
Director of External Relations Class Code: 

Bargaining Unit: WJC District Attorney

UNIFIED GOVERNMENT OF ATHENS-CLARKE COUNTY
Established date: 01/01/2022
Revision date: 02/28/22

SALARY RANGE: $66,000 Annually

PURPOSE & JOB RELATED REQUIREMENTS:

REPORTS TO: District Attorney
FLSA STATUS: Exempt – Professional
CLASSIFICATION: Non-Personnel System
PAY GRADE: 124
SAFETY SENSITIVE: No

Purpose of Job

The Director of External Relations works closely with the District Attorney to carry out her agenda in 
three areas: communicating with the public about the work of the office; obtaining resources by 
identifying grant opportunities and preparing applications; and supporting the DA’s outreach to the 
community.

Job Related Responsibilities:

The Director of External Relations has the following responsibilities and duties with respect to the 
position’s interrelated and complimentary communications, grant writing and community relations 
functions:

 Communications
o Develops strategies for communicating with the public regarding the work of the DA’s 

office;
o Writes newsletters, media releases, op-eds and social media content; and
o Manages projects designed to promote transparency, such as the office’s data 

dashboard and website.
 Grant Writing

o Researches potential grant opportunities;
o Networks with reform advocates and academics to develop contacts who can be 

sources of potential grant opportunities; and 
o Prepares grant applications, both in collaboration with other organizations and as the 

principal author.
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 Community Relations
o Supports the District Attorney’s outreach and community relations efforts by staffing 

her at events and occasionally representing the office when she is unavailable.
o Helps identify opportunities for addressing community needs in the furtherance of 

justice.
 Supervision

o Community Outreach Liaison (1)
o Community Outreach Intern (1)
o Community Outreach Volunteers (2)

Job Related Requirements:

 May be required to work on religious holidays.
 Regular and predictable attendance is required.
 Must work cooperatively with others.
 When requirements include vehicle operation, responsible for the safety, readiness and 

operation of the vehicle and must abide by ACC’s safe driving policy.

MINIMUM TRAINING & EXPERIENCE REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS:

 Supervisory experience preferred
 At least three years’ experience with communications and/or grant writing work;
 Familiarity with public policy and willingness to learn about the criminal justice system and 

reforms;
 Familiarity with leading social media platforms preferred.
 Skill in negotiation, counseling and interviewing.
 Ability to effectively communicate and interact with subordinates, management, employees, 

members of the general public and all other groups involved in the activities of the Unified 
Government as they relate to the District Attorney’s Office.

 Ability to develop and administer policies, procedures, plans and activities and to monitor 
performance of subordinates against measured established goals.

 Ability to develop and implement long-term goals for the department in order to promote 
effectiveness and efficiency. 

 Ability to assemble information and make written reports and documents in a concise, clear and 
effective manner.

 Ability to use independent judgment and discretion in managing subordinates including the 
handling of emergency situations, determining and deciding upon procedures to be 
implemented, setting priorities, maintaining standards, and resolving problems. 

 Ability to comprehend, interpret, and apply regulations, procedures, and related information. 
 Ability to perform mathematical calculations. 
 Ability to read, understand and interpret financial reports, case law, legal handbooks, medical 

reports, law enforcement reports and records and related materials.  
 Ability to communicate effectively, both orally and in writing.
 Ability to use standard word processing and/or database management software programs in 

performing administrative duties.
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INFORMATION:

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS

 PHYSICAL REQUIREMENTS: Must be physically able to operate a variety of machinery and 
equipment including standard office equipment, computer terminals, surveillance equipment 
and audiovisual equipment.   Must be able to use body members to work, move or carry objects 
or materials.  This position requires:  walking, standing, bending, stooping, pushing, pulling, 
lifting, fingering, grasping, feeling, seeing, talking, hearing, and repetitive motions.   Must be 
able to exert up to 10 pounds of force occasionally. Physical demand requirements are at levels 
of those for sedentary work.

 DATA CONCEPTION: Requires the ability to compare and or judge the readily observable 
functional, structural,
or compositional characteristics (whether similar to or divergent from obvious standards) of 
data, people, or things.

 INTERPERSONAL COMMUNICATION: Requires the ability to hear, speak and/or signal people to 
convey or exchange information.  Includes giving assignments and/or directions to co-workers 
or assistants.
 

 LANGUAGE ABILITY: Requires ability to read a variety of law enforcement, medical, and legal 
reports and informational documentation, directions, instructions, and methods and 
procedures.  Requires the ability to prepare legal motions and briefs, indictments, plea 
agreements, civil forfeiture complaints, evidence charts, legal memoranda, discovery and 
sentence materials, legal opinions, court calendars and other documents using prescribed 
formats and conforming to all rules of punctuation, grammar, diction, and style. Requires the 
ability to speak to groups of people with poise, voice control, and confidence.
 

 INTELLIGENCE:  Requires the ability to learn and understand complex principles and techniques; 
to acquire and be able to expound on knowledge of topics related to primary occupation; and to 
make independent judgment in the absence of management.
 

 VERBAL APTITUDE: Requires the ability to record and deliver information, to explain 
procedures, and to follow oral and written instructions.  Must be able to communicate 
effectively and efficiently in a variety of administrative, technical or professional languages 
including medical, law enforcement, and legal and accounting terminology.
 

 NUMERICAL APTITUDE: Requires the ability to utilize mathematical formulas; add and subtract 
totals; multiply and divide; utilize and determine percentages and decimals; compute discount, 
interest, etc; perform statistical calculations and interpret graphs.
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 FORM/SPATIAL APTITUDE: Requires the ability to inspect items for proper length, width, and 
shape, visually with office equipment.

 MOTOR COORDINATION: Requires the ability to coordinate hands, fingers, and eyes accurately 
in using computers, office equipment and surveillance equipment.  Requires the ability to use 
the keyboard, lift, bend, push, and pull objects or materials using body parts as the position 
necessitates.

 MANUAL DEXTERITY: Requires the ability to handle a variety of items such as computers and 
office equipment.  Must have the ability to use one hand for twisting or turning motion while 
coordinating other hand with different activities.  Must have minimal levels of eye/hand/foot 
coordination.

 COLOR DISCRIMINATION: Requires the ability to differentiate between colors and shades of 
color. 

 INTERPERSONAL TEMPERAMENT: Requires the ability to deal with people beyond giving and 
receiving instructions.  Must be adaptable to performing under considerable stress routinely.

  PHYSICAL COMMUNICATION: Requires the ability to talk and/or hear:  (Talking - expressing or 
exchanging ideas by means of spoken words).  (Hearing - perceiving nature of sounds by ear). 
Must be able to communicate via telephone.
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