
 

*Job posting open until filled. Please email your application and resume to hr@twintransit.org, or 
bring into our office at 212 E Locust St, Centralia, WA. 

 

Job Title: Media and Community Relations Specialist     

Classification 
Nonexempt  

Salary Grade/Level/Family/Range 
2.0 

Reports to 
Director of Community Relations   

Date 
1/1/2020 

 
JOB DESCRIPTION 
Summary/Objective 

The media and community relations specialist will support initiatives to enhance Twin 
Transit’s mission and cultivate the organization’s positive presence in the community. 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

1. Provides Community Relations Director graphic design and photoshop support.  
2. Creates, embeds, and/or references text, audio and video content on website according 

to organization’s needs and preferences.  
3. Creates designs using various applications (photoshop, publisher, wordpress, 

powerpoint, etc.)  for organization that visually communicate desired product or project 
messages. Designs may be used in various visual media including newsletters, posters, 
advertising, etc.  

4. Processes advertising purchases and selections with clients. Ensures steady stream of 
advertising revenue for organization. 

5. Conducts outreach to local media including the coordination and scheduling of media 
material.  

6. Writes, reviews or distributes press releases or other public-facing communication such 
as social media posts, advertisements, etc.  

7. Responds to information requests from public and advertising contacts.  

mailto:hr@twintransit.org


8. Meets and coordinates efforts with service organizations in the community. Develops 
strategies and methods on how to collaborate and assist service organizations.   

9. Plans and organizes involvement in community and employee events. Collaborates with 
the Operations Department to implement events. 

10. Works with Planning and Grants Manager to process grant applications and research 
future grant opportunities.  

Competencies 

1. Customer Focus 
2. Results Driven 
3. Innovation  
4. Graphic Design Skills 
5. Writing Ability 

Work Environment 

This job operates in a professional office environment as well as in the community, on 
the road, on buses, and in staff vehicles. This role routinely uses standard office 
equipment.  

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. 

While performing the duties of this job, the employee is occasionally required to stand; 
walk; sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands 
and arms; climb stairs; talk or hear. The employee must occasionally lift or move office 
products and supplies, up to 20 pounds. 

Position Type/Expected Hours of Work 

Full-time position. The individual selected will have input into the scheduled days and 
hours of work for this position. Virtual work is an option. This position may require long 
hours, weekend work, or the ability to be on-call. 

Travel 

Travel is primarily local during the business day, although some out-of-area and 
overnight travel may be expected. 

Required Education and Experience 

A high school diploma is required; a college degree or an induvial currently enrolled in 
college is preferred. At least 2 years of marketing, media, or public relations experience 
is preferred.  



Other Duties 

Please note this job description is not designed to cover or contain a comprehensive 
listing of activities, duties or responsibilities that are required of the employee for this 
job. Duties, responsibilities and activities may change at any time with or without notice.  

EEO Statement 

Twin Transit provides equal employment opportunities to all employees and applicants for employment 
and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, 
national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or 
expression, or any other characteristic protected by federal, state or local laws. 

 

 

 

 

 

 


