CITY OF CONCORD, NC

CLASS SPECIFICATION

CLASS SPECIFICATION TITLE:  EDUCATION SPECIALIST


	JOB CODE
	SALARY BAND
	
	FLSA STATUS:

	S201
	11
	
	Exempt

	CLASS SUMMARY:  
This class is responsible for developing, planning, organizing and conducting educational campaigns for residents and employees in support of department goals.



	TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may vary.)


	FRE-QUENCY

	BAND/ GRADE

	 1.
	Identifies, develops, and implements outreach and public education programs for assigned area of responsibility.
	Daily

60%
	

	
	
	
	

	 2.
	Receives and responds to questions and/or complaints related to services and policies; coordinates educational activities between departments.
	Daily

10%
	

	
	
	
	

	 3.
	develops informational flyers, brochures, newsletters, news releases, and/or infomercials for assigned department.
	Monthly

5%
	

	
	
	
	

	4.
	Assists with tracking budget and department information, such as maintaining balances, researching discrepancies, and preparing related financial reports.
	Monthly

5%
	

	
	
	
	

	5.
	Collects and compiles information; prepares reports related to operations and activities, public education, and/or other related information in assigned area of responsibility.
	Monthly

5%
	

	
	
	
	

	6.
	Coordinates participation in special events.
	Monthly

5%
	

	
	
	
	

	7.
	Researches and prepares grant applications.
	Monthly

5%
	

	
	
	
	

	8.
	Plans and conducts employee meetings to train coworkers in strategies and practices related to assigned area of responsibility.
	Monthly

5%
	

	
	
	
	

	9.
	Performs other duties of a similar nature or level.
	As Required
	N/B

	
	
	
	


	Training and Experience (positions in this class typically require):

Bachelor's degree or equivalent combination of education and experience in Public Relations, Public Information, Education or in the specific field of the education program assigned; or, an equivalent combination of education and experience sufficient to successfully perform the essential duties of the job such as those listed above.



	Licensing Requirements (positions in this class typically require):

Positions assigned to the Fire and Life Safety department require:

· North Carolina Firefighter I and II Certification;

· North Carolina Hazardous Material Operations Certification;

· National Incident Management System Certification.

Positions assigned to the Environmental Services department require:

· None Required.



	Knowledge (position requirements at entry):

Knowledge of:

· Municipal government operations;

· Best practices in assigned area of responsibility;

· Public outreach and education principles and practices;

· Public relations principles and practices.



	Skills (position requirements at entry):
Skill in:

· Operating a computer and related software applications;
· Researching and assessing needs;
· Planning, developing, implementing, and evaluating programs;
· Speaking in public;
· Developing educational materials;
· Preparing complex reports;
· Preparing and managing budgets;
· Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.



	Physical Requirements:  

Positions in this class typically require: climbing, balancing, stooping, kneeling, crouching, standing, walking, pushing, pulling, lifting, grasping, feeling, talking, hearing, seeing and repetitive motions.

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects.




	NOTE:  

The above job description is intended to represent only the key areas of responsibilities; specific position assignments will vary depending on the business needs of the department.



	Classification History: 
Draft prepared by Fox Lawson & Associates LLC (LM)

Date:  (8/05)
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