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Job Title: Community Relations Coordinator 

Job Code: W1379 

Pay Grade: WP 

Exempt: No 

Probation: Twelve-month initial probationary period 
 

Job Overview  

Perform professional public relations duties coordinating the timely development, administration, and 

release of information regarding a wide range of programs and services to foster and improve education, 

media, and community relations throughout Hillsborough County. 
 

Job Duties and Responsibilities 

Note: The following duties are illustrative and not exhaustive. 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. Depending on assigned area of responsibility, incumbents in the position may perform 

some or all of the activities described below. 
 

 Formulate comprehensive program plans and strategies pertaining to developing and improving 

media and community relations to include coordinating agency speakers for special events and 

programs.  

 Coordinate studies to determine program priorities relative to fund utilization and resource 

allocation.  

 Prepare recommendations involving special community funding matters.  

 Conduct pertinent statistical research and program analysis within the area of media and 

community relations planning to promote a positive informative relationship between county 

government and the community. 

 Provide liaison and coordinate with other branches/sections within own organization and 

external agencies/departments to ensure flow of communications and services; interpret and 

explain applicable regulations, functions, and procedures. 

 Prepare and deliver verbal, written, and visual presentations to staff, advisory councils, citizen’s 

groups, and government officials. 

 Represent the department/agency at meetings, functions and events. 

 Compile data and participate in preparing statistical analyses and reports of activities and 

achievements. 

 May serve as Public Relations or Public Information Officer of a major county agency.  

 May supervise and participate in the hiring of subordinate staff personnel engaged in program 

development, administration, and evaluation.  

 Perform other related duties as required. 

 

Knowledge, Skills, and Abilities 

 Considerable knowledge of functions, activities, requirements, procedures, objectives, and 

regulations of the specific program/functional area to which assigned.
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 Considerable knowledge of the principles and practices of public relations program management. 

 Working knowledge of social media platforms. 

 Working knowledge of English grammar, punctuation, and spelling.  

 Working knowledge of photographic and audiovisual equipment.  

 Skill in making presentations to groups.  

 Ability to collect and organize data and develop presentations.  

 Ability to use considerable initiative, think independently, and exercise sound judgment. 

 Ability to establish and maintain effective working relations with others within and outside own 

organization. 

 Ability to communicate effectively, both orally and in writing.  

 Ability to deal courteously and effectively with the public. 

 Ability to plan, organize, and supervise the work of others. 
 

Minimum Qualification(s) 

Note: Applicants must meet the following requirement(s) to be considered minimally qualified for the job. 
 

Graduation from an accredited four-year degree granting college or university; and 

Three years of experience planning, implementing, or managing media relations, community relations, 

or community education programs. 

OR 

An Associate's Degree from an accredited college or university; and 

Four years of experience planning, implementing, or managing media relations, community relations, or 

community education programs. 

OR 

Graduation from high school or possessions of a GED certificate; and 

Five years of experience planning, implementing, or managing media relations, community relations, or 

community education programs. 
 

Additional Requirements 

 Possession of a valid Florida driver's license at time of employment. Driving history will be 

thoroughly reviewed and may be grounds for disqualification. 

 No illegal drug sale within lifetime.  

 No illegal drug use within the past 36 months.  

 No illegal drug use after 30 years of age.  

 No felony convictions within lifetime.  

 No misdemeanor convictions involving perjury, false statement, or domestic violence within 

lifetime.  

 Prior military personnel must not have a dishonorable discharge from any branch of the United 

States Armed Forces, the United States Coast Guard, National Guard, or Reserve Forces.  

 Successful completion of a criminal background investigation or update including polygraph, 

reference/employment/neighborhood checks, and medical evaluation. 


