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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

015 - CCFC

FY 14/15
ANALYST’S INITIALS   IWS
DATE

4/7/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE    
Information Officer I (Specialist)
	POSITION NUMBER

319-001-5601-900
393-900
	TENURE

Permanent

	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

First 5 California (aka California Children and Families Commission)
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$4,488
TO
$5,618


	SEND APPLICATION TO:

First 5 California

2389 Gateway Oaks Drive, Suite 260

Sacramento, CA 95833

     
Attn:  Hanan Boyd
	REPORTING LOCATION OF POSITION

2389 Gateway Oaks Drive, Suite 260
	

	
	SHIFT AND WORKING HOURS

Days, Full Time
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY  -- 8:00a.m. to 5:00p.m.
	

	
	PUBLIC PHONE NUMBER

(916)  263-1050
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Laurel Goddard, Information Officer II
	FILE BY

4/17/15


	“The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions, and sexual orientation.”

SELECTION CRITERIA - The selection criteria will be in the following order:  

· SROA/Surplus eligibles will be considered prior to other recruitment methods.

· Transfers or reinstatements may be considered. Consideration may be given to applicants who are on a CCFC employment list or on another department’s employment list. Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to CCFC’s employment list.

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. 
All interested candidates must submit a standard State Application Form 678. Applications will be accepted only from individuals currently at the Information Officer I (Specialist) level, applicants who have transfer or list eligibility, or individuals who are currently reachable on the Information Officer I (Specialist) list.  All appointments are subject to SROA/Surplus provisions. Surplus applicants, please attach a copy of your surplus letter to the state application.

Please reference “RPA 2014-1 CCFC- 015” and state your eligibility in the Explanations section on your application. 

Are you ready for a challenge?  Are you looking for a rewarding career where you impact the lives of young children?  Here’s your chance!  First 5 California is recruiting for an energetic, committed, and experienced Information Officer I (Specialist). The successful candidate must possess strong organizational skills, commitment to quality client service, and a working knowledge of various software programs (e.g., Microsoft Word, Excel, and PowerPoint). First 5 California is located in the South Natomas area and includes FREE PARKING!


	CLASS TITLE

Information Officer I (Specialist)
	POSITION NUMBER

319-001-5601-900

	RPA NUMBER

015 - CCFC

	FILE BY

4/17/15


ESSENTIAL FUNCTIONS
In accordance with Proposition 10, also known as the California Children and Families Act of 1998, and to assist with the development and implementation of a comprehensive public education and outreach plan consistent with the goals and objectives of F5CA’s Strategic Plan under the direction of the IO II, the incumbent will:

· Write/edit complex departmental reports, develop position papers, or prepare responses to difficult and complicated correspondence and inquiries 
· Use advanced skills in research, writing, editing, and proofreading for multiple categories of print and online publications/documents 
· Write accurately and with proper grammar/punctuation for a variety of audiences and demonstrate versatility in writing styles for multiple publications that may include flyers, bulletins, announcements, articles/features, newsletters, brochures, pamphlets, scripts, news releases, and social media postings (e.g., Twitter and Facebook)
· Work with other staff to coordinate production of a significant quantity and range of documents and publications 

In order to implement F5CA’s education and public outreach plan, the incumbent will assist with all contract activity necessary to achieve the public education and outreach outcomes at the federal, state, and local levels, the incumbent will:

· Advise Executive staff of opportunities to collaborate with other stakeholders by consulting with other agencies on common activities and projects, and after Executive approval, coordinate implementation to maintain ongoing media relations and public education goals and objectives

· Plan legislative schedule and outreach under management direction
· Convene stakeholder meetings in efforts to support outreach outcomes under management direction
· Provide recommendations regarding website changes and upgrades to maintain ongoing public information resources

· Support publication fulfillment. Develop and coordinate materials for press conferences, community, and media events, and industry and public seminars 

· Take digital photos associated with written publications or online materials, Commission meetings, media activities, and department functions 

· Develop talking points or speaker materials for the Executive staff by researching and creating presentations and/or hand-out materials, and public speaking at outreach events

· Conduct media relations duties, including media kit development, media list updates, media event support, and researching and responding to media inquiries

· Review and provide recommendations to the Executive staff on F5CA outreach and education campaigns to ensure appropriateness and consistency with the Strategic Plan

· Support earned media efforts

In accordance with Department of General Service (DGS) guidelines and F5CA Procurement Policy and Procedure Manual and using MS Office and other software programs, in order to administer F5CA media and public relations contracts, the incumbent will:

· Coordinate with contractors to develop work plans for Executive staff approval

· Ensure deliverables are met and invoiced amounts fall within budgetary boundaries

In accordance with the California Children and Families First Act and using MS Office applications, and under the direction of the IO II, the incumbent will:

· Serve as spokesperson with the news media and other public entities representing First 5 California’s public education outreach programs, goals, and objectives to maintain ongoing relations with newspaper, television, and radio outlets, including ethnic media outlets
	CLASS TITLE

Information Officer I (Specialist)
	POSITION NUMBER

319-001-5601-900
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	FILE BY

4/17/15


· Ensure frequent and accurate reporting of local and state commission activities and accomplishments; when necessary, provide background briefing and other preparatory materials for another staff spokesperson

KNOWLEDGE AND ABILITIES 

Knowledge of:  Techniques of preparing, producing, and disseminating information, using all major media of communication; principles and techniques of establishing and maintaining good relations with news media and other public groups; California State Government and principles of public administration.

Ability to:  Write, edit, and prepare for publication or reproduction news releases, magazine articles, correspondence, booklets, brochures, pamphlets, magazines, reports, speeches, scripts for radio, television or motion pictures, and other information material; speak effectively; analyze data, assume responsibility for the administration of a public information program.

SPECIAL PERSONAL CHARACTERISTICS

· Appreciation of news values 

· Ability to analyze situations accurately and adopt effective courses of action 

· Demonstrated capacity for assuming progressively greater responsibility

· Emotional stability under stress

· Appreciation of the need to inform and educate the public on various phases of an agency’s program

· Ability to establish and maintain cooperative working relations with the news media and other public groups

· Ability to gain and hold the confidence and respect of those contacted in the work

DESIRABLE QUALIFICATIONS

· Consult and advise administrators or other interested parties on a wide variety of subject-matter areas

· Ability to establish and maintain cooperative working relations with news media and other public groups

· Ability to meet tight deadlines 

· Act as a team or conference leader

· Knowledge of other state agency tobacco and education media campaigns

· Knowledge of website maintenance and content development 

· Knowledge of California Legislature 

· Write, edit, and prepare for publication or reproduction content and maintenance of website materials
INTERPERSONAL SKILLS 

· Demonstrated ability to act independently with open-mindedness, flexibility, and tact

· Ability to act with initiative and independence with accountability

· Interact successfully in a team environment

WORK ENVIRONMENT, PHYSICAL, OR MENTAL ABILITIES 

· Function effectively under stress and deadlines

· Function effectively in an automated environment

· May require overtime and travel

· Appropriate dress for professional work environment where you may be called upon to be interviewed by the media or speak publicly

· Express ideas and facts orally in a clear and understandable manner that sustains listener attention and interest; tailor oral communication to the intended purpose and audience

· Understand and use written information that may be presented in a variety of formats, such as text, tables, lists, figures, and diagrams; select reading strategies appropriate to the purpose, such as skimming for highlights, reading for detail, reading for meaning, and critical analysis

· Express ideas and information in written form clearly, succinctly, accurately, and in an organized manner; use English language conventions of spelling, punctuation, grammar, and sentence and paragraph structure; and tailor written communication to the intended purpose and audience

· F5CA currently does not offer a telework schedule
· The incumbent must be able to work and communicate using computer and other electronic technologies, including Microsoft Office and Outlook, GoToMeeting, customized data collection systems, and other software applications 
