
Public Communications Specialist 

Overview: 
Under the direction of the Administrator Board Support/Community Relations, assist with public and news media relations and marketing promotional efforts for programs and services offered by San 
Mateo County Office of Education; write and edit letters, press releases, brochures, resolutions, news articles, and other communications; research educational events and activities and publicize on social media websites; review information and prepare communications involving labor relations and other 
confidential matters; maintain the Office of Education’s webpage. 

Essential Functions: 

�x Assist in the editorial production coordination, and support for the internal and external 
communications provided by the San Mateo County Office of Education; 

�x Assist in developing and implementing public awareness, outreach and promotional efforts; 
create media strategies to publicize SMCOE programs, services and accomplishments; 

�x Gather educational news information by reviewing public communications, interviewing school 
and public officials, employees, and representatives of community agencies; plan, write and 
edit material for advertisements, articles, news releases, scripts, internal communications, 
promotional events and other public information related to organizational activities and 
achievements; 

�x 






