOB NUMBER: | AFFILIATION:
Public Safety Communications | Jp-307 Unaffiliated
Specialist
REPORTS TO: PAY GRADE: FLSA STATUS:
Rq:/(jalugd Communications & Marketing | 19 Non-Exempt
7 Manager
GENERAL SUMMARY

Performs intermediate-level professional communications and public information work in
support of the City of Richland’s public safety departments, including the Richland Police
Department and Richland Fire & Emergency Services. This position develops,
implements, and supports public information, media relations and community
engagement strategies to enhance public awareness, strengthen community trust,
support community risk reduction efforts, and performing related work as apparent or
assigned. Work is performed under the moderate supervision of the Communications &
Marketing Manager or designee (supervisor). The position requires flexibility to work
varying shifts, including evenings, weekends, and holidays, and may respond to or
support emergency or critical incident communications as needed.

CORE VALUES

All employees are expected to model and foster the City of Richland’s core values in the
performance of their duties and their interactions while representing the City. The values
of Teamwork, Integrity, and Excellence promote and maintain a high level of morale and
productivity, and are the tie that binds all City employees together, across all functions.

ESSENTIAL JOB FUNCTIONS

To be successful in this position, an individual must be able to perform each essential
function satisfactorily. Additional duties of a similar nature and level may also be
assigned. The City may make reasonable accommodations to enable a qualified
individual with disabilities to perform the essential functions.

e Serves as a primary public information contact for assigned public safety
departments and supports the City’'s Public Information Officer (PIO) function
for public safety communications under the direction of the Communications &
Marketing Manager, who serves as the City's lead PIO; coordinates and
supports PIO training and development activities.

* Assists in the development and implementation of media communication
strategies for public safety departments; drafts and prepares press releases,
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advisories, and official statements for review and approval by department
leadership and/or the City’'s Communications and Marketing Division;
coordinates with news media; and supports emergency or critical incident
messaging as directed

e Supports and implements strategic communication plans that promote
transparency, public education, emergency preparedness, and community
trust across police and fire/EMS services.

e Creates and maintains public safety website content to ensure accuracy,
timeliness, accessibility, and compliance with City standards and ADA
requirements.

e Administers public safety social media platforms, including content creation,
scheduling, publishing, monitoring engagement, and responding or routing
inquiries appropriately.

e In coordination with the Communications & Marketing Manager and in
alignment with strategic goals, tracks, analyzes, and reports on digital
engagement and communication effectiveness related to public safety;
identifies trends and recommends improvements.

e Plans, coordinates, and implements public safety outreach activities,
community risk reduction programs/initiatives, and special events under
established objectives and direction to increase community awareness,
preparedness, and understanding of police and fire/EMS operations.

e Serves as a liaison between public safety leadership and community, business,
and public-sector organizations by facilitating communication and sharing
information as directed.

o Researches and prepares public safety specific communication materials,
presentations, and informational products for internal and external audiences
in both digital and in-person formats.

e Attends meetings, serves on committees, and represents public safety
departments at community events to strengthen relationships and promote
departmental priorities.

e Supports broader Communications & Marketing Division initiatives by
collaborating on citywide campaigns, content development, community
engagement efforts, and cross-departmental communication projects;
participates in division activities and performs related duties and special
projects as assigned.
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KNOWLEDGE, SKILLS AND ABILITIES

The requirements listed below are representative of the knowledge, skill, and/or ability
required to successfully perform the essential functions of the position.

Knowledge of:

Principles and practices of public information, media relations, and crisis and
emergency communications.

Incident Command System (ICS) and National Incident Management System
(NIMS) principles.

Techniques for effective social media management, and website administration.
Public safety operations, including law enforcement and fire/EMS services, and
associated community outreach and public education practices.

Public relations and marketing strategies applicable to governmental and public
safety organizations.

Public speaking techniques, including group facilitation and presentation delivery.
Methods for developing public service announcements and educational materials
related to safety, prevention, and preparedness.

Applicable department policies, procedures, and organizational structure.

A broad range of computer software and systems, including word processing,
spreadsheets, content management systems, desktop publishing, and webpage
design.

Correct English usage, grammar, spelling, punctuation, and vocabulary.

Skills and abilities to:

Represent the City and its public safety departments professionally during media
interactions, emergencies, and public events in accordance with established
protocols and direction.

Follow established communication protocols, approval processes, and chain of
command, particularly in emergency or sensitive situations.

Develop and deliver clear, accurate, and engaging written, digital, and multimedia
content.

Utilize social media platforms to support community engagement, public
education, and crisis communication as identified in the City’s Strategic
Communications & Community Engagement Plan

Learn, interpret, and apply City and departmental policies and procedures.
Maintain confidentiality of sensitive and protected information.

Communicate clearly and effectively, both orally and in writing.

Organize and manage multiple projects, meet deadlines, and work independently
in a fast-paced environment.

Operate modern office equipment and relevant software applications.

Exercise tact, discretion, and sound judgment in public-facing and internal
interactions.

Establish and maintain effective working relationships with staff, media
representatives, partner agencies, and community stakeholders.
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SPECIAL REQUIREMENTS

Obtain ACCESS Certification within six (6) months of hire and maintain certification
throughout employment.

Complete FEMA Public Information Officer (Basic PIO) program within one (1) year
of hire.

Complete FBI-LEEDA Media & Public Relations (MPR) course within one (1) year
of hire.

Valid driver’s license.

EDUCATION AND EXPERIENCE

Associate’s degree in communications, public relations, journalism, marketing, or a
closely related field, and at three (3) years of progressively responsible experience in
public information, digital communications, or community engagement; or an equivalent
combination of education and experience.

COMPETENCIES

Foundational

Use Technical/Functional Expertise: Displays an appropriate depth of knowledge
and skills as required for the position and commensurate with the time in class.
Uses technology as appropriate for the position. Seeks additional knowledge and
information to continually enhance knowledge in areas of specialty.

Be Accountable for Performance: Actively shows responsibility, reliability, and
trustworthiness. Ensures work and information are complete and accurate. Admits
mistakes and looks for ways to improve. Models self as dependable and reliable.
Follows up with others to ensure agreements and commitments have been fulfilled.
Values the importance of team and organizational success. Independently takes
action to influence events, to improve own or organizational performance and to
promote the goals of the organization.

Provide Excellent Customer Service: Anticipates, assesses, and responds
effectively to the needs of diverse customers, both internal and external, providing
consistently excellent service that is timely, accurate, courteous, and respectful.
Communicate Effectively: Uses verbal and written skills effectively to ensure that
information is successfully shared throughout the organization. Relates well to a
range of people. Shows sensitivity to the needs of others. Demonstrates ability to
build rapport and facilitates mutual understanding.

Work Safely: Knowledge and application of relevant safety requirements that apply
to the specific work being done. Recognizes and mitigates safety hazards on the
job. Observes rules and regulations to comply with personal and workplace safety
standards. Works to create a hazard-free, accident-free environment.

Adopted: 06/26 Revised: Job #: JP-307



Public Safety Communications Specialist — Continued Page 5 of 5

PHYSICAL REQUIREMENTS AND WORKING ENVIRONMENT

The work environment characteristics described are representative of those an employee
encounters while performing the essential functions of this job. The physical demands
described below 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.

This work requires the regular and punctual attendance at the office or other assigned
locations; occasional exertion of up to 25 pounds of force; work regularly requires sitting,
speaking or hearing, using hands to finger, handle or feel and repetitive motions and
occasionally requires standing, walking, climbing or balancing, stooping, kneeling,
crouching or crawling, reaching with hands and arms, pushing or pulling and lifting; work
has standard vision requirements; vocal communication is required for expressing or
exchanging ideas by means of the spoken word; hearing is required to perceive
information at normal spoken word levels and to receive detailed information through oral
communications and/or to make fine distinctions in sound; work requires preparing and
analyzing written or computer data, operating motor vehicles or equipment and observing
general surroundings and activities; work has no exposure to environmental conditions;
work is generally in a moderately noisy location (e.g. business office, light traffic).

Authorization (for Archive)

The duties listed above are intended only as illustrations of the various types of work that
may be performed. The omission of specific statements of duties does not exclude them
from the position if the work is similar, related or a logical assignment to the position.

The job classification does not constitute an employment agreement between the City of
Richland and any employee and is subject to change by the City as the needs of the City
and requirements of the job change.

Adnes P/t Y/25/79 ¢

Human Resources Director Date

S bfas /2026
Department.Head Date ¢

— b/2s /20?.'0
CitWaﬁager or Authorized Designee Date’
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