
 Elections Program Communications Coordinator - Multnomah County, Oregon 

 Multnomah County’s Elections Division is seeking an experienced communications professional 
 to develop, implement and manage the agency’s internal and external communications strategy 
 by creating messaging for employees, the public and media. Not only will you be responsible for 
 implementing and managing communications development and strategies, you will be able to 
 flex your creativity by helping to tell the Election Division’s story through a variety of mediums, 
 not limited to graphics production, marketing campaigns and photography and videography. 

 As the  Elections Program Communications Coordinator  , you will work closely with the 
 Elections Manager and Elections team to manage various short and long-term communications 
 projects for the Elections Division. You will act as the coordinator and liaison between internal 
 and external partners, contractors, and stakeholders to facilitate collaboration, build consensus, 
 and ensure accountability. In addition, you will be the primary information/technical resource for 
 assigned staff and team members. 

 Some key responsibilities in this role include: 

 ●  Leading and facilitating the development of the Elections Division’s web communication 
 plans, marketing campaigns, and/or project communication plans; ensuring plans are 
 implemented as designed, within budget, and on time. 

 ●  Planning, leading, and coordinating web communications projects and procedures, 
 including functions and steps to manage organizational change and communications, 
 and information flow. 

 ●  Evaluating or assisting in evaluating publishing tools, communications' effectiveness, 
 and web traffic. 

 ●  Serving as the liaison with IT to develop web communications applications and on 
 purchasing appropriate software and contracting web and application development. 

 ●  Contracting with vendors for specific projects and services, and overseeing vendor 
 performance. 

 ●  Evaluating and selecting appropriate media and communication styles for target 
 audiences. Assessing project or communications plans and adapting/updating plans 
 according to feedback or evaluative data. 

 ●  Planning, preparing, and participating in events such as orientation/training sessions or 
 other events. 

 ●  Effectively using multiple, complex communications channels and mediums (print, digital 
 and web-based tools, social media, etc.) to ensure effective and well designed 
 information transmission. 

 ●  Developing materials for internal and/or external distribution such as documents, 
 policies, procedures, fact sheets, posters, flyers, electronic graphics, videos, and 
 CD/DVDs. 

 ●  Overseeing and maintaining division program web page structure, format, appearance, 
 and content. 

 ●  Representing the  division with other County departments, IT, and other organizations to 
 secure resources and support as needed. 

 ●  Gathering and researching information and data from subject matter experts to create 
 communications media and effective information for intended audiences and users. 

 ●  Providing culturally competent professional communication/marketing services to 
 program and project leaders; ensuring the division’s website and other communications 
 convey positive news/information and media exposure for the division, programs or 



 projects. 
 ●  Ensuring materials contain required information through final review with the content 

 owner, subject matter expert or supervisor. 
 ●  Performing related duties as assigned. 

 Minimum Qualifications/Transferable Skills*: 

 ●  Equivalent to a Bachelor's Degree from an accredited college or university. 
 ●  Six years of increasingly responsible experience in one or more of the following areas: 

 public information, public relations, news reporting, marketing, communications or 
 publication development. 

 ●  Experience creating communications content for an organization, agency or company, 
 and developing communication program strategies, policies and procedures is desirable. 

 Type of Position:  This hourly, union-represented position  is eligible for overtime. 

 Salary Range:  $36.45 - $44.81 Hourly, benefits included 

 Schedule:  Monday - Friday, 8:00 AM - 5:00 PM. There may be some flexibility with the regular 
 start and end times. There may also be the option to work a 9/80 schedule. There is also 
 overtime and flexible schedules expected during certain time periods leading up to and following 
 elections. 

 Location:  Multnomah County Elections Office, 1040  SE Morrison Street, Portland, OR 97214 

 Telework:  At this time, this position is designated  for “hybrid telework,” meaning you will be 
 working on-site some of the time and remotely (from home) at other times. Also, all Elections 
 employees are considered essential employees during certain time periods leading up to and 
 following elections. During these essential time periods all Elections employees must report on 
 site. The designation of hybrid telework may be subject to change at a future time. Currently, all 
 employees must reside in Oregon or Washington; the county cannot support ongoing telework 
 from other locations. 

 COVID-19 Vaccination Requirement:  To protect the health  of the community and employees, 
 Multnomah County requires employees to be fully vaccinated against COVID-19 or have an 
 approved medical or religious exemption as a qualification of employment. 

 If interested, please apply here: 

 https://multco.wd1.myworkdayjobs.com/Multco_Jobs/job/Portland-OR/Elections-Program-Comm 
 unications-Coordinator_R-8682 

 We will be accepting applications until Sunday, August 14 at 11:59 pm (PST) 
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