CIVIL SERVICE OF JAMAICA
JOB DESCRIPTION AND SPECIFICATION
Ministry/Entity: Rural Agricultural Develop Authority
	JOB TITLE:                                             Public Relations/Communications Specialist                                            
JOB GRADE:                                          MCG/IE 4
POST NUMBER:                                     
DEPARTMENT:                                      Communication Department
REPORTS TO:                                        Director – Communication & Public Relations
LOCATION:                                             Head Office  
MANAGES: 
 


This document is validated as an accurate and true description of the job as signified below.
__________________________________                    
_____________________
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__________________________________                         
_____________________
Manager/Supervisor                                                            
Date
__________________________________                         
_____________________
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__________________________________                          
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Date received in Human Resource Division                         
Date created/revised

Strategic Objectives of the Division (in which the position is located):
1.
Provide farmers with a comprehensive and efficient extension service that fully utilises ICT technology to support, modernise and increase agricultural production, productivity and farmer income; 

2.
Promote the diversification of agriculture, and improved post harvest handling, agro-processing and livestock production to increase the value of agriculture to the national economy, thereby also improving the standard of living of farm families;

3.
Supply farmers, processors and marketers with real time market intelligence, to enhance incomes by reducing surpluses or shortages; 

4.
Maintain an up to date farmer registration database, giving full details of type of cropping patterns, type of livestock production, location and size of holdings;

5.
Promoting land husbandry practices which preserve the natural resource base and discourage farming practices which lead to environmental degradation, particularly in critical watersheds;

6.
Ensure that plant and animal, health and safety standards are maintained by educating farmers, thereby ensuring national and international confidence in Jamaican agricultural products;

7.
Encourage farming communities through group activities to improve family health and nutrition, reinforce social cohesion and supplement household income through the development and marketing of new agro processed products;

8.
Implement national policy initiatives for food security, rural and national economic development; whilst fostering linkages with international donors, NGO’s and CBO’s and other relevant agencies; 

     9.
Implement appropriate disaster mitigation measures, ensuring a high level of preparedness within farming communities, effectively carrying out damage surveys and developing appropriate strategies to restore productivity once the event has taken place;

    10.   Attract more young people into agriculture by establishing and strengthening linkages with school garden programmes and the 4 H movement;

    11.
Develop a human resource capability aligned with the overall mission of the Authority which will ensure officers have a clear career development path and are regularly trained and updated in the latest technologies; 

    12.
Maintain a high level of corporate governance accountability and transparency by ensuring that all financial management, accounting, procurement, monitoring and evaluation systems satisfy the legal and managerial requirements of a Statutory body which is moving towards an effective, performance based, executive agency.

Job Purpose:
The Public Relations/Communication Specialist is responsible for implementing RADA’s communication and public relations strategies. The role ensures clear, timely, and accurate dissemination of information to internal and external stakeholders while promoting the Authority’s programmes, interventions, and national contributions to agricultural development.

The Specialist will lead communication efforts for emergency response, ensuring that the public, farmers, and partner agencies receive reliable updates. The position also strengthens RADA’s visibility, public image, and stakeholder engagement across multiple media platforms.

Key Outputs:
· Communication Strategy & Work Plan
· Press Releases, Media Statements & Advisories
· Media Engagement Reports
· Crisis/Emergency Communication Updates
· Social Media Content & Analytics Reports
· Internal Communication Bulletins & Staff Notices
· Public Education Materials & Publications
· Digital Platform Updates
· Event Communication Packages
· Stakeholder Engagement & Outreach Reports
· Branding & Visibility Products
· Communication Support for Field Operations
· Assist with the preparation of print articles, feature stories, website content and public education materials.

· Support the planning and execution of public awareness campaigns and community engagement activities.

· Contribute to capturing and creating content for social media, photography, multimedia documentation, and public messaging
KEY RESPONSIBILITY AREAS
· Manage and enhance public perception of RADA through consistent brand messaging.

· Prepare and distribute press releases, media advisories, speeches, and public statements.

· Serve as the principal contact for media houses and coordinate interviews, features, and coverage.

· Craft targeted messaging for farmers, stakeholders, and national partners.

· Lead communication efforts during emergencies (e.g., hurricanes, drought, disease outbreaks).

· Coordinate timely updates on agricultural sector damage assessments, recovery activities, and support programmes.

· Provide communication support for disaster response operations and high-risk incidents.

· Develop high-quality content for newsletters, brochures, annual reports, social media, and website updates.

· Produce scripts, talking points, and briefs for senior management.

· Oversee production of multimedia content including photos, videos, and infographics.

· Maintain strong relationships with farmers, media houses, government entities, and external partners.

· Design and execute stakeholder engagement campaigns to support registration, traceability, extension activities, and major programmes.

· Support communication needs of parish offices and field teams.

· Manage RADA’s official social media platforms with timely and relevant content.

· Monitor social media engagement, public queries, and feedback.

· Track analytics to measure reach and impact of communication initiatives.

· Strengthen internal communication channels including staff memos, bulletins, and updates.

· Support coordination of staff engagement events and internal messaging during organizational changes or emergencies.

· Ensure brand consistency across all communication materials and public touchpoints.

· Oversee promotional campaigns for key agricultural initiatives, exhibitions, and public events.

· Prepare communication reports, media monitoring summaries, and impact assessments.

· Maintain documentation of media coverage, communication outputs, and stakeholder interactions.
· Collaborate closely with the Customer Service Representative to provide coordinated responses to customer inquiries and complaints in alignment with established ISO service and quality standards.
OTHER RESPONSIBILITIES
· Performs any other related duties which may be assigned from time to time

PERFORMANCE STANDARDS
· Annual and quarterly work plans submitted on time and aligned with RADA’s corporate objectives, with at least 90% implementation each quarter.

· Press releases, public statements, and advisories produced within 24 hours of requests or emerging issues.

· All communication materials produced must be accurate, grammatically correct, and professionally formatted.

· Media queries acknowledged within 2 hours and resolved within 8–24 hours, supported by monthly media monitoring and post-event coverage reports.

· Social media platforms updated daily (or per schedule) with monthly analytics reports showing improved engagement.

· Internal communication notices disseminated within required timelines, including same-day dissemination for urgent matters.

· At least one major publication (newsletter, bulletin, or article) produced each quarter, with high-quality content meeting professional standards.

· Effective communication support provided to parish offices, ministries, partners, and stakeholders, with materials that strengthen public perception and engagement.

· All communication activities, reports, and media outputs properly documented, archived, and submitted monthly, quarterly, and annually on schedule.

SPECIAL CONDITIONS ASSOCIATED WITH THE JOB
· May be required to travel islandwide to support parish offices.

· Must be available for emergency deployment during disaster events or urgent communication needs.

· Must be able to work extended hours when necessary, especially during national emergencies or ministerial directives.

REQUIRED COMPETENCIES

· Excellent written and verbal communication skills.

· Strong interpersonal and stakeholder engagement abilities.

· Ability to manage multiple tasks in fast-paced and emergency environments.

· High-level organizational and project management skills.

· Proficiency in digital content creation tools (e.g., Canva, Adobe Suite, video editing).

· Strong analytical skills with the ability to translate technical data into public-friendly content.

· Ability to work independently and as part of a multidisciplinary team.

· Strong understanding of media landscape and communication best practices.

MINIMUM REQUIRED EDUCATION AND EXPERIENCE
· Bachelor’s degree in Communications, Public Relations, Journalism, Marketing, or related field.

· Minimum 3–5 years experience in a communication or public relations role.

· Proven experience in media relations, content development, and social media management.

· Experience in crisis communication is a strong asset.

· Exposure to government, agriculture, or development sectors is an advantage.
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