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JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance

Knowledge, Skills & Abilities

55 | Serves as Department of Administrative Services (DAS) Communica-
tions Officer by planning & directing the oversight of all written &
electronic forms of communication directed to DAS employees: con-
tributes to the writing and communications of policies & procedures to
ensure agency publications are appropriate, timely, & effective; uses
marketing techniques (e.g., focus groups, usability studies, surveys) to
evaluate effectiveness of agency publications and recommends neces-
sary improvements; works with division managers & staff to create
materials for distribution to state employees and DAS audiences (e.g.,
state employees, state agencies, DAS employees & general public);
designs, writes & edits materials (e.g. instructional materials, manuals,
public relations materials, newsletters & brochures) and develops mar-
keting strategies to target specific audiences; writes and posts an-
nouncements for state employees via myohio.gov and other distribu-
tions such as list serves. Attends communications-related planning
meetings; attends seminars/classes as needed to maintain knowledge of
latest electronic & technological changes in publication software; over-
sees planning & design of marketing campaigns aimed at state employ-
ces who participate in state benefits programs. Serves as consultant and
planner for agency operational change-management communications
needs. Conducts research for agency internal and external communica-
tions needs as assigned.

JOB CODE TITLE

Public Information Officer 1

25 | Serves as a Communications Consultant: routinely checks in with the
division deputy directors or program administrators to offer communi-
cations solutions to enhance their business or solve problems. Respon-
sible for editing and review of work products of communications col-
leagues to ensure accuracy, clarity, readability, compliance with agency
brand, and editorial style.

20 | Serves as agency editor for a wide variety of electronic and print com-
munications materials. Responsible for generating editorial content
recommendations for agency communications. Editing final copy
agency electronic and print publications and upholding the standards set
for the agency by the deputy director of communications.
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Knowledge of (1) business administration;
(2) agency & state government policies &
procedures*; (3) operations research tech-
niques; (4) public relations; (5) English
composition & grammar.

Skill in (6) operation of personal computer
& associated hardware/software (e.g., Pho-
toshop, Illustrator, PageMaker, Freehand,
Flash, Dreamweaver, MS Word & Excel);
(7) graphics creation, page layout & web
site design.

Ability to (8) deal with many variables &
determine specific course of action; (9) use
proper research methods in gathering data;
(10) gather, collate & classify information
about data, people or things; (11) draft &
edit administrative policies, procedures,
informational booklets & directives.

Knowledge of 1, 2%, 3, 4, 5.
Skill in 6, 7.
Ability to 8,9, 10, 11.

Knowledge of 1, 2%, 3, 4, 5.
Skill in 6, 7.
Ability t0 8, 9, 10, 11.

*Developed after employment.
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