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SKAGIT COUNTY 
invites applications for the position of:

Communications Coordinator

SALARY: $31.50 - $41.93 Hourly 
$2,730.00 - $3,633.93 Semi-Monthly 
$5,460.00 - $7,267.87 Monthly 
$65,520.00 - $87,214.40 Annually 

OPENING DATE: 01/27/20

CLOSING DATE: 02/09/20 11:59 PM

SUMMARY:

At the direction of the Deputy Skagit County Administrator, the Communications Coordinator is
responsible for coordinating, planning and implementing communication and education plans and
programs, including public information, public involvement, community relations and media relations to
achieve the County's strategic plan. 

Provide strategic advice to the Commissioners' Office and County Departments to achieve
organizational goals and objectives as it relates to communication and public education. Work with
County Departments to coordinate and implement communications campaigns. 

Coordinate interdepartmental and interagency efforts to maintain and expand standard protocols and
procedures to assure accurate information distributed in a consistent manner across a myriad of media
including web, print, broadcast, social media, presentations, and workshops.

Enhance meaningful relationships with other jurisdictions at the local, state, and federal level. Serve as
a media advisor to County leaders on public information policies and issues. 
 

Salary upon hire for this position is between  $65,518 - 70,222 per year, depending upon
qualifications.

ESSENTIAL FUNCTIONS:

Utilize media tools, including social media platforms to provide multiple venues to distribute key
messages to County employees, the public, other jurisdictions.
 
Establish and nurture positive working relationships with media representatives by meeting in person,
responding to their inquiries, providing information, and developing positive print and broadcast
stories.
 
Act as the primary point of contact with media, serves as media spokesperson, as required, and directs
media inquiries to subject matter experts on staff.
 
Develop daily responses to communications and inquiries.
 
Develop and maintains tracking mechanisms for inquiries and responses to ensure consistency and
follow-through.
 
Integrate, coordinates and implements communication in the public domain through media, special
events, print materials, web and other electronic media.
 
Create and provide assistance to Departments related to news releases, brochures, emails, social
media copy, advertising copy and other communications pieces. 
 
Write, design, and edit community reports as assigned.
 
Promote awareness, interest and understanding of the County's brand and community impact through
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positive media relations, publicity, speaking engagements, educational activities, and special events.
 
Coordinate with government access Skagit 21.
 
Coordinate with County webmaster to improve and expand website.
 
Serve as a public information officer during emergencies as assigned by Emergency Management.
 
Establish, maintain and execute an internal and external communications plan based on strategic plan
objectives and key Commissioner priorities. 
 
Maintain Branding and Style Guide for Skagit County.
 
Conduct research as assigned addressing local and regional issues.
 
Sensitivity to public perceptions and their implications.
 
Supervisory:
 
May oversee work of interns as needed.
 
OTHER JOB FUNCTIONS:
 
May be tasked with performing related duties.  Related duties as required are duties that may not be
specifically listed in the position description, but are within the general occupational series and
responsibility level typically associated with the employee's classification of work. 

MINIMUM QUALIFICATIONS:

BA/BS in communication, marketing, advertising, public relations, political science or other related
field.  Requires three years of experience in the field of communications, local government or external
relations. Equivalent combination of applicable education and experience may be considered.
 
Requires knowledge of:

Microsoft Office Suite
Operation of standard office equipment including printers, fax machine, copy machine,
calculator, computer and scanner.
Principles and practices of public relations and marketing communications; social media tools
and applications; grammar and style.
Research standards and processes.

 
Requires the ability to:

Be politically astute, with excellent verbal and written communications skills.
Learn new media outreach tools and technology. 
Establish and maintain effective working relationships with elected officials, department heads,
associates, subordinates, representatives of other agencies, and with the general public.
Maintain strong knowledge of the County's activities and people to promote County strengths
and contributions to the region
Evaluate finished projects for compliance with County standard and style
Organize and carry out assignments with minimal direction
Identify issues and use sound judgment to generate and promote County programs and services
for the region.
Speak effectively and convincingly at public meetings.
Develop and implement public involvement process.
Use tact, discretion and courtesy in interdepartmental and public contacts.
Greets visitors, assists in public service functions, makes presentations and provides educational
information to the public about departmental programs.
Maintain confidentiality of information.
Work independently and develop new procedures when necessary.

Licenses and/or Certifications:
Valid Washington State driver's license.
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WORKING CONDITIONS/PHYSICAL REQUIREMENTS:
Work is performed both in an office environment and on-site at project locations. Fieldwork may
require walking on steep or uneven terrain.
 
HAZARDS:
Normal hazards found in an office environment.

SUPPLEMENTAL INFORMATION:

SELECTION PROCESS:
Following review of applications and resumes, the highest qualified applicants will be interviewed and
may be tested. After a selection is made, all applicants not selected will be notified in writing. Skagit
County reserves the right to use applications received for this posting to fill any other positions within
this classification which may open within six months following the closing of this position.
 
ADDITIONAL INFORMATION:
Skagit County, as an equal employment opportunity employer, encourages applicants from diverse
backgrounds to apply.

It is the policy of Skagit County to follow all federal and state laws to ensure non-discrimination in its
employment practices.

American with Disabilities Act (ADA) Notice: Individuals, who need an ADA accommodation to
complete the application, test or interview process, please call: (360) 416-1380.
 
The statements contained herein reflect general details as necessary to describe the essential functions
of this position, the level of knowledge and skill typically required, and the scope of responsibility, but
should not be considered an all-inclusive listing of work requirements. Individuals may perform other
duties as assigned, including work in other functional areas to cover absences or relief, to equalize
peak work periods, or otherwise to balance the workload. Changes to the position description may be
made at the discretion of the employer.
 
 

APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.skagitcounty.net

1800 Continental Pl
Mount Vernon, WA 98273
(360) 416-1380

humanresources@co.skagit.wa.us

Position #2129-0120
COMMUNICATIONS COORDINATOR
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