
 

Jurisdictional Class: Competitive 

 

 

Public Information Officer 
 

 

Distinguishing Features of the Class:  

The Public Information Officer, under general supervision of the Executive Director,is 

responsible for organizing and implementing the Library’s marketing, media relations, 

creative services, internal and external communication, and public information activities. 

Work is performed in accordance with prescribed policy with leeway allowed for the 

exercise of independent judgment and initiative. Supervision may be exercised over the 

work of subordinate employees. 
 

Typical Work Activities: (Illustrative Only) 

● Coordinates marketing, promotion, media relations, public information, creative 

services, publications, internal and external communication, and social media for the 

Library; 

● Develops effective working relations between the Library, organization partners, 

policy making officials, media representatives, and the community; 

● Manages publicity for library events, programs, and initiatives through various 

promotional activities and materials; 

● Personally handles the traditional public relations duties, which include direct 

communication to targeted and general audiences, media relations, and public 

information; 

● Oversees the creation and production of print and virtual publications, and online and 

virtual content; 

● Implements and interprets policies and procedures developed by higher-level 

personnel; 

● Assists the Executive Director or designee with the development of grant proposals 

and applications; 

● Assists in developing, recommending and coordinating the implementation of new 

procedures; 

● Responds to the public, Library staff, and news media requests for information; 

● May assist in producing public remarks, presentations, and other materials for higher-

level personnel; 

● Coordinates marketing and public events, such as press conferences and initiative 

launches, and works with leadership staff to produce large-scale public events; 

● Supervises subordinate employees; 

● Enters and retrieves information in an automated information system; 

● Performs related work as required. 

 
Full Performance Knowledge, Skills, Abilities and Personal Characteristics: 

● Thorough knowledge of marketing and communication to develop strategies and 

campaigns promoting the library and all that it provides;  

● Good knowledge of library administration practices, as well as library programs, 

policies, and procedures; 

● Good knowledge of the current news landscape to facilitate earned media; 

● Ability to produce and manage public relations efforts through a variety of methods; 

● Ability to express ideas clearly and effectively, both orally and in writing, for general 



 

and targeted audiences; 

● Ability to utilize the principles and practices of effective and persuasive 

communication; 

● Ability to work with community partners to garner support for various programs or 

policies; 

● Ability to establish and maintain effective working relationships with employees, 

various representatives of public or private entities, policy-making bodies, and the 

public; 

● Ability to carry out library policies; 

● Ability to train and supervise library staff; 

● Ability to plan and coordinate the work of others; 

● Ability to evaluate situations and recommend remedial actions if necessary 

 
Minimum Qualifications: 

A. Graduation from a regionally accredited or NYS registered college or university or 

one accredited by the NYS Board of Regents to grant degrees with a Bachelor’s 

Degree in Journalism, English, Public Relations, Marketing or a related field and five 

(5) years of full-time paid experience in marketing, communications, or public 

relations with proficiency in information campaigns, writing, content creation, and 

graphic design;  

OR 
 

B. Graduation from a regionally accredited or New York State registered college or one 

accredited by the NYS Board of Regents to grant degrees with an Associate’s Degree 

in Communications, Liberal Arts, Marketing or a related field and seven (7) years of 

full-time paid experience in information campaigns, writing, content creation, and 

graphic design;  

OR 

 

C. Any equivalent combination of training and experience as defined by the limits of (a) 

and (b) above. 

 

 

Note: Your degree must have been awarded by a college or university accredited by a 

regional, national, or specialized agency recognized as an accrediting agency by the U.S. 

Department of Education/U.S. Secretary of Education. If your degree was awarded by an 

educational institution outside the United States and its territories, you must provide 

independent verification of equivalency. A list of acceptable companies who provide this 

service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm. You 

must pay the required evaluation fee. 


