COMMUNITY RELATIONS MANAGER
Title:     Community Relations Manager                                    Date: March 2012
Department:  Communications , Marketing & External Affairs



    Unit: 5160

Level: 7 Exempt

Supervisor’s Title: Assistant Director, Community  Relations 
Purpose: Develops, implements and manages  community relations programs and communication plans,  public information plans, special events and projects, designed to improve the overall relationship between the Authority and its neighboring communities, specifically East Boston  Charlestown, Chelsea, and Winthrop.

1.    ESSENTIAL TASKS OF THE JOB:

A.   
Represents the Authority to community organizations, civic groups, and other public entities.  


Identifies potentially controversial issues for community leaders and brings them to the attention of Massport senior staff to promote early intervention before such problems become injurious to Massport’s interests.
1. Acts as point of “first contact” with community stakeholders through telephone and written communications regarding requests for information or registering of complaints. 

2. Participates in public meetings conducted by community organizations or various public agencies to present information and plans related to Authority programs and projects.

3. Solicits responses to Massport proposals from various community constituencies and conveys to appropriate internal staff. 

4. Cultivates relationships with and maintains contact with key community or neighborhood leaders to apprise of progress or concerns related to  Authority projects.
5. Organizes and engages community leaders in Massport-sponsored meetings to disseminate important project information or facitity/operations updates. 

B.
Works with Director/Assistant Director to monitor community relations aspects of Authority policies, procedures, programs, and plans.

1.
Participate in interdepartmental meetings to ensure appropriate anticipation of                        and/or mitigation of environmental, operational or construction impacts on local communities.

2.   Assists staff in development of mutually acceptable solutions to community      controversies where timely action can diffuse contentious issues and/or negative media fallout.

3.   Maintains current and comprehensive knowledge of operating departments’ proposals and projects with significant political and/or community relations effects. 

4.
Seeks to convey relevant information on select projects to senior Communications’ staff for briefings  

C.    Executes and coordinates all logistical plans and supports department’s ongoing    proactive, inter-community initiatives.  

1. Provides assistance, as required, to advance External Affairs’ projects like:   Develops ongoing relationships with key community institutions and      organizations (e.g. schools, social service agencies, civic organizations, arts & culture, youth support, etc.) seeking improved understanding of Massport facilities and operations.

2. Implements “good neighbor” projects with community institutions and organizations seeking Massport resources (non-financial) to accomplish community goals (i.e. local clean up projects, career day, outreach campaigns, etc.).

3. Conducts research and reports information for the development of strategic communications and/or community projects. 

4. Organizes special inter-community contests and exhibits utilizing Massport facilities (i.e. youth essay and art contests; senior citizen artists’ groups, etc.)

5. Conducts research on select organizations’ requests to assist the Charitable Contributions Committee deliberations. 

D. Assists Communications staff to develop publicity for community news stories for all external audiences.
1. Develops descriptions of community projects and programs with positive media coverage potential.
2. Requests photo coverage of special events or programs in community involving Massport participation.
3. Recommends community newspaper or program booklet ads designed to foster Massport informational and/or community relations’ objectives.
4. Contacts community stakeholders for potential quotes in Massport issued press releases.

II.     SECONDARY JOB TASKS:

A.     Prepares reports for senior staff distribution to Board. 

B.     Represents the Authority at various community functions and/or serves on                     community-based organizations. 
C.     Maintains mailing lists for community constituencies.  

D.     Participates as assigned in special projects and other duties as assigned by Director/Assistant Director. 
III.   JOB REQUIREMENTS AND QUALIFICATIONS:

A.    EDUCATION LEVEL:   Bachelors degree required.
B.    EXPERIENCE IN RELATED FIELD:  5-7 years relevant public information, 

         and/or community relations experience required. 

C.    UNIQUE EXPERTISE /CERTIFICATION/REGISTRATIONS:

1. Fluent in written and spoken Spanish is a must.

2. Strong oral and written communication skills.

3. Familiarity with historical Massport community relations, environmental issues and external relationships.

4. Working knowledge of Massport facilities and operations. 

5. Massachusetts Class D driver’s license. 

6. Ability to pass a Massport controlled substances test and background security checks. 

7. Working knowledge of word processing, databases and spreadsheet applications.

8. Demonstrated ability to prioritize work and multi-task.

D.    WORKING CONDITIONS:

1. 
Environmental Parameters:  Ability to work in an office environment and to travel to all Massport facilities.
2. 
Physical Demands:

  a.   Strength:  Ability to exert up to 10 pounds of forces occasionally to lift,       

        carry, push, pull or otherwise move objects.

b. Type:  Sedentary work to perform administrative duties, typing and filing.  

Work involves sitting most of the time, but may involve walking or standing for brief periods of time. 

E.    WORK SCHEDULE:   Ability to work a 37.5- hour workweek and to meet    

        fluctuating workload as required.  Must have the ability to attend community 

        meetings outside normal working hours as necessary.

F.    EQUIPMENT USED:    Computer, telephone, fax and other Massport office 

       equipment. 
