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POSITION TITLE:
PUBLIC AFFAIRS COORDINATOR

DEPARTMENT:

PUBLIC AFFAIRS
ACCOUNTABLE TO:
SR. VP OF PUBLIC AFFAIRS
STATUS:


NON- EXEMPT, FULL-TIME




Primary Objective of the Position:

Public Affairs Coordinator provides administrative and clerical support to the Senior Vice President of Public Affairs; assists with the work of the department by providing support for various areas related to public affairs.  In addition, the Public Affairs Coordinator will provide administrative and clerical support to the managers and directors within the department.
Major Areas of Accountability:

1. Provide general administrative, office and clerical support for the Public Affairs Department.
2. Provide event planning and meeting support for internal and external meetings, including all aspects of meetings logistics.

3. Scheduling appointments/meetings and coordinating meetings arrangements for day and night-time events.
4. Coordinating travel arrangements and logistics for public affairs staff and guests as directed.
5. Maintain events calendars for the Public Affairs Department.

6. Maintain community contact database.
7. Assist with government relation efforts, coordinate meetings with public officials, consultants and others.
8. Work with community groups and assist with outreach efforts
9. Participate in organization-wide coordination of advocacy campaigns relative to matters of importance to the New Orleans & Company, coordinate legislative days and other events.
10. Work collaboratively across all departments and with other administrative staff.

11. Conduct other projects or duties as assigned by the Senior VP of Public Affairs.
Education and/or Experience:

· Bachelor’s degree in Public Affairs, Public Relations, Communications or a related field

· Two years of public affairs experience preferred
· A valid driver’s license preferred
· Strong writing and excellent communications skills 

· Strong comprehension and retention skills; and able to follow through with written and verbal instructions

· Detail oriented, capable of multi-tasking and handling high-stress situations

· Preference for bilingual skills in English and Spanish

· Must have strong interpersonal skills in order to deal with business contacts, elected officials and clients
· Maintain a professional, neat and well-groomed appearance

· Experience working with government and elected officials preferred

· Experience writing articles, newsletter and press releases preferred

Computer Skills:

Must be proficient in Microsoft or similar. Knowledge of spreadsheets and database programs, desirable.

Language Skills:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence.  Ability to speak effectively before groups and/or employees of the organization.

Mathematical Skills:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret graphs.

Reasoning Ability:

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instruction furnished in written, oral, diagram, or schedule form.
Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; and use hands to finger, handle or feel objects tools, or controls; reach with hand and arms; and talk or hear. The employee is required to stand and walk. The employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities required by this job include close vision, distance vision, peripheral vision, and depth perception. Must be able to travel by airplane and operate a vehicle.
Work Environment:

The working environment is typical for an office and does not require exposure to difficult or hazardous conditions. 
Disclaimer Statement:

The above is intended to describe the general content of and requirements for performance of this job. This job description is not to be construed as an exhaustive statement of duties, responsibilities or requirements and does not imply a contract.

Responsibility for Work of Others:
Intern (One)
New Orleans & Company provides equal employment opportunities to all employees and applicants for employment without regard to race, color, religion, gender, sexual orientation, national origin, age, disability, genetic information, marital status, or status as a covered veteran in accordance with applicable federal, state and local laws. New Orleans & Company complies with applicable state and local laws governing non-discrimination in employment in every location in which the organization has facilities. This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training. 


