Job Opportunity Notice - Emergency Appointment
Public Relations Specialist | (1785-1)
Salary Range: $65,396.16 — $95,588.64
Marketing, Development, Design, & Digital Research Division
Department of Cultural Affairs

The Los Angeles Department of Cultural Affairs (DCA) is offering an emergency appointment
opportunity in the Public Relations Specialist | classification in the Marketing, Development,
Design, and Digital Research Division (MDDDRD), located at 201 North Figueroa Street, Suite
1400 Los Angeles, CA 90012.

Emergency Appointment - The Rules of the Board of Civil Service Commissioners define an
emergency appointment as a temporary assignment to a position made in accordance with City
Charter Section 1013 (a) and (b). The appointment is authorized until a civil service eligible list is
established for that particular job classification, but for no longer than one year. The appointment
must be terminated when a regular appointment can be made from the eligible list to a permanent
position of half time or more. Candidates must TAKE and PASS the Public Relations
Specialist | exam when it becomes available to be considered for the permanent position.

JOB DESCRIPTION

Under the supervision of a Public Information Director, the Public Relations Specialist | will
prepare informational, promotional, or educational material regarding Department of Cultural
Affairs functions or activities, for presentation by publication, broadcast, or digital media; may
coordinate public relations events and related work. A Public Relations Specialist is engaged in
activities intended to increase public understanding of Department services, and to obtain public
participation in activities, events, and resources provided by the Department of Cultural Affairs.

DUTIES AND RESPONSIBILITIES

e Design and implement DCA'’s social media and digital marketing strategy. Design, create,
and manage digital communications and social media marketing campaigns to engage
community members and attract audiences to DCA's facilities, programming, activities,
opportunities, and events

e Design reports, presentations, newsletters, e-blasts, and marketing collateral for the
public. Writes articles for inclusion in departmental publications, and prepares DCA's
Annual Report publication, and other related publications.

e Develop presentations for upper management, Mayor’s Office, and/or City Council on
DCA organization, structure, budget, programming, services, metrics reporting, and other
programs, as required. Also, manage/develop photographic documentation of
programming produced or supported by DCA. Manage/develop a photograph database.

e Plan and participate in special events, briefings, conferences, press conferences, and
ribbon cuttings, and prepare speeches and talking points. Research and prepare public
relations materials, which include brochures, pamphlets, booklets, news releases, and fact
sheets



e Respond to public requests, inquiries, and complaints of a highly sensitive nature.

e Plan, assign, review, and participate in the formulation, execution, and evaluation of
informational, educational, and other programs related to public information and
marketing/branding

e Create and manage content from idea-generation through final publishing or posting,
including preparing drafting, fact-checking, and editing copy; obtaining images,
coordinating with program producers on content and strategy; producing and editing
shortform video, designing graphics, while ensuring quality control of all elements; and
proactively recommending and implementing improvements

e Develop and maintain DCA’s websites and microsites, including content management, as
well as page development, design, and backend management, to successfully promote
DCA programming and reach multiple audiences, using DCA’s website content
management systems (CMS) in addition to other digital media publishing platforms

e Ensure all of DCA’s websites and microsites are compliant with regulatory standards and
best practices for accessibility and report any issues to management

e Manage DCA’s social media channel elements (i.e. profile pic, thumbnails, ads, landing
pages, Twitter profile, YouTube channel, Instagram, blogs, Facebook Timeline cover,
graphic design style guidelines, etc.) and develop and expand community

e Provide media relations support in developing communications documents such as press
releases, media advisories, digital correspondence, and Departmental newsletters.

e Supervise part-time staff to support the Marketing, Development, Design, and Digital
Research Division.

MINIMUM REQUIREMENTS
e Graduation from an accredited four-year college or university including completion of 24
semester or 36 quarter units in public relations, journalism, or communications.
o Each year of full-time paid professional experience in the fields of journalism, public
relations, or media relations may be substituted for 12 semester or 18 quarter units of
the required coursework.

CONDITIONS OF EMPLOYMENT

The job will be performed in-person at DCA’s main office located at 201 N. Figueroa Street, Suite
1400, Los Angeles, CA, 90012 in Downtown Los Angeles. General working hours are from 8:00
a.m. to 5:00 p.m. with the possibility of additional work offsite or during evening hours. The position
may be allowed to work on a hybrid basis, consisting of a combination of in-person work days and
telecommuting days, dependent on department guidelines, supervisor discretion and operational
need. This position must be able to lift 20 to 25 pounds and be able to conduct a variety of work
assignments with various deadlines. California Driver’s License is required. Candidates may be
requested to disclose all sources of employment to mitigate risks of conflict of interest.

HOW TO APPLY

All interested candidates should submit a resume and completed City application, which can be
downloaded using this link. Application materials must be emailed as a pdf to Jacyn Clayton,
Department of Cultural Affairs Personnel Client Services at jacyn.clayton@lacity.org by Friday,
October 2, 2026. The subject line of the email should read "Public Relations Specialist | —
MDDDRD.” If you have any questions, please contact Jacyn Clayton at (213) 482-6727.

METHOD TO EVALUATE CANDIDATES

Final selection will be based on a review of resume and applicable qualifications as well as an
oral interview to evaluate candidates based on the desired qualifications related to skills,
knowledge, abilities, and qualifications for the position. Interviewers may also contact present and
former supervisors, as well as review City Personnel files (if applicable) as part of a candidate’s
evaluation. Due to the volume of applications that we receive, we are unable to respond to phone
calls.


https://personnel.lacity.gov/doc.cfm?get=CityApp
mailto:jacyn.clayton@lacity.org

