Communications Specialist – Senior (L TE) – Preschool Development Grant
Department of Children & Families (DCF)
Division of Early Care & Education (DECE)
Bureau of Operations & Planning (BOP)/ Training & Program Communications Section

POSITION SUMMARY
Under the general supervision of the Bureau of Operations and Planning (BOP), Training and Program Communications Section Manager, the Communications Specialist – Senior position is responsible for leading and managing Preschool Development Grant (PDG) communications, promotions, and outreach activities. This includes developing, reviewing, and disseminating written, verbal, and electronic PDG communications to stakeholders. The position will also not only support the division’s communication plans but also support internal and external Division of Early Care and Education (DECE) communications.  
Primary responsibilities include researching, designing, writing, editing, and proofreading division communications and print or electronic publications; ensuring alignment with communication strategies, content accuracy, branding and accessibility standards; and applying tactics to increase engagement.  
TIME	%	GOALS AND WORKER ACTIVITIES
80%	A.	Lead and manage PDG communications, promotion, and outreach activities 
A1. 	Develop and implement communications deliverables to support PDG activities, including the promotion and publication of needs assessments and strategic plans. 
A2.	Collaborate with PDG managers to develop and implement communications efforts for PDG activities, including the development of statewide media campaigns to increase parent and caregiver education and awareness of DECE programs. 
A3.	Develop and recommend to the DECE and PDG Leadership teams additional outreach opportunities utilizing data from partner engagements, workgroups, committees, and other data collection methods.
A4.	Create and maintain contacts with stakeholders.
A5.	Participate in project workgroups and other leadership meetings to provide on-going status and progress reports on DECE and PDG communications plans.
A6.	Generate new ideas to improve communication efforts across PDG functions.
A7. 	Serve as the lead staff in developing a partner engagement workplan that includes the planning, scheduling, facilitation, and evaluation of PDG listening sessions or other outreach events. 
A8. 	Create and execute on-going system to develop and publicize stories of success throughout the PDG project. 

10%	B.	Support the division’s communications plans 
B1.	Collaborate with DECE program area managers and subject matter experts to develop and manage communication efforts for DECE programs including Wisconsin Shares, Child Care Regulation, YoungStar, and other initiatives to increase public knowledge and awareness.
B2. 	Coordinate the design, content development, editing, and review of DECE print and electronic publications for all DECE program areas and initiatives.
B3.	Collaborate with program areas to ensure their communication plans and guidance materials meet DCF’s brand standards, accessibility guidelines, and strategic goals.
B4.	Collaborate with the DCF Communications Office to ensure consistency in messaging and advance the department’s strategic goals. 
B5.	Develop, implement, and distribute informational and educational materials to the public regarding DECE programs, initiatives, and goals to increase the visibility of DECE programs including Wisconsin Shares, YoungStar, and Child Care Regulation. 

10%	C.	Support internal and external DECE communications  
C1.	Maintain the DECE internet/intranet websites using Drupal and other advanced software tools and provide guidance and enforce standards for consistent visual presentation and current materials. 
C2.	Collaborate with the DCF Communications Office to create and maintain internal and external DECE webpages.	
C3.	Coordinate with program areas, leadership, and web team to ensure that all communications adhere to federal and state accessibility guidelines, and utilize best practice for plan language, and are made available in other languages where required.
C4.	Review, edit, and proofread materials and other requests from program areas and leadership to ensure accuracy and consistency in tone, content, and style based on direction from DECE leadership.
C5.	Collaborate with BOP training team for development, review, and editing of written scripts and other training materials, and assist with testing.

KNOWLEDGE, SKILLS, AND ABILITIES
1. Ability to prioritize and manage multiple large-scale projects.
2. Knowledge of outreach and promotions, website management, and editing printed and online social media publications. 
3. Extensive written and oral communication skills to successfully inform and engage a wide array of audiences within and outside the department.
4. Knowledge and skills with researching issues, gathering information, and writing about complex topics in plain language. 
5. Knowledge and skill in computer use, including document management software, graphic or photo imaging software, web page creating and editing software, as well as programs for developing presentations, creating and publishing marketing materials, word documents and spreadsheets.
6. Ability to use web editing software and/or graphic software such as Adobe Acrobat, Photoshop, SharePoint Designer, Drupal, Dreamweaver, JavaScript, InDesign, and Publisher.
7. Knowledge and skills applying social media strategies, tools, and techniques. 
8. Knowledge and skills with multi-faceted communications, public relations, and marketing. 
9. Knowledge and skills in publication development and distribution. 
10. Knowledge of branding and developing targeted communications. 
11. Attention to detail and accuracy. 
12. Strong organizational skills. 


