Union Public Schools Job Description

Position Title: Desktop Publishing Specialist
Department: Communications
Reports To: Executive Director of Communications

FLSA Designation:  Non-exempt

SUMMARY': Plans, produces and distributes District publications and assists in special projects
under the supervision of the Director of Communications.

ESSENTIAL DUTIES AND RESPONSIBILITIES: Other duties may be assigned.
Plans production and distribution of various District newsletters and brochures.
Assists Director in special projects and events.

Photographs District events for publications and displays.

Prepares and writes news releases.

Assists in preparing written materials for special projects.

Maintains file of student/ staff achievements, and writes appropriate stories and items.
Maintains yearly calendar board.

Produces and distributes monthly District events calendar.

Assists in cable casting Board of Education meetings.

Assists in cable casting Board of Education meetings.

Works well with both supervisors and other members of the team.

Maintains consistent and punctual attendance.

Performs other duties assigned by supervisor or administrator.

SUPERVISORY RESPONSIBILITIES: None.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must
be able to perform each essential duty satisfactorily. The requirements listed below are
representative of the knowledge, skill, physical stamina, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

EDUCATION and/or EXPERIENCE: Bachelor of Arts preferred in journalism or
communication.

CERTIFICATE, LICENSES, REGISTRATIONS: None.

LANGUAGE SKILLS: Ability to read, analyze and interpret general business periodicals,
professional journals, technical procedures, or governmental regulations. Ability to write reports,
business correspondence, and procedure manuals. Ability to effectively present information and
responds to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS: Ability to work with basic mathematical concepts and ability to
apply concepts such as fractions, percentages, ratios, and proportions to practical situations.
Ability to apply concepts of basic algebra and geometry.
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REASONING ABILITY: Ability to apply common sense understanding to carry out
instructions furnished in written, oral or diagram form. Ability to deal with problems involving
several concrete variables in standardized situations.

OTHER SKILLS and ABILITIES: Knowledge of computer software programs, experience in
scripting and producing videos. Ability to operate personal computers for long periods of time.
Ability to operate video camera and still camera. Use of arms and hands for finger dexterity for
typing is a necessary skill. Ability to speak clearly and concisely both in oral and written
communication. Ability to perform duties with awareness of all District requirements and Board
of Education policies.

PHYSICAL DEMANDS: The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to sit. The employee
is occasionally required to walk; use hands to finger, handle or feel objects, tools or controls;
reach with hands or arms; talk or hear. The employee regularly types for long periods of time.
Specific vision abilities required by this job include close vision and the ability to adjust focus.
The employee is regularly required to meet deadlines with severe time constraints and
occasionally interact with the public and staff in addition to meeting multiple deadlines with
severe time constraints and occasionally interact with the public and staff in addition to meeting
multiple demands from several people.

WORK ENVIRONMENT: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.

The noise level in the work environment is usually quiet.

Publishing Specialist
Created 2/2004
Revised 2/2008



	Union Public Schools Job Description

