
Deaf and Hard of Hearing Service Center 

Job Description 

Position:   Public Relations/Outreach Specialist   

Reports To:  Project Director 

Classification: Part-Time, Non-Exempt 

Office Location: Fresno, California 

 

Job Description 

 

This job contributes to the success of Deaf and Hard of Hearing Service Center by outreaching to both 

the general public and the Deaf and Hard of Hearing Community to share about services and programs 

offered at the agency.   Also features special events and fundraisers to boost DHHSC’s visibility, 

attendance, and fiscal health. 

 
The following is a list of major duties and responsibilities for this position.  It is not all-inclusive, other duties and responsibilities 
may be added as needed and management may modify this job description when appropriate. 

 

Tasks, Duties, and Responsibilities 

 Coordinates weekly and monthly e-news, social media, website updates and maintenance, and special 

events campaigns 

 Participates in special events and annual events, collaborates with community partners and outreach 

 Establishes relationships with organizations and agencies for future collaborations 

 Provides agency tours as needed 

 Develops and maintains agency outreach and promotional materials 

 Attends various community networking events and meetings to build partnerships and boost agency’s 

visibility 

 Maintains DHHSC’s monthly event calendar and event flyers 

 Creates, edits, and captions video announcements and vlogs 

 Uses technical equipment to livestream DHHSC’s major events and workshops 

 Builds advertisement opportunities for DHHSC and advertises through local, regional, and national 

media outlets 

 Reports to supervisor on operation activities on a weekly basis; record statistics 

 Travels within agency’s service region to build connections between DHHSC’s four offices and 

general community, community organizations, businesses, etc. 

 Researches advertisement and partnership opportunities in service region 

Representing DHHSC 

 Represents DHHSC at events, such as facilitating booths and networking 

 

Other Responsibilities 

 Participates in agency’s events, including annual Valley Deaf Festival and Martha’s Vineyard 

 Attends training to improve services 

 Other duties assigned by supervisors 

 

Minimum Qualifications 

 

 Experience with marketing, donations, fundraising, and public relations (1-2 years preferred) 

 Skilled with doing public presentations and preparing promotional materials 

 Experience with using technology to make videologs, livestream at public events, create videos, 

and make posts on Facebook, Twitter, Instagram, Snapchat, and other social media platforms 

 Fluent in American Sign Language (ASL) 

 Fluency in another language other than ASL and English, such as Lengua de Señas Mexicana 

(LSM) and/or spoken Spanish 



 High school degree or GED 

 Experience in working with Deaf and hearing communities (1-2 years) 

 Knowledge of Word, Excel, PowerPoint, Adobe Photoshop and other relevant software 

 Knowledge of principles and processes for providing customer and personal services 

 Ability to multitask, prioritize duties, and work efficiently and thoroughly 

 Excellent interpersonal, communication, and language skills 

 Ability to work cooperatively with a diverse constituency of clients and maintain confidentiality 

 Excellent problem-solving skills, 

 Ability to project a positive image of the job and the agency 

 Must have a valid driver’s license with a satisfactory driving record (no more than two moving 

violations within the last three years) 

 Must have access to a motor vehicle and be willing to use on a regular basis according to the 

needs of the position and have car insurance 

 

Physical Requirements: 

 

The physical demands listed are representative of those that must be met by an employee to 

successfully perform the essential functions of the job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  Modified “light duty” restrictions 

may be arranged as needed and when available for job-related injuries or illnesses.   

 

While performing the duties of this job, the employee is regularly required to stand, walk, sit; use 

hands for operating computer and office equipment.  The employee is occasionally required to reach 

with hands and arms, stoop and kneel. 

 

The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 

25 pounds.  Specific Vision abilities required by this job include close vision, distance vision, peripheral 

vision, depth perception and ability to adjust focus.  Must have visual acuity sufficient to read a 

computer screen and paper documents, as well as qualify to maintain a valid CA driver’s license.   
 

Deaf and Hard of Hearing Service Center is an at-will employer.  This means that employment can be terminated at-will by the 
company or employee and such termination can be made without notice 

 


