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skills, to include high proficiency in Microsoft Suite applications including Word, Outlook, Excel and 
PowerPoint; proficiency in Adobe InDesign and Microsoft Publisher preferred. Demonstrated judgment, 
customer service and organizational skills. Ability to meet deadline requirements with a stressful 
environment and function effectively with other staff members to complete all necessary tasks. 
 
 
Working Conditions and Physical Demands 
The physical requirements described herein are representative of those which must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities, who are otherwise qualified, to perform the essential functions.  Duties are 
performed in an office environment. Must be able to sit for long periods of time.  Work involves physical 
effort encountered in normal, everyday office activities.  While performing the duties of this job, the 
employee is occasionally required to carry light items and pull boxes weighing up to 25 pounds; and bend, 
stoop, or reach to setup materials.    
 
 
SUPERVISION EXERCISED:  None 
 
SUPERVISION RECEIVED:   Director, Public Information and Community Involvement 
 
 
This job description in no way states or implies that these are the only duties to be performed by this 
employee. The Community Relations Technician will be required to follow any other instructions and to 
perform any other related duties as assigned by the Director, Public Information and Community 
Involvement or other appropriate administrators. Newport News Public Schools reserves the right to 
update, revise or change this job description and related duties at any time. 
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