CIVIL SERVICE OF JAMAICA

JOB DESCRIPTION AND SPECIFICATION

Ministry/Entity: Rural Agricultural Develop Authority
	JOB TITLE:                                             Public Relations Officer                                            

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.

__________________________________                    
_____________________

Employee                                                                             Date

__________________________________                         _____________________

Manager/Supervisor                                                             Date

__________________________________                         _____________________

Head of Department/Division                                            
 Date

__________________________________                          _____________________

Date received in Human Resource Division                         Date created/revised

STRATEGIC OBJECTIVE OF UNIT/DIVISION

1.
Provide farmers with a comprehensive and efficient extension service that fully utilises ICT technology to be the intelligence delivery unit which supports, modernises and increases agricultural production and productivity; 

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;

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.
Discourage farming practices which lead to environmental degradation, particularly in critical watersheds where deforestation and soil erosion will quickly degrade the natural resource base;

6.
Ensure that plant and animal, health and safety standards are maintained, 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, carrying out damage surveys and developing appropriate strategies to restore productivity;

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

    11.
Develop a human resource capability 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 and transparency by ensuring that all financial management, accounting, procurement, monitoring and evaluation systems satisfy the legal and managerial requirements of an effective, performance based, executive agency.
JOB PURPOSE
Under the direct supervision of the Director, Communication & Public Relations, the Public Relations Officer assists in developing and executing RADA’s Communication Policy and Annual Public Relations Programme. The post plays a key role in ensuring clear, timely, and accurate dissemination of information to internal and external stakeholders while promoting the Authority’s programmes, sector achievements, and contributions to national agricultural development.  
KEY OUTPUTS

· Annual Public Relations Programme & Individual Work Plans  

· Communication Policy support documentation  

· Press releases, media advisories, statements, and media kits  

· Research briefs, speeches, and talking points for Senior Management and Ministry Executives  

· Crisis and emergency communication updates  

· Social media content schedules, digital platform updates, and analytics reports  

· Website news content and digital media updates  

· Internal communication bulletins, notices, and staff engagement messaging  

· Public education publications, feature stories, brochures, and inputs for the Annual Report and Farmers’ Calendar  

· Event communication packages and media coverage coordination  

· Media monitoring reports and stakeholder engagement summaries
KEY RESPONSIBILITY AREAS 

· Assists with the development and implementation of RADA’s Communication Policy, Annual PR Programme, and public education campaigns.  

· Conducts research and drafts speeches, talking points, and briefs for the Executive Director, Directors, and Ministry Executives for sector events and calendar occasions.  

· Writes and distributes high-quality press releases, media advisories, features, and public statements regarding RADA’s achievements, agricultural developments, and breaking news.  

· Serves as a key liaison with commercial media houses and the Jamaica Information Service (JIS); coordinates news conferences, media tours, TV/radio interviews, and media kits.  

· Conducts regular media monitoring and media coverage tracking to assess public sentiment and impact.
· Leads communication efforts during national or agricultural emergencies (e.g., hurricanes, droughts, pest/disease outbreaks).
· Ensures emergency communication updates are issued across all traditional and digital channels seamlessly.

· Manages and regularly updates RADA’s official website (news section) and official social media platforms with relevant, timely content.  

· Manages the tracking of social media engagement metrics and analytics to measure outreach effectiveness.  

· Monitors online feedback, public queries, and comments, facilitating prompt responses in collaboration with internal technical teams.  

· Maintains brand consistency across corporate promotional products, brochures, flyers, displays, and exhibition booths.
· Collaborates with parish offices and extension teams to provide tailored communication support for local outreach activities, field days, and major exhibitions. 

· Designs messaging to support major agricultural initiatives, farmer registration, traceability, and youth-in-agriculture campaigns.  

· Works closely with the Customer Service Representative to address customer inquiries and complaints in alignment with established ISO quality service standards. 

· Strengthens internal communication channels through staff notices, internal bulletins, memos, and updates during organizational changes or emergencies.  

· Assists with the writing, editing, and content compilation for RADA’s Annual Report, newsletters, and the Farmers’ Calendar.
OTHER RESPONSIBILITIES 

· Performs any other related duties assigned by the Director, Communication & Public Relations from time to time 
PERFORMANCE STANDARDS
· Key deliverables – Speeches, Media Briefs, Briefs, Media Advisories – produced within agreed time-frames to meet internal and external deadlines

· Timely production of News Releases to promote the RADA’s initiatives and achievements

· Timely dissemination of information on the RADA-related programme successes to the public, through ongoing liaison with the commercial media and JIS

· Website news segment and social media platforms updated daily or according to schedule, with monthly analytics reports delivered on time.
REQUIRED COMPETENCES 

CORE
· Excellent written and oral communication skills
· Ability to work on own initiative

· Good customer and quality focus skills 

· Excellent Interpersonal skills

· Good teamwork and cooperation skills 

· Good planning and organizing skills 

· Excellent time management skills

· Methodical

TECHNICAL  

· Ability to communicate effectively
· Excellent creativity/high level of competence in writing

· Excellent problem solving and decision making skills
· Excellent planning and organizing skills
· Reliability and capacity to work under pressure to meet stringent deadlines

· Proficiency in the use of the Internet, Windows operating systems and Microsoft applications, in particular Word and Powerpoint

MINIMUM REQUIRED EDUCATION AND EXPERIENCE 

· A Bachelor’s Degree in Mass Communication or Journalism
· A minimum of three (3) years working experience in the field or Public Relations, or a Communication-related environment e.g. JIS
· Knowledge of the local media landscape

SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· Required to travel islandwide to support parish offices, extension events, and field operations.  

· Must be available for emergency deployment during natural disasters, sector crises, or urgent communication calls.  

· Frequent requirement to work beyond normal office hours, including weekends and public holidays, to cover major events or meet strict media deadlines.
