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                JOB OPENING ANNOUNCEMENT
Apply On-line at https://www.samtrans.com/jobs
Employment Hotline 650-508-6308

   
February 16, 2024
TITLE:



Chief Communications Officer

EMPLOYMENT TYPE:
Exempt (Full-Time)
DIVISION:


Communications
APPLICATION DEADLINE:
Open Until Filled
PAY RANGE:


$3,881 - $5,822 weekly estimate ($201,830 - $302,745 annually)
WORK LOCATION:

San Carlos, CA
JOB SUMMARY:  This position reports directly to the General Manager/CEO.  The Chief Communications Officer (COO) oversees the Communications Division and is responsible for provision of a full array of government and community affairs, public information and external communications, customer service and experience, creative services and marketing for the agencies including: San Mateo County Transit District (SamTrans), Peninsula Corridor Joint Powers Board (Caltrain), the San Mateo County Transportation Authority (TA), and the San Mateo County Express Lanes Joint Powers Authority (Express Lanes).  
· Responsible for public information, governmental affairs, legislative affairs, and community outreach activities.

· Oversee media relations and a variety of public information and community outreach activities, including website development and maintenance, and social media communications.   Direct public outreach activities for a variety of agency projects and programs. 

· Responsible for all marketing and market research activities to help drive and build a robust and diverse ridership for the operating agencies, including market research and analysis, promotional campaigns, branding, video production, photography, customer newsletters, passenger information dissemination, and all print/online materials.

· Responsible for Caltrain and SamTrans fare media programs, business development and outreach, revenue generation through advertising and other business programs and partnerships. 

· Responsible for the activities of the Distribution Department, which includes processing and delivering internal and external mail and packages, timetable and collateral material delivery, and information posting at transit stops, rail stations, and onboard transit vehicles.

· Responsible for the activities of Customer Service and Customer Experience Department, which includes overseeing the management of Customer Service Representatives who answer calls and correspondence from customers, customer relations, development of customer programs to improve the rider experience, and oversight of ambassador program administration.  

· Provide strategic guidance to the CEO/GM about opportunities for internal/external communications that will support the agencies’ missions and goals.

· Participates as a member of the executive team in policy development and implementation.  

· Supervises staff.  Hires, mentors and takes appropriate corrective and/or disciplinary action.  Ensures EEO and affirmative action policies and procedures are followed. Participates in selection, coordinates staff training and professional development, Establishes performance objectives, monitors and evaluates employee performance.

Example of Essential Duties:

· Responsible for the government and legislative affairs for the agencies.   Provide support and direction in the development of legislative and advocacy programs. Advise the General Manager/CEO in local, state, and national governmental and legislative affairs.

· In conjunction with the Executive Officer/Board Secretary, where appropriate, coordinate and oversee responses to all correspondence elevated to the General Manager/CEO and/or Board of Directors level.  

· Oversee advertising, promotional campaigns, social media, market research, fare media sales, timetable and brochure production, Websites design and content, graphic design, including signage design. 

· Oversee the preparation of newsletters, annual progress reports, passenger and community notices and outreach programs (school, business, community, rail safety).

· Oversee the processing and delivering internal and external mail and packages, timetable and collateral material delivery, servicing motor pool cars and information posting at transit stops, rail stations and onboard transit vehicles.

· Provide guidance and recommendations on communications and other matters to the General Manager/CEO, members of the Boards and internal customers.

· Responsible for Communication Division presentations to the Boards of Directors at public board meetings.

· Oversee information to the public on SamTrans and Caltrain routes, fares, stops and other general transit topics, as well as customer comment resolution. Oversee information to the public as to all matters related to the Transportation Authority and the San Mateo County Express Lanes Joint Powers Authority.

· Evaluate job performance of staff which also includes the professional development of staff through the identification of on-the-job and other professional development opportunities.

· Perform all job duties and responsibilities in a safe manner to protect one’s self, fellow employees and the public from injury or harm.  Promote safety awareness and follow safety procedures in an effort to reduce or eliminate accidents.

· Performs other duties as assigned.

Supervision: Supervises the work of subordinates and works under the general supervision of the General Manager/CEO, who establishes goals and objectives and evaluates performance.

Minimum qualifications: Sufficient education, training, and experience to demonstrate the knowledge and ability to successfully perform the essential functions of the position.  Development of the required knowledge and abilities is typically obtained through but not limited to: 

· Bachelor’s degree in marketing, communications, government affairs, or in a related field.

· Nine (9) years’ increasingly responsible experience in managing and leading functions in a large, complex, and highly integrated organization in communications, government affairs, marketing, or public relations.

· Four (4) years senior management level experience.

Preferred Qualifications:
· Must have excellent oral and written presentation and communications skills.

· Ability to effectively work under pressure and within deadlines.

· Must have outstanding working knowledge of communications techniques.

· Must be able to use a personal computer with a variety of software programs.

· Must be able to prioritize work to implement effective communications programs.

SELECTION PROCESS MAY INCLUDE: The process will include a panel interview and may include written and skills test assessments or supplemental questions.  Only those candidates who are the most qualified will continue in the selection process.  Meeting the minimum qualifications does not guarantee an invitation to continue in the process.  
CURRENT EMPLOYMENT BENEFITS AT SAMTRANS:

For additional information on SamTrans benefits, please visit, https://www.samtrans.com/jobs
Holidays:
Seven (7) paid holidays, plus up to four (4) floating holidays per year

Paid Time Off:
Up to 26 days per year 
Cafeteria Plans:
Medical, dental, vision care, group life insurance and more

Transportation:  
Free Bus Transportation for employees and qualified dependents 

Work Location:
Select positions are eligible to work remote up to 50% of the time

Pension:
Social Security and California Public Employees Retirement Systems (CalPERS) 
· Classic Members – 2% @ 60 benefit formula, 3 year average of highest compensation
· New Members – 2% @ 62 benefit formula, 3 year average of highest compensation
HOW TO APPLY:
The District has engaged Krauthamer & Associates (“K&A”), a retained executive search firm, to assist with the recruitment for the Chief Communications Officer. To request more information or to submit a resume and cover letter, please contact Gregg Moser, Partner at K&A, at gmoser@kapartners.com. 

The District celebrates diversity and is committed to creating an inclusive and welcoming workplace environment. We are an Affirmative Action/Equal Opportunity Employer. Minorities, Women, Persons with Disabilities and Veterans are encouraged to apply.
San Mateo County Transit District, 1250 San Carlos Ave., San Carlos, CA  94070-1306



