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JOB DESCRIPTION 
 

POSITION TITLE: 
 

Director of Community Relations  

DEPARTMENT: 
 

Administration 

REPORTS TO: Chief Executive Officer 
 
 

 
The incumbent in this job is expected to assist Family Health Care Centers of Greater Los 
Angeles, Inc. in achieving its Mission “to enhance the quality of life of men, women, and children in 

the greater Los Angeles area through the provision of high quality, accessible and affordable health 

care services”.  A commitment to excellence, service, and a willingness to assist as needed are 
expectations for all FHCCGLA employees. 
 

RESPONSIBILITES: 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. 

1. Creates, develops, coordinates, and implements FHCCGLA’s public relations, 
marketing and advertising programs to ensure FHCCGLA’s branding presence 
throughout its respective clinic location service areas.   

2. Manages and sustains all aspects of internal and external communications, 
including news media relations, print/electronic publications, web site, and social 
media initiatives.  

3. Plans, implements, and synchronizes FHCCGLA’s marketing, advertising and 
public relations programs to coincide with its current goals, mission, and strategic 
plan.  

4. Establishes, cultivates, and maintains positive external relationships with 
individuals, businesses, and community-based organizations that are pertinent to 
FHCCGLA’s outreach and resource development efforts.  

5. Maintains a thorough knowledge of agencies programs, payors, and services. 
6. Works directly with FHCCGLA’s Outreach Team planning and promoting 

outreach efforts, health fairs, and other public convening’s. 
7. Arranges for interviews with key local reporters for print and broadcast media.,  
8. Promotes special events (the annual Breast Cancer Awareness walk/Event, the 

annual National Health Center Event, etc.).  
9. Composes correspondence, media messages, articles, press releases, 

announcements, presentations and other oral/written communications to meet 
FHCCGLA’s outreach, branding, and marketing needs.  

10. Acts as spokesperson and liaison with the media.  
11. Assists in the planning and coordination of all relevant activities for special 

events.  
12. Attends Board meetings as necessary, and serves on pertinent committees 

(fundraising, etc.). 
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13. Develops long lasting relationships leading to opportunities for potential 
philanthropic donations as well as developing a donor base. 

14. Participates in the creation and implementation of a strategic plan for the 
marketing and community relations component.  

15. Develops. monitors, maintains, and evaluates FHCCGLA’s marketing budget.  
16. Develops outcomes for marketing, branding, and community relations; monitoring 

and assessing those outcomes. 
17. Develops plans of action for improvement based on the assessment of 

outcomes.  
18. Assists with the development, implementation, monitoring, and revision of 

policies and procedures relating to marketing, branding, and community 
relations.  

19. Assists with the process for systematic review and evaluation of the marketing, 
branding, and community relations activities. 

20. Attends the workplace regularly, reports to work punctually and follows a work 
schedule to keep up with the demands of the assigned job duties.  

21. Completes duties and responsibilities in compliance with FHCCGLA’s standards, 
and policies & procedures/guidelines.  

22. Uses appropriate interpersonal skills and makes sound judgments to decide how 
duties and responsibilities are completed when requiring the assistance or 
involvement of management/supervisory staff, co-workers, and volunteers.  

23. Supports the values and goals as defined in the FHCCGLA’s Strategic Plan.  
24. Working hours may include evenings, holidays or weekends depending on 

special events, meetings, and/or deadline requirements.  
25. Shall schedule and attend pertinent conferences, agency meetings (strategic 

plan, etc.) and community meetings (chambers of commerce, etc.). 
26. Utilizes agency resources efficiently and prudently. 
27. Assumes other duties as assigned. 

 
 
QUALIFICATIONS REQUIRED (experience, skills, & other): 
The requirements listed below are representative of the knowledge, skills, and/or ability 
required. 

1. Bachelor’s degree from an accredited college or university, with a 
concentration in communications, marketing, public relations, journalism, or 
related field or four (4) years of related experience. 

2. Exceptional organizational skills. 
3. Proficiency with use of the e-mail, Word/Excel, spreadsheets, database, 

PowerPoint (presentation) software, and use of the Internet. 
4. Strong communication, interpersonal skills, verbal/written skills, and problem-

solving skills. 
5. Ability to speak Spanish, preferred. 
6. Ability to perform tasks in a changing work environment and to prioritize 

workload under pressure of deadlines as necessary. 
7. Ability to take initiative in performing and completing tasks within set 

timelines. 
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8. Ability to function self-sufficiently, requiring little supervision. 
9. Commitment to the provision of high-quality health care services and the 

goals and mission of Family Health Care Centers of Greater Los Angeles, Inc. 
10. Willingness to adapt to changes in schedules due to agency 

growth/expansion and/or need for changes/modifications. 
11. Demonstrated knowledge of principles, practices and ethics of public 

relations; principles of institutional advancement; media relations; print, 
electronic and miscellaneous media requirements for bilingual advertising and 
publicity; and graphic design, type and layout for publications.  

12. Demonstrated knowledge of special event planning and management.  
13. Extensive experience in marketing, public relations, special events, graphic 

design, photography and printing. 
14. Demonstrated people skills and expertise in planning, writing, editing, 

designing, production methods, media relations, management, crisis media 
management and organizational development.  

15. Experience with consumer marketing strategy, strategic advertising and 
branding.  

16. Strategic thinker who excels at coming up with original ideas and is able to 
execute, with a proven record of success in a highly dynamic work 
environment.  

17. Ability to supervise assigned staff or volunteers and work within an 
established budget.  

18. Ability to develop and coordinate activities which meet the goals and the 
mission of FHCCGLA.  

19. Demonstrated experience in organizing, conceptualizing, and prioritizing 
objectives. 

20. Demonstrated organizational skills in handling, directing and prioritizing 
multiple and complex assignments and projects  

21. Ability to communicate with internal and external constituencies in a 
professional manner, including articulating FHCCGLA’s message with clarity 
and enthusiasm.  

22. Ability to communicate effectively, orally and in writing; define problems, 
collect data, establish facts, and draw valid conclusions; and effectively 
present information to top management, public groups, and/or boards of 
directors.  

23. Ability to respond to common inquiries or complaints from customers, 
regulatory agencies, or members of the community.  

24. High level mentality for energy and good positive teamwork. 
25. FHCCGLA shall be the only source of income, including but not limited to 

consulting income or commissions from outside sources (sole employer. 
26. FHCCGLA shall be the only source of income, including but not limited to 

consulting income or commissions from outside sources (sole employer). 
27. Transportation, required. 

 
 
 
 


