
  
 

 

Public Information Officer 
 

Closes On: December 31, 2022, at 03:33 PM CST 
 

Job Status: Full-Time 

Shift: 8:00 AM - 5:00 PM 

Days Worked: Mon., Tue., Wed., Thu., Fri. 

Rate of Pay: $23.47 - $35.56 

Details: Open Until Filled 

 

Salary Information 

$23.47/HR Step 1 to $35.56/HR Step 20. 

 

Job Duties 

Responsible for the development and execution of proactive communications strategies aimed at getting information about 

local public health and health department activities to the public and information from the public to the health department 

and local government. Support the organizations mission, vision, values, and strategic plan. Interact with media 

representatives and the public. Lead day-to-day communications activities, i.e., post and monitor social media content, 

training assistance, print and digital resources, newsletters, news releases, county event advertising, reports, and other 

county promotional programs and materials. Film and edit video and participate in news conferences, special events, and 

other special interest programs. Collaborate with Department Heads and county staff to create engaging, shareable content 

and build online engagement. Assist and coach staff in preparing for media interviews and working with the media. Provide 

services to other County departments. Coordinate with the Emergency Manager or Incident Commander to ensure 

emergency public information is disseminated to the community during emergency and disaster events. Manage and 

develop procedures and materials as part of emergency management and public health emergency preparedness activities. 

Ensure review and approval by the Director for developed media products, ads, press releases, etc. before publishing to the 

public. Must complete the National Incident Management System training. Maintain certification in CPR, complete yearly 

bloodborne pathogen training, and HIPAA Privacy training. Must report for work during public health emergencies as needed. 

May require occasional weekend and /or evening work and be on-call during emergency and disaster events.  Perform other 

duties as needed. 

 

Minimum Qualifications 

1. A Bachelor’s Degree with major course work in mass communications, journalism, public relations, public 

administration, business, or related field preferred. Any combination of education and experience equal to the degree, 

approved by the Health Department Director, will be considered. 

2. Public Information Officer training certification preferred. 

3. Media relations courses or certification preferred. 

4. Must have a valid Driver’s License and must provide own transportation. 

5. A minimum of two (2) years of professional experience in public relations or media-related work preferred. 

6. Have a considerable knowledge of computer information systems, desktop publishing software, social media, and email 

marketing software. 

7. Must have good communication skills to work with staff and the public in a professional and congenial manner. 



  
 

 

8. Must have a proven ability to plan and organize work. 

9. Must be flexible and be able to adapt to different tasks. 

10. Demonstrate excellent written and verbal communication skills working with the public, internal and external 

stakeholders, and leadership. 

 

Physical Requirements 

ESSENTIAL PHYSICAL FUNCTIONS 

Determined Work Level: Level 2 – Light Work Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 

force frequently. Required walking or standing to a significant degree; or requires sitting most of the time but entails 

pushing and/or pulling of arm or leg controls. Including ability to carry and assemble a sign/presentation that is no greater 

than 20 pounds.  Other equipment includes laptop, bags, and camera equipment.  Ability to communicate ideas by means 

of the spoken and/or written word.  Must be able to give directions/assignments and interact with the public.  Must have 

fine and gross manual dexterity to operate computer and telephone.  Possesses eye/hand/foot coordination sufficient to 

drive vehicle. 

 

Veteran's Preference 

  

Former military personnel or their spouse that have been verified as a veteran under K.S.A. 73-201 will receive an interview if they meet 

the minimum qualifications of the position and successfully pass any required pre-employment testing or any requirements such as 

licensing. The veterans' preference laws do not guarantee the veteran a job. Positions are filled with the best qualified candidate as 

determined by the hiring officials. To be successful, the expectation is that a candidate will be able to competently perform the routine 

tasks of the position with limited supervision by the end of the probationary period of covered positions. 

Veteran's Preference Notice 

Veteran's Preference Eligibility Request Form 

 

http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Notice.pdf?ver=2017-06-13-153917-497
http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Request%20Form.pdf?ver=2017-06-13-153926-520

