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22nd District Agricultural Association



	  Classification Title / Code:   Information Officer II (5595)

	Working Title:   

	Department:  Marketing
	 Reports To:   Manager I 
                       (Marketing Director)

	 Supervision Exercised:     ☒ Yes        ☐ No
	 Time Base:   ☒  Full Time   

	 Location:      ☒ On Site            ☐ Hybrid            ☐ Remote


	Position Description 
Under the general direction of the Manager I (Marketing Director), the Information Officer II serves as the District's marketing communications generalist, content curator, and public relations lead. The incumbent develops and coordinates integrated campaigns; maintains a consistent editorial calendar and brand voice across web, email, social, print, and on-site channels; directs media relations and issues communications; and serves as an official spokesperson, as assigned. The position gathers, verifies, prioritizes, and translates information from throughout the District into clear, timely content for the public, media, employees, partners, and stakeholders. The incumbent provides day-to-day direction to administrative support staff, and oversees seasonal public/media support and Guest Services operations during the annual Fair.




  Essential Job Functions
Employee must be able to perform the following functions with or without reasonable accommodation. Consideration of reasonable accommodation for qualified individuals with disability may be made, provided that doing so does not impose an undue hardship.

	30%
	Content Strategy, Curation & Channel Management
· Owns the District's editorial calendar and serves as the central content curator, gathering, verifying, prioritizing, and organizing information from departments, partners, vendors, and outside sources.
· Writes, edits, and repurposes clear, accurate, audience-appropriate content for websites, eblasts, social media, advertising, brochures, programs, day sheets, signage, employee communications, presentations, scripts, and other publications.
· Maintains a consistent brand voice, message hierarchy, visual identity, and quality standard across channels while adapting content to the purpose, audience, format, and medium.
· Develops and updates website and intranet content in coordination with web and creative resources; conducts routine content audits to keep information timely, useful, accessible, and free of duplication or contradiction.
· Plans and coordinates photography, video, graphics, testimonials, and other reusable assets, including content capture at events; maintains organized files, source information, usage rights, and approved versions.
· Monitors channel performance and audience feedback, reporting relevant findings and refining topics, formats, timing, and distribution based on results..

	25%
	Integrated Marketing Support & Campaign Execution
· Supports the Marketing Director in developing and executing integrated annual and seasonal marketing plans for the Fairgrounds, annual Fair, and other District programs and events, contributing audience insights, content recommendations, schedules, and performance reporting for assigned initiatives.
· Provides hands-on support for integrated marketing campaigns led by the Marketing Director, developing content and coordinating assigned deliverables across advertising, email, web, social media, signage, promotions, partnerships, and print collateral.
· Prepares project briefs, production schedules, content requirements, and approval workflows for assigned projects; keeps work moving by identifying dependencies, resolving gaps, and communicating priorities and deadlines.
· Works with internal departments, event teams, sponsors, governmental agencies, vendors, and community organizations to gather information, identify marketing needs, and translate approved business goals into audience-centered communications.
· Coordinates assigned deliverables with agencies, designers, printers, photographers, videographers, digital partners, and other contractors; monitors schedule, quality, brand compliance, and completion, and elevates scope or performance concerns to the Marketing Director.
· Uses audience research, market information, web/email/social analytics, and campaign results to evaluate effectiveness, recommend adjustments, and improve future marketing decisions.

	25%
	Media Relations, Public Information & Issues Management
· Develops and executes the District's public relations and media plan, aligning news opportunities, press materials, media events, and spokesperson activity with the broader marketing calendar.
· Serves as an official spokesperson, as assigned, and responds to media and public inquiries with timely, accurate, consistent information; identifies and prepares the appropriate subject matter expert when another spokesperson is required.
· Serves as the District’s Public Records Act coordinator; receives, logs, reviews, and responds to requests for public records in accordance with the California Public Records Act and applicable District procedures. Coordinates with departments to identify and collect responsive records, tracks statutory deadlines, communicates with requesters, and facilitates the timely production of records as required.
· Writes and edits news releases, media alerts, advisories, pitches, fact sheets, talking points, speeches, Q&As, briefing materials, and other public information products.
· Builds and maintains productive relationships and current contact lists for local, regional, and relevant national reporters, editors, producers, community groups, public agencies, and other stakeholders.
· Plans press conferences, previews, interviews, editorial briefings, media tours, and other earned-media activities, coordinating invitations, logistics, staffing, assets, talking points, follow-up, and coverage tracking.
· Monitors news, public sentiment, emerging issues, and reputational risks; briefs executive leadership and develops crisis and issues-communication plans, holding statements, response protocols, and rapid updates for sensitive situations.
· Advises management and staff on public relations implications, media protocols, interviewing, photography access, social media practices, and public-information procedures in coordination with designated District resources. 
· Measures media outreach through placements, reach, message pull-through, response, sentiment, and other relevant indicators, and recommends changes to strengthen understanding and trust.

	15%
	Team Leadership, Administrative Support & Guest Services
· Provides day-to-day direction, scheduling, training, coaching, and quality review for administrative and Guest Services support staff.
· During the annual Fair, oversees Guest Services operations and a large seasonal workforce; establishes staffing plans, assignments, service standards, communication protocols, and escalation procedures.
· Participates in recruitment, interviews, selection, onboarding, performance feedback, and corrective action within delegated authority and in accordance with Equal Employment Opportunity and District policies.
· Assigns work based on priorities, workload, deadlines, and staff capabilities; reviews work products, resolves operational issues and conflicts, and improves procedures based on staff and guest feedback.
· Models sound judgment, professionalism, inclusion, discretion, and responsive service while coordinating closely with executive leadership and other Fair teams.



  Marginal Job Functions

	5%
	Other Related Responsibilities
· Responds to urgent or emergency communication needs during and outside standard hours, including event, weather, safety, operational, or reputation-related situations.
· Participates in training, team-building, and District outreach activities and performs other related duties as assigned to support operational needs and continuity of service.





	Typical Working Conditions

	Work is primarily performed in a standard office environment with artificial light and climate control. While performing this job, the employee is frequently required to sit, talk, and hear. The employee is occasionally required to walk, use hands and fingers to operate standard office equipment, push and pull file drawers, and move bank boxes up to 25 pounds. At times, work activities can involve walking and standing on foot for long periods. Work activities also require the employee to read, write, and speak English at a level required for successful job performance.


	Attendance, Conduct, and Performance Expectations

	This position requires the incumbent to maintain acceptable, consistent, and regular attendance at the job site at such level as is determined at the District’s sole discretion; work cooperatively with the team members and others and meet performance expectations to enable the District to provide the highest level of service possible; communicate effectively (orally and in writing if both appropriate) in dealing with the public, employees, and others; develop and maintain knowledge and skills related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and adhere to District policies and procedures regarding attendance, leave, and conduct. Must be regularly available and willing to work the hours determined necessary or desirable to meet its business needs.  




Duties of this position are subject to change and may be revised as needed or required. 
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