2021
Job Title: PUBLIC RELATIONS/MARKETING/GRAPHIC DESIGN SPECIALIST  
Department:  Public Relations
Pay Range:   $14.50 – $23.00 per hour – 37.5 hours per week
Immediate Supervisor:  Director
Positions Supervised:  Volunteers
Job Responsibilities:  Responsible for identifying and implementing communications processes which build mutually beneficial relationships between the library and the community. Internal and external promotion of library programs. Help maintain the beauty of the library through appropriate displays and décor. Maintain the Community Board.
Qualifications:  Bachelor’s degree is preferred. Previous public relations experience is preferred.
Knowledge, Skills and Abilities: Knowledge of library practices and procedures; excellent oral and written communicate skills; time management skills; experience in managing publicity; and program support are necessary. Knowledge of Microsoft Office and various software programs are required. Working knowledge of InDesign is a plus. Knowledge of authors and current topics.  Ability to visualize and then create appropriate library displays.      
Illustrative Duty Modules:
95% Public Relations/Marketing and Graphic Design Duties:
· Design, print (or outsource printing), and distribute flyers and other promotional pieces such as posters and banners as needed for various library programs and events.
· Design logos/branding for program series and events (i.e. Reel Art, Reel Talk, 1000 books before Kindergarten, Halloween at the LiBOOry, etc.)

· Serve as initial media contact for inquiries and requests.

· Write detailed press releases and disseminate through local print, broadcast, and electronic media for programs, events, announcements, and other news within established deadlines.

· Shoot photographs to accompany press releases; maintain organized file of images.

· Proofread and edit any information distributed to the public whenever possible.
· Monitor content over all platforms to ensure adherence to any sponsor requirements.

· Provide talking points and communications information to front line staff when appropriate (i.e., policy change, major library events or news).

· Be a part of the Social Media team, including editorial privilege on Way Library FB page; using best practices, create content, post regularly, and monitor activity regularly.

· Create a monthly E-newsletter to email the subscribers

· Create Program Guide on a regular basis for printing and mailing to the 43551 community.

· Design ads and place in local print media when appropriate.

· Write stories and/or produce Power Point presentations as needed to document library’s value, services, accomplishments, statistics, etc.

· Assist website administrator in keeping content up to date. Provide promotional content when appropriate.

· Implement community outreach activities which demonstrate our civic pride and charitable spirit.

· Act as liaison to WPLFF organization for publicity and signage for their book sales.

· Work closely with staff to identify events, services, and resources for promotion.

· Keep Way official business cards updated and printed for distribution as needed

· Create and maintain welcoming public spaces and attractive exhibits in the library. Plan, purchase supplies, and decorate the library for seasonal and programmatic themes.  Enlist and supervise volunteer help if needed for Christmas decorating throughout building.

· Design and produce attractive, consistent temporary signage for building interior, including wayfinding, informational, promotional, and emergency signage.

· Keep Community Board current.

· Assign display cabinets as requested.

· Manage outer lobby receptacles for publications, flag disposal, cell phone recycling, etc.

· Present a professional appearance.

· Other tasks as assigned.

5% Library Beautification
· Create a friendly, inviting place for patrons using appropriate décor.
