ARIZONA CRIMINAL JUSTICE COMMISSION

1110 W Washington, Suite 230, Phoenix, AZ 85007

Public Information Officer

Posting Dates: Monday, October 21, 2013 - Friday, November 8, 2013
Salary Range: $65,000 - $75,000 Location: Phoenix, AZ Grade: 23

AN EQUAL EMPLOYMENT OPPORTUNITY AGENCY

The Arizona Criminal Justice Commission (ACJC) is seeking the ideal candidate to serve as the
Public Information Officer and in a shared role as the agency’s Legislative Liaison. This position
will have responsibility for media relations, public information, legislation and policy and
technical writing in support of agency programs and the commission. This is a permanent full-
time opportunity with great benefits, an ideal work environment that includes free covered
parking, on-site cafeteria and front door access to public transit.

PURPOSE/OBJECTIVE

ACJC was created in 1982 to serve as a resource and service organization for Arizona's 480
criminal justice agencies on a myriad of issues ranging from drugs, gangs, victim compensation
and assistance to criminal record improvement initiatives. The ACJC works on behalf of the
criminal justice agencies in Arizona to facilitate information and data exchange among state-wide
agencies by establishing and maintaining criminal justice information archives, monitoring new
and continuing legislation relating to criminal justice issues and gathering information and
researching existing criminal justice programs.

This position is responsible for a wide range of public relations activities that includes preparation
of newspaper, radio, and television releases/appearances; preparation of staff for public
appearances; publications and educational materials on stakeholder issues; technical writing;
document and publication editing; website content; and verbal or written responses to the public,
local, state, and federal governmental inquiries.

Additionally, in the role of legislative liaison this position serves as an agency point of contact to
legislators and other stakeholders serving in a similar role; extending coverage of legislative
matters as appropriate. Along with the Executive Director, this position coordinates information
between State and Congressional delegation offices for analysis, testimony, and visits by
governmental staff. The individual also apprises the Commission and criminal justice
stakeholders of legislation that impacts the criminal justice community.

Essential Duties and Responsibilities

R/

++ Researches, develops, writes, and coordinates media responses for the agency;

« Edits all documents for agency distribution and posts information to the agency website;

+«+ Prepares, reviews, and edits news conferences, releases, newsletters, publications and
scripts;

¢ Serves as a liaison between staff, the Commission and the criminal justice community;

++ Researches attitudes, opinions, trends and perceptions of relevant external groups and
reports that information to the Executive Director for dissemination to the Commission
and stakeholders;



+«» Collaborates with the Executive Director for development and implementation of
legislative initiatives.

+» Helps to assess the policy impact of and response to proposed state and federal legislation
affecting the criminal justice community;

+» Researches, analyzes, and evaluates issues and prepares reports on all assigned federal

and state legislation or studies so that executive recommendations can be formulated for

consideration by the Commission;

Participates in the tracking of the progress and status of relevant State and federal

legislation and develops related documentation;

Coordinates the annual distribution of all enacted State legislation to stakeholders;

» Prepares documents appropriate to display on the agency website for government

relations activities and manages website content for agency departments.
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Skills Knowledge and Abilities

+» Demonstrated knowledge of various journalistic styles; technical writing and
report/document editing;

+«» Demonstrated knowledge of how to promote legislative or public policy interests with
legislative and/or executive officials;

+«+ Considerable knowledge of practical report writing and presentation skills;

% Proven knowledge of the federal, State, regional and/or local legislative processes,
including structure and operation;

% Current knowledge of principles, techniques, and objectives of public information and
relations programs;

» Skilled in the use of Internet, Intranet, and Microsoft Office products;

Exceptional analytical skills, including the ability to absorb large amounts of data and

information and summarize into condensed fact sheets.

¢ Proven leadership ability with strong interpersonal, organizational, and relationship skills,

along with advanced verbal and written communication skills;

Ability to work with diverse groups, with competing interests to develop collaborative

positions;

Ability to research, analyze and evaluate issues and prepare reports on legislation;

Ability to track the progress and status of legislation.
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Additional Requirements:

This position will require the use of a State, rental or personal vehicle on agency business.
Individuals must be physically capable of operating the vehicles safely, possess a valid driver’s
license, and have an acceptable driving record.

This position will require moderate travel within the State and nationally.

Minimum Qualifications
Any combination of education, experience and training equivalent to:

Graduation from an accredited four year college or university and five years of experience in
journalism, mass media communications, or public relations; promoting legislative or public
policy interest with legislative and/or executive officials in the federal, State and/or local
government sector or similar experience in the non-profit or private sector with emphasis on the
State or federal level.

Other combinations of experience and education that meet the minimum requirement may be
substituted.



