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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

018 - CCFC

FY 13/14
ANALYST’S INITIALS   

NSP

DATE

04-15-14


	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 II 
	POSITION NUMBER

319-001-5595-900
393-900
	TENURE

Permanent

	TIME BASE

 FORMDROPDOWN 
      
	CBID

S01

	OFFICE OF

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

Sacramento
	 FORMDROPDOWN 
 SALARY

$5,312
TO
$6,601


	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

Diane Levin, Chief Deputy Director
	FILE BY

04-29-14


	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 DGS 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 DGS’ 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 II level, applicants who have transfer or list eligibility, or individuals who are currently reachable on the Information Officer II 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 2013-14 CCFC- 018” 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 II. 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 II
	POSITION NUMBER

319-001-5595-900

	RPA NUMBER

018 - CCFC

	FILE BY

04-29-14


ESSENTIAL FUNCTIONS
In accordance with Proposition 10, also known as the California Children and Families Act of 1998, the incumbent will conduct the following: 

· Develop and implement a multi-year, comprehensive public education and outreach plan consistent with the goals and objectives of First 5 California’s Strategic Plan

· Staff and support the Executive Director and appointed Commissioners in their roles as representatives of First 5 California at applicable media events

· Perform media duties, including media kit development, media list updates, media events support, research, and respond to media inqueries and create messages

· Prepare briefing materials, speeches, talking points, and other documents supporting First 5 California’s programs and services that reflect the State Commission’s policy agenda

· Analyze the extent of public understanding of the programs and services provided by 
First 5 California in the legislative and media arena

· Provide guidance and direction related to opportunities to enhance media, education, advertising, and public relations outreach

· Recommend and coordinate education and outreach activities related to community-based organizations

· Write or direct the writing of news releases, newsletters, advisories, and social media postings (e.g., Twitter and Facebook)

· Coordinate participation in media events with contractor and others, as applicable

· Represent the Chief Deputy Director or other Executive Staff at specialized events

· Under the direction of the Chief Deputy Director, act as spokesperson to the media and other public entities representing First 5 California

· Maintain social media, print media, and ongoing relationships with stakeholders

· Identify ethnic media markets and ensure frequent and accurate reporting of programs and services throughout these markets

In order to implement First 5 California’s education and public outreach plan, the incumbent will direct all contract activity necessary to achieve the public education and outreach outcomes at the federal, state, and local levels. These duties will include the following:

· Direct the development and implementation of multi-million dollar public education and outreach competitive, and non-competitive bid contracts and procurements

· Draft specifications to meet the competitive bid contract process, including scope of work, evaluations, deliverables, invoice requirements, and work plan applications

· Serve as lead in all negotiations with potential contractors and make recommendations to the Chief Deputy Director

· Monitor and evaluate work of contractors; provide guidance and direction

· Review and approve contract deliverables

· Act as spokesperson of activities related to contracts, services, programs, and Commission 

· Develop and update standardized contract language related to the promotion of First 5 California in such areas as parent education, early childhood development, and children’s health

· Maintain positive working relationships with contractors to ensure full scope of work is conducted

In accordance with the California Children and Families Act, and utilizing Microsoft Office applications or other desktop publishing software, such as Quark Express, Adobe PhotoShop, and Adobe Illustrator:  

· Write, edit, and proofread multiple categories of print and online publications, news releases, speeches, newsletters, and brochures including reviewing the writing and editing work of the Information Officer I. 
	CLASS TITLE

Information Officer II
	POSITION NUMBER

319-001-5595-900

	RPA NUMBER

018 - CCFC

	FILE BY

04-29-14


· Delegate the less complicated assignments to the Information Officer I.
· As the final Communications Office reviewer, review and edit media materials, newsletters, brochures, as well as other public documents submitted by media or public relations contractors for final submission and approval by the Chief Deputy Director and Executive Staff prior to release.
In order to ensure all applicable personnel laws and rules are adhered to in performing supervisory duties, the incumbent will:

· Advise Executive Staff on all personnel, labor relations, training, and management analysis matters

· Directly supervise subordinate staff in daily activities

· Manage the recruitment and appointment process for all subordinate staff

· Review, approve, and/or respond to staff requests for leave usage

· Identify and monitor performance expectations utilizing the Essential Functions Duty Statement, probationary reports, performance evaluation plans, and/or individual development plans

· Convey expectations to the employee via written and verbal communication/direction

· Apply progressive supervisory strategies that include preventive actions and corrective interventions
In order to establish and maximize partnership opportunities, the incumbent will:

· Represent First 5 California at stakeholder meetings to facilitate collaboration with federal, state, and local agencies, including First 5 commissions in 58 counties

· Seek out and coordinate opportunities to leverage support and awareness of the importance of health and early learning in school readiness

· Create informational networks to share print and social media information and messages with California’s diverse populations

· Provide public education and outreach technical assistance and support to First 5 county commissions

KNOWLEDGE AND ABILITIES 

Knowledge of: Methods used to determine needs for public information and education; techniques of preparing, producing and disseminating information, utilizing all major media of communication; principles and techniques of establishing and maintaining good public relations; California State Government; principles of public administration; effective supervision; department's Equal Employment Opportunity Program objectives; a manager's role in the Equal Employment Opportunity Program and the processes available to meet equal employment opportunity action objectives.

Ability to: Organize and direct a statewide program of public information and education; write effectively; analyze data; supervise the work of an information staff; stimulate interest in an agency's program and secure the cooperation of diverse groups in conducting that program; understand and effectively carry out State and departmental equal employment opportunity policies.

DESIRABLE QUALIFICATIONS

· Knowledge of current media industry trends

· Ability to manage and support change

· Ability to adapt easily to change and to act effectively under pressure

· 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

	CLASS TITLE

Information Officer II
	POSITION NUMBER

319-001-5595-900

	RPA NUMBER

018 - CCFC

	FILE BY

04-29-14


INTERPERSONAL SKILLS 

· Ability to act with initiative and independence with accountability

· Possess patience, open-mindedness, flexibility, and tact

· Interact successfully in a team environment

WORK ENVIRONMENT, PHYSICAL, OR MENTAL ABILITIES 

· Function effectively under stress and deadlines

· Function effectively in automated environment

· May require overtime and travel

· Appropriate dress for professional work environment in case 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

First 5 California does not currently offer a telework policy

