
 

Public Relations Coordinator 
Job Description 
 
    
Exempt:   No 

Department: Marketing and Public Relations 

Reports To:  Manager, Marketing & Public Relations 
Location:   General Office 

Date Prepared: January 28, 2015 

Date Approved: February 23, 2015   
 
GENERAL DESCRIPTION OF POSITION 
The Public Relations Coordinator handles media inquiries, assists with press releases and 
gaining press coverage for releases; plans and directs events designed to enhance relations 
with the community and coordinates public appearances for company executives. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Assist with production of annual marketing/public relations strategy and related budget 
recommendations. This duty is performed irregularly. 
 
2. Field media inquiries and present proposed responses to executive staff. This duty is 
performed irregularly. 
 
3. Develop relationships with traditional media (television, radio and print), pitching local, 
regional and national outlets, helping to generate media placements that convey key messages 
ultimately achieving targeted measurable objectives. This duty is performed irregularly. 
 
4. Conduct research to assist with the creation of story angles and key messages to help 
promote general awareness of Conway Corporation to the media and general public. This duty 
is performed irregularly. 
 
5. Write content for a variety of communication vehicles including press releases and other 
media materials, newsletters, brochures, annual reports, web pages and others as assigned. 
This duty is performed irregularly. 
 
6. Position stories to promote the Conway Corporation's strategic goals. This duty is performed 
irregularly. 
 
7. Coordinate company public relations activity – i.e. Customer Appreciation, Business Expo, 
Teachers Fair, Toad Suck Daze, etc. This duty is performed irregularly. 
 
8. Monitor and contribute to social media sites and blogs, seeking out influential bloggers and 
developing relationships developing strategies and tactics on how best to reach out to social 
media and users of social media. This duty is performed irregularly. 
 
9. Speak publicly to promote Conway Corporation's mission and coordinate public appearances 
for company executives. This duty is performed irregularly. 
10. Occasional copy editing, copy writing, inventory management and any or all other tasks 
assigned. This duty is performed irregularly. 



 
11. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
mentioned satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required. 
 
EDUCATION AND EXPERIENCE 
Broad knowledge of such fields as advanced accounting, marketing, business administration, 
finance, etc. Equivalent to four years of college, plus 12 to 18 months related experience and/or 
training. Or equivalent combination of education and experience. 
 
COMMUNICATION SKILLS 
Ability to read, analyze, and understand the most complex documents;  Ability to respond 
effectively to the most sensitive inquiries or complaints;  Ability to write speeches and articles 
using original or innovative techniques or style;  Ability to make effective and persuasive 
speeches and presentations on controversial or complex topics to top management, public 
groups, and/or boards of directors. 
 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply and divide numbers. Ability to perform these mathematical skills 
using money and other forms of measurement. 
 
CRITICAL THINKING SKILLS 
Ability to solve practical problems and deal with a variety of known variables in situations where 
only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, or diagram formats. 
 
REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Must have a valid Arkansas Driver's License and be approved by Corporation's insurance 
provider for insurance coverage. 
 
PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 
 
SOFTWARE SKILLS REQUIRED 
Advanced: Contact Management, Word Processing/Typing 
Intermediate: Presentation/PowerPoint 
Basic: Database, Other, Spreadsheet 
 
INITIATIVE AND INGENUITY 

SUPERVISION RECEIVED 
Under general supervision where standard practice enables the employee to proceed alone 
on routine work, referring all questionable cases to supervisor. 
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, 
manner, and/or sequence of performance of own work; may also occasionally assist in the 
planning of work assignments performed by others within a limited area of operation. 
 
DECISION MAKING 



Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance; the latter 
of which would affect the work operations of other employees and/or clientele to a moderate 
degree. 

 
MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of 
operations. Operations requiring intermittent direct thinking to determine or select the most 
applicable way of handling situations regarding the organization's administration and 
operations; also to determine or select material and equipment where highly variable sequences 
are involved. 
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Moderately structured. Fairly broad activities using moderately structured procedures with only 
generally guided supervision.  Interpolation of learned things in somewhat varied situations. 
 
SUPERVISORY RESPONSIBILITIES 
No responsibility for this factor. 
 
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
No responsibility for this factor. 
 
ACCURACY 
Probable errors would not likely be detected until they reached another department, office or 
patron, and would then require considerable time and effort to correct the situation. Frequently, 
possibility of error that would affect the organization's prestige and relationship with the public to 
a limited extent, but where succeeding operations or supervision would normally preclude the 
possibility of a serious situation arising as a result of the error or decision. 
 
ACCOUNTABILITY 

 

FREEDOM TO ACT 
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents 
with mid to upper-level managerial oversight. 
 
ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in 
manpower. 

 
None. Job does not create any dollar monetary impact for the organization. 
 
IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates 
with others in taking action for a department and/or total organization. 
 

PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those 
persons contacted. Contacts of considerable importance and of such nature, that failure to 
exercise proper judgment may result in important tangible or intangible losses to the 



organization. 
 
EMPLOYEE CONTACT 
Contacts of considerable importance within the department or office, such as those required in 
coordination of effort, or frequent contacts with other departments or offices, generally in normal 
course of performing duties. Requires tact in discussing problems and presenting data and 
making recommendations, but responsibility for action and decision reverts to others. 
 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of complex machines and equipment (desktop/laptop computer and software, road 
and production machines and equipment, etc.) 
 
WORKING CONDITIONS 
Normal working conditions as found within an office setting, wherein there is controlled 
temperature and a low noise level, plus a minimum of distractions. 
 
ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
The noise level in the work environment is usually moderate. 
 
PHYSICAL ACTIVITIES 
The following physical activities described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions and expectations. 
 
High diversity, low physical. Work activities which allow for considerable amount of diversity as 
an incumbent performs a variety of tasks. Such tasks might be performed from a given work 
area, or the individual may move about physically in performing a variety of duties. 
 
While performing the functions of this job, the employee is continuously required to talk or hear; 
regularly required to sit, use hands to finger, handle, or feel; frequently required to stand, walk, 
reach with hands and arms; and occasionally required to climb or balance. The employee must 
occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job 
include close vision.  
 
ADDITIONAL INFORMATION 
Exceptional writing skills targeting diverse audiences to concisely communicate complex subject 
matter. AP style mastery. Comfortable in a very fast-paced, changing environment. Good 
interpersonal skills and the ability to work well in a team environment. Must be reliable, deadline 
and detail-oriented. Able to handle multiple tasks/projects under tight deadlines. 
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