	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COURT PUBLIC AFFAIRS OFFICER








DEFINITION:





Under general direction from the Presiding Judge, the incumbent is responsible for preparing and directing the dissemination of all court information to the general public, private and public agencies and news media; generating and overseeing the production of court publications; and for special assignments.





CLASS CHARACTERISTICS:





This is a one-position class in the Superior Court which is responsible for coordinating the Court's public information function including project planning and implementation.





EXAMPLES OF DUTIES:





Plans and initiates programs designed to inform court staff, the public, members of the Bar, communica�tions media, educational institutions, governmental agencies, civic and professional organizations and other appropriate groups of the functions, activities and objectives of the court; prepares reports, press releases and newsletters for internal and external distribution; researches material and develops subject matter for news features and articles in national, metropolitan and local newspapers and magazines; initiates and develops radio and television contacts and arranges for program interviews involving business of the court; interfaces with various committees and departments of the court to carry out public information function; assists in the preparation of speeches given by judges or court officials; prepares bulletins, pamphlets, audio-visual presentations and posters; coordinates walk-through programs for legal community to familiarize attorneys with court procedures; maintains and adds to files of written information and photos of the court, its judges and commissioners and the legal system; provides answers daily to numerous questions received in person, by phone and by mail from judges, staff, lawyers and the public; receives visitors to the court, provides pertinent information related to court affairs and arranges introductions to judiciary and staff; develops brochures and educational literature for visitor orientation and general distribution; and other duties as assigned.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	Methods of planning and implementing an effective public information program.


    •	Steps in planning press conferences.


    •	Techniques in developing and producing audio-visual presentations.


    •	Styles and techniques in writing speeches.





�
Skills and abilities to:





    •	Effective interpersonal communications.


    •	Maintaining productive liaison between the news media and the Superior Court.


    •	Effective writing skills necessary for composing news releases and feature articles.


    •	Developing brochures and pamphlets.


    •	Working in strict time constraints.


    •	Maintaining confidentiality of sensitive information.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be graduation from an accredited college or university with a major in journalism, business administration, public administration, industrial relations or other related fields and two years of public information or journalism experience with primary emphasis on the dissemination of information through various communications media.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Prior to appointment, candidates are subject to fingerprinting and a background investigation.





A valid Class 3 California driver's license is required at time of appointment and at all times thereafter.





Previous Class Title:  New Class





County Class Linked To:  





Class No.:  0571
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