
CITY OF MCALESTER 
POSITION DESCRIPTION 

 
TITLE:  PUBLIC INFORMATION OFFICER 

 
 

DUTIES 
 
GENERAL DESCRIPTION 

The Public Information Officer is a full-time position reporting directly to the City Manager.  
This position is responsible for planning, coordinating and managing the activities of the 
City’s public information program which includes dissemination of information to the public 
and media concerning the City’s programs, policies, and issues. 

PRIMARY DUTIES: This list represents the essential tasks performed by the position.  Employees 
may be assigned additional duties by management as required. 
 

Acts as the city’s Public Information Officer with the media.  

Proactive media and community relations, through the development, writing, reviewing 
and editing of news releases, newsletters, emails, articles, postings, publications, scripts, 
booklets, and online content for public information.  

Determines the method and media most suitable to reach concerned or affected citizens, 
explain or defend City policies, and promote awareness or understanding of City 
programs and services. 

Implements the social media policy to ensure a unified message is distributed to the public 
while accurately depicting the City’s mission, values, goals, and brand. 

Proactively promotes City accomplishments and activities.  

Communicates with assigned division or department personnel and other city employees; 
the general public; community; civic organizations and business owners in order to 
disseminate accurate information and provide assistance. 

Facilitates broadcast and telephone interviews with the media as well as responses to 
email inquiries, and records public service announcements as needed. 

Able to create photographs, flyers, and online graphic content. 

Builds and fosters long-term working relationships with various publics of importance 
including media, citizens, school district and charter schools, community organizations, 
other municipal, County, regional and state public information offices, and other 
associations the City deems important to the success of its mission.  



Gives priority to emergency response, responds to scene as necessary and coordinates 
with appropriate personnel on information to media, public and staff. 

Develops and implements strategies to further grow the PIO department including the 
development of quality video and audio presentations. 

Performs other duties as needed. 
 
EDUCATION AND EXPERIENCE REQUIREMENTS 
    
EDUCATION REQUIREMENTS: “Education Requirements” refers to job specific training and 
education required for entry into the position. 
 

A Bachelor's or Master's degree in journalism, communications, public relations or a closely 
related field.  
 
Three to five years of related experience, or any equivalent combination of education and 
experience which provides the skills knowledge and ability necessary to perform the tasks. 
 
EXPERIENCE REQUIREMENTS: “Experience Requirements” refers to the amount of work 
experience that is required for entry into the position that would result in reasonable expectation 
that the person can perform the tasks required by the position.  
 
Requires three to five years of progressively responsible experience in communications prefer 
experience with public entity; or any equivalent combination of training and experience which 
provides the required skills, knowledge and experience and abilities.  
 
Must possess a valid Oklahoma Driver’s License and have an acceptable driving record and 
maintain an acceptable driving record. 
 
Requires advanced use of Microsoft Word. 
 
AMERICANS WITH DISABILITIES REQUIREMENTS 
 
PHYSICAL DEMANDS: “Physical Demands” refers to the requirements for physical exertion and 
coordination of limb and body movement. 
 
Must be physically able to operate a variety of equipment including common office machines, 
such as computers, typewriters, copiers, facsimile machines, etc. Must be able to exert up to 10 
pounds of force occasionally, and/or a negligible amount of force constantly to move objects.  
 
UNAVOIDABLE HAZARDS: “Unavoidable Hazards” refers to unusual conditions in the work 
environment that may cause illness or injury. 
 
The position is exposed to no unusual environmental hazards.  
 
SENSORY (ADA) REQUIREMENTS: “Sensory Requirements” refers to hearing, sight, touch, 
taste, and smell necessary to perform the tasks required by the position efficiently. 
 



Use hands and fingers to handle or operate objects, reach with hands and arms, climb or balance, 
stoop, kneel, crouch or crawl and taste or smell. 
 
The specific vision abilities required by this job includes close vision, distance vision, color vision, 
peripheral vision, depth perception and the ability to adjust focus. 
 
 
AMERICANS WITH DISABILITIES ACT COMPLIANCE 
 
The City of McAlester is an Equal Opportunity Employer.  ADA requires the City to provide 
adequate accommodations to qualified persons with disabilities. Prospective and current 
employees are encouraged to discuss ADA accommodations with management. 
 

 

 
 

 


