
 

 

 

The City of Union City is welcoming qualified applicants for: 
 

COMMUNICATIONS COORDINATOR 

Monthly Salary:  $4,398 - $5,268 (Full-Time) 
 

 
THE POSITION: 
 
Under the direction of the Communications & Marketing Manager, the Communications 
Coordinator plays an important role in supporting the execution of the City’s multi-media 
programs and public information campaigns. The Communications Coordinator is 
creative and well-versed when it comes to communicating to a diverse community or 
group of people. The position is ideal for a creative and motivated individual who can 
help grow the City’s brand, convey routine news and updates to residents, and present 
ideas on ways the City can more effectively communicate to its residents.   
 
ESSENTIAL DUTIES: 
 
The incumbent shall be expected to perform, at various times, the following functions 
and duties: 

 Organize and prepare written draft public information, including news releases, 
talking points and fact sheets;  

 Assist in the maintenance and optimization of City social media channels, which 
includes routine monitoring and response;  

 Assist in the development of print materials and website and social media 
content, including infographics, newsletters, and flyers;  

 Track and measure the performance of social media content using social media 
analytical tools; 

 Assist in special projects that require research, development and implementation 
of multi-media and communication strategies; 

 Perform other work as assigned. 
 
QUALIFICATIONS: 
 
Knowledge of:   

 Social media platforms like Facebook, Twitter, Instagram and Nextdoor; 

 Microsoft Office to include Excel, Word, Publisher and PowerPoint; 

 Research & development methods, web research, and fact checking; 

 Proper English grammar 

 MLA writing format 
 

 



Ability to:   

 Quickly summarize large documents, such as staff reports; 

 Create short, concise messages;  

 Interact with multiple social media platforms and applications that support 
communication;  

 Track and measure digital data;  

 Collaborate and communicate well with a variety of City departments and the 

public. 

 
EDUCATION AND EXPERIENCE: 
 
 A sufficient combination of work experience, training and/or education which 
demonstrates possession of and competency in requisite knowledge, skills and abilities 
such as: 
 
An Associate’s Degree or working towards a Bachelor’s Degree in the field of 
Communications, Journalism, Graphic Communications, Multi-media and/or Marketing 
from an accredited college or university is preferred; and  
 
Two (2) years of increasingly responsible general clerical experience and some 
experience in communications/multi-media either through academic or professional 
work. 
 
APPLICATION PROCESS: 
 
The application deadline for this recruitment will be  

Monday, September 16, 2019 by 11:59 p.m  

 

Applications should be completed on-line via the CalOpps website: 

https://www.calopps.org/union-city/job-19905590 

Resumes will not be accepted in lieu of a completed application.  All attachments must 

be in PDF format. 

 

The City of Union City is an Equal Opportunity Employer and values diversity at all levels of its workforce. 

 

Posted 08/16/2019 


