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	Requester: 
	Program Area: External Affairs
	to be advertised: 1
	Title of Position: Media Relations Spec/Media Monitor
	Years of Experience: 2
	Job Duties Experience Requirements Education Requirements Skills Required: Candidate will have experience working with the media. The candidate will have excellent written and oral communication skills, as their job is to communicate with the media and public about plans or events. The candidate needs to be confident and clearly express key messages to the public. The specialist will communicate with the External Affair Officer and ensure messaging is correct and consistent. A media relations specialist will work to keep the public messaging informative, positive and keep the public, as well as the media, aware of what is going on within the agency. The specialist will create press releases and coordinate press conferences.Will monitor the news media to ensure that all relevant information is gathered and transmitted. Will conduct internet searches for news stories in local, daily and weekly newspapers and monitor broadcast and web for television and radio outlet reports. Will arrange for and incorporate media monitoring reports from social media, field public information and community relations officers. Will analyze information and create reports to identify and summarize developing news issues. Will compile relevant stories, prepare summaries, identify trends and produce daily "Media Monitoring Report" for distribution to Joint Field Office leadership, External Affairs leadership, staff and others. Will provide breaking issues and update information throughout the day as required. Will present major stories or broadcast coverage reflecting potential problems, issues or misinformation immediately to appropriate leadership. Will monitor multilingual news reports from Internet searches of media Web sites and compile media analysis and synopsis of major issues. Will work with JIC Field Coordinator(s), Congressional Affairs Officer, Community Relations and others to identify the source of inaccurate or misleading information, assess the potential problems or impact of rumors, and use JIC operations and other resources to disseminate correct information through news media. 
	Report to: 
	Duration of Assignment days: 
	Experience Requirements: Must have a bachelor’s degree in journalism, communications, marketing or public relations or public speaking. Must have 2-3 years experience in monitoring media projects and analyzing data/trends. Must have experience in compiling, editing and formatting information from a variety of sources and insure accuracy.
	Education requirements: Must be 18 years of age.  Salary is $12.00 per hour
	Skills required: Must be highly proficient in oral and written communication, versed in public speaking and have the ability to apply those skills in coordination and problem solving efforts. Must have expert computer skills in the Microsoft Office software programs and know how to Internet research. Must be able to perform under pressure and under tight time lines. Must be a US citizen and provide I-9 documents (i.e. driver's license and social security card or a current US Passport.) Will be required to pass a Federal Security background check
	Notes: 
	Date: 
	Requested Report Date: 09-07-2015
	Date of Request: 08-26-2015


