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CORPUS CHRISTI REGIONAL TRANSPORTATION AUTHORITY

JOB POSTING #2017-08

CLOSING DATE:  2-5-17
Job Title:  Marketing Communications Liaison 
FLSA Status:
Non-Exempt
Work Location:  Staples St. Center; location varies     
Department:
Marketing
Reports To: Director of Marketing
Pay Grade:  15
 Salary:  $15.40-$23.87   





  (Min-Max Hourly)
General Summary: Coordinates and executes marketing/public outreach activities as outlined in the Marketing Plan for Corpus Christi Regional Transportation Authority (CCRTA) under the direction of the Director of Marketing.  This position serves as a marketing liaison within CCRTA, with riders, and would-be riders; helping to identify, develop and implement public outreach processes and records.  This includes service improvement, communication assistance, collaborating with the Director of Marketing to reach public, private, community and civic organizations to achieve CCRTA goals. This position requires the ability to think critically to assess audiences and to make changes to the presentation and materials based on the understanding of knowledge demographics and analytics. This position requires basic understanding of SEO (Search Engine Optimization) targeting marketing and a general understanding of HTML. The Marketing Communications Liaison will also need basic knowledge of graphic design in order to create, implement and post marketing materials through the Adobe Creative Suite or other software.

As a representative of CCRTA, and concerning all modes of transit (fixed-route and paratransit) among the diverse range of communities within CCRTA’s service area, the Marketing Communications Liaison is an agency ambassador who works to build trust with riders, organizational targets and would-be riders as well as select stakeholders, and build a record of public and customer awareness initiatives to achieve greater support for CCRTA.  

Essential and Marginal Functions: Essential and other important responsibilities and duties that must be performed, with or without reasonable accommodation may include, but are not limited to, the following: 
· Assist in development and implementation public involvement/information processes that meet all applicable state and federal guidelines, including official public hearings.
· Assists the Communications & Production Specialist in the creating/posting of all electronic and traditional media. 

· Assists the Communications & Production Specialist on all following the Marketing Plan for the agency. 

· Assists in maintaining the social media and the social media metrics. 

· Helps develop and implement measurable strategies to educate organizations and citizens, designed to build support and enhance viability of CCRTA services.

· Develops implements, and measures specific outreach efforts, including a communication plan tailored to maximize the involvement of target audiences.  This includes but is not limited to drafting correspondence, informational materials for community relations work, documenting and organizing public comments/responses, public requests for information, and agency responses to these requests.

· Create and implement Marketing material through the Adobe Creative Suite and/or other software.

· Focuses primary energy on approved public outreach activities/marketing tactics when there are service changes such as adding new services, or eliminating or modifying existing services.  

· Maintains positive working relationships with community and neighborhood-based organizations, customer groups, private agencies, and other public agencies as well as internal stakeholders and coworkers.

· Provides Director of Marketing with quarterly update reports.
· Assists in the development and maintenance of a calendar of strategic marketing outreach activity and community events.

· Cold calls organizations to begin public outreach. 

· Assist in developing opportunities to educate the public on public transportation initiatives and projects and assists in coordination of CCRTA participation in targeted community events 
· Work may involve some evening and weekend work for public speaking engagements.

· Coordinates or assists in coordination of a wide variety of public presentations, media events, rider meetings, rider information, and other public information under the direction of the Director of Marketing. 

· Coordinates ways to provide alternative translation services when necessary.
· Maintains confidentiality regarding all CCRTA related business information and personnel issues.

· Assists in conducting community outreach workshops and presentations to community agencies, and professional organizations. 

· Helps to develop, present and maintain departmental presentations, outreach programs and correspondence.

· Maintains a dependable attendance record.
· Complies with Corpus Christi Regional Transportation Authority policies and procedures and local, state and government regulations. 

· Establishes & maintains effective and professional working relationships with those contacted in the course of work.
· Performs other job-related duties and responsibilities as assigned.
It is RTA’s business philosophy and practice to provide reasonable accommodations, according to applicable state and federal laws, to all qualified individuals with physical or mental disabilities. To request an ADA accommodation regarding employment, please contact the Director of Business Development and Compliance or the Manager of Human Resources.

Qualifications include:

Knowledge of: 

· Developing, implementing, and measuring community relations and public involvement plans;

· Marketing, media and advertising principles and services is helpful;

· Word processing, report generation software;

· Effective time management;

· Modern office procedures, methods, office and computer equipment;

· Demonstrated superior verbal and written communication skills;

· Demonstrated excellent interpersonal relationship and teambuilding skills; and 

· Correct English usage, spelling and vocabulary.

Ability to:
· Contribute positively to teambuilding and to coordinate with internal staff and outside agencies and individuals;

· Conduct quality research and maintain complete and accurate records, and become an expert on CCRTA services and the field of transit;

· Follow directions and meet established deadlines;

· Communicate effectively verbally and in writing;

· Skilled in public speaking and coordinating outreach and educational programs;

· Willingly foster a positive work environment; 

· Provide service in a courteous and professional manner; 

· Multi-task and work with a diverse group of people;

· Exercise independent judgment and responsible decision making;

· Understand and follow oral and written instructions; and

· Comply with Corpus Christi Regional Transportation Authority policies and procedures.

Skills:
· Operate a variety of office equipment including a computer, calculator, copier, facsimile machine, shredder, and typewriter;

· Type at a speed necessary for successful job performance; 

· Proficiency in Microsoft Office and/or similar application(s); and

· Bilingual skills, in Spanish, are preferred. 

Experience and Training Requirements:

This position requires any equivalent combination of the following training, education and experience that provides the individual with the required knowledge, skills, and abilities to perform the job. 

· Education: Associate degree from a two-year college or accredited business school in Communications or related field. 
· Experience: Minimum two (2) year's work experience in Marketing, Communications or a related area. 

· License or certificate: Possession of an appropriate, valid TX Driver’s License on the date of application as required for position to operate CCRTA vehicles.
· Other Requirements: Must be at least 18 years of age.  Any job offer and continued employment is contingent upon completing and passing a pre-employment job agility evaluation, physical, drug and alcohol screen and background investigation. 

Working Conditions and Physical Requirements:

Works primarily in a typical, climate controlled office environment, but will also be working to move education materials and set up outreach functions/events from time to time. Average amount of overtime and extended work hours are required. The noise level in the work environment is usually moderate. While performing the duties of the job, the employee occasionally works in outside weather conditions. Standard physical activity includes, but is not limited to, sitting, standing, and walking activities. Essential and marginal functions require maintaining physical conditions necessary to carry/lift/push or pull loads up to 10lbs. 
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