Media Relations Manager
Mayor’s Office of Communications - City of Cleveland
Working with traditional media and by leveraging social media, the Media Relations
Manager strives to increase awareness of the Jackson Administration’s vision, efforts,
programs and services. This position, which reports to the Chief of Communications
and supervises one Media Relations Specialist, provides critical support during crisis
communications and emergency operations.
This is a highly-demanding, fast-paced job that requires discretion, critical thinking
and strong interpersonal communications skills. To be successful in this position, you
will need to be a relationship-builder with a strong desire to be a public servant. The
successful candidate will be comfortable with long hours, and being on-call nights and
weekends.
Traditional Media
The Media Relations Manager is responsible for efficiently and effectively responding
to a high volume of media inquiries from local, state and national media outlets; and
proactively pitching stories to reporters, on a variety of topics, including municipal
finance, public safety, development and personnel matters. The Media Relations
Manager will coordinate interviews, write press releases, plan press conferences, and
coordinate with TV 20 (Cleveland’s PEG channel) to help tell the City’s story. By
monitoring media coverage, the Media Relations Manager will be able to improve
accuracy in stories about the City, gauge impact and identify trending stories. The
successful candidate must have outstanding written and oral communications skills;
the ability to develop and maintain relationships with working media; and, the ability
to manage multiple assignments and meet deadlines.
Social Media
As a first source of information, the Mayor’s Office of Communications strives to
provide timely and accurate information regarding Jackson Administration events and
services, insightful explanations of the Mayor’s vision and an avenue to promote the
City of Cleveland. The Media Relations Manager will assist in the development of a
social media message calendar and work to increase direct connections to Cleveland
residents, businesses and community organizations through social media tools. The
Media Relations Manager will write content for all Mayor’s Office social media sites
and ensure that the content and messaging is consistent with traditional media
relations efforts and the City’s website.
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Crisis Communications
Based on the citywide emergency operations plan, this individual will lead the city’s
Joint Information Center when activated for emergency situations and/or major
events. In this capacity, the Media Relations Manager will coordinate response to all
incoming media requests for information and interviews, issue statements, use social
media channels and plan press conferences as appropriate. This work will be done in
close coordination with the Chief of Communications to ensure accurate, timely and
appropriate messages are being shared with the media and the Cleveland community.
Required Qualifications:
 A four-year college degree in communications, public relations, journalism or
related field
 A minimum of five years of directly related experience (i.e., media relations,
public affairs, public relations, or journalism), ideally in or in conjunction with
the public sector
 Demonstrated experience in juggling multiple assignments and meeting
deadlines
 Proven excellence in writing and strong proofreading skills
 Demonstrated success integrating social media with traditional media relations.
Preferred Qualifications:
 Knowledge of City of Cleveland and municipal government operations
 Knowledge of and experience working with Cleveland media
 National Incident Management System (NIMS) Training and Certification in
public information
 Two years supervisory experience
 Event planning experience
Submissions: To be considered, candidates must submit a resume, a cover letter
explaining how their experiences would meet the responsibilities of the position, and a
minimum of three (maximum of five) professional writing samples. One of the samples
must be a minimum of 500 words. Samples may be press releases, print or broadcast
articles, blog posts, speeches, position paper, opportunity brief, etc.
Note: As an employee in the Office of the Mayor, this person will be considered an
“essential” employee in the event of an emergency and will be called upon at any time,
day or night, to respond.

