
Career Opportunity
Public Information Officer



fits in with 
this culture while 
working with the departments 
and community partners. The ideal 
candidate will look for opportunities to leverage 
technology and innovative communication tools to 
engage the very diverse communities in the City.
 

Job Summary
This position collaborates regularly with the City Manager 
while working closely with and receiving direction from the 
Assistant City Manager to proactively provide strategic 
internal and external communications about City actions, 
events, programs and projects. This position collaborates 
with senior management staff and elected officials to 
develop strategic approaches to public information; 
coordinates and disseminates information pertaining to 
City operations and services by utilizing traditional and new 
social media channels; develops and implements a strategic 
citywide public information plan; maintains oversight of City 
communications activities to ensure consistent and effective 
management of information; and proactively identifies 
emerging communications issues and recommends 
strategies to address them.

The Ideal Candidate
The City of Milpitas is seeking an experienced professional 
to serve as the City’s Public Information Officer. This is an 
exciting opportunity for the successful candidate to manage 
citywide communications and serve on the City’s senior 
management team.  

The ideal candidate will have extensive experience in 
communications, be articulate, well-organized and 
innovative, with strong interpersonal skills and a can-do 
attitude. The ideal candidate will be a proven leader who 
consistently demonstrates the ability to collaborate, to build 
and maintain strong relationships with internal and external 
stakeholders, including City Council, staff, residents and 
businesses, community partners, and members of the media. 
The ideal candidate will exhibit superior communication 
skills, sound judgment, attention to detail and integrity. 

The Public Information Officer plays a key role on the City’s 
executive leadership team. The ideal candidate should be 
able to discern the City’s goals, priorities and initiatives 
and work with the City Council, City Manager’s Office, and 
departments to effectively communicate key messages to 

various audiences in a timely manner. This will require 
excellent written and verbal communication skills while 

working in a fast-paced environment.

The City prides itself on a culture of 
collaboration, innovation and 

excellence. The Public Information 
Officer will be expected to 

have a philosophy 
and approach 

that 
The  
Community
Located at the southern tip of the San 
Francisco Bay, Milpitas is a progressive 
community that is an integral part 
of the Silicon Valley. With a diverse 
resident population of more than 
80,000, Milpitas prides itself on a vision 
of preserving a close-knit community 
and rich cultural diversity as it moves 
with innovation into the future. The 
City is, indeed, rich in diversity, with 
the most recent census showing 
Asians constituting 67 percent of the 
population, Caucasians 16 percent; 
Hispanics 15 percent; and African 
Americans 3 percent.

Milpitas has been recognized as 
one of the Top 10 Best Cities for 
Science, Technology, Engineering 
and Mathematics (STEM) Workers, 
with roughly 28 percent of jobs in the 
City falling into the STEM workforce. 
According to the U.S. Census, Milpitas 
was the 8th fastest growing City in 
the United States in 2015, and the 2nd 
fastest growing in California. 

Milpitas is at the 
heart of Silicon 
Valley and is 
often called the 
“Crossroads of 
Silicon Valley” 
with most of its 13.63 square miles 
of land situated between two major 
freeways (I-880 and I-680), State 
Route 237, and a regional expressway. 
With existing light rail and the newly-
opened Bay Area Rapid Transit 
(BART) extension, the transit hub 
adjacent to the Great Mall of the Bay 
Area facilitates high density transit-
oriented development with more 
than 2,100 units being built. There 
are approximately 1,790 acres, or 2.9 
square miles designated for  
various industrial uses. 

An additional 350 acres are dedicated 
to regional and community retail 
centers supporting 3.5 million square 

feet of commercial shops. The 
Great Mall is the largest enclosed 
mall in Northern California, with 
approximately 1.1 million square 
feet of leasable space for retail and 
entertainment operations. Several 
local shopping centers service 
regional needs including Asian-
oriented retail and services. Milpitas 
maintains 31 community parks, in 
addition to one dog park and 24 
tennis courts. The City provides a 
multitude of outstanding recreational 
opportunities, including aquatics, 
cultural arts and theater, sports 
leagues and activities, youth and 
senior programming and activities.



Important 
Job Functions
Examples Of Duties – Duties may include, but are not limited 
to, the following:
• Represent the City as a Public Information Officer 

ensuring effective and efficient outreach, education and 
information delivery for City programs and services to the 
community.

• Serve as advisor to senior City management regarding 
strategic communications aspects of policies, procedures, 
programs, services and actions.

• Leads the City’s crisis communications function as the 
Public Information Officer under the Incident Command 
System during citywide crises to ensure emergency 
instructions and critical information is disseminated to 
the public and other audiences.

• Lead a citywide communication team to coordinate and 
leverage individuals in all departments with collateral 
communication responsibilities.

• Ensure effective media relations.
• Manage the City’s social media channels to ensure strong 

communication 
flow between the 
City and its residents.

• Maintain positive relationships 
with outside agencies, community 
partners, organizations, associations, 
and other external groups.

• Serve as key City spokesperson and coordinates 
two-way information flow with the media, 
community, businesses, non-profit organizations, etc.

• Develop and implement an integrated strategic 
communications plan to broaden awareness of the  
City’s programs and priorities and increase the visibility 
of its key messages and programs across  
the community.

• Identify challenges and emerging issues faced by the 
organization, work with department directors and staff 
to recognize internal and external communication 
opportunities and solutions and define and execute 
appropriate strategies to support them.

• Make personal appearances as necessary while  
fostering community relations through participation in 
community events.

• Stay abreast of new trends and innovations in the field 
of communications, multimedia technologies, web page 
design, social media, and emergency communications.

• Assist with City marketing programs.
• Develop and control annual fiscal appropriations 

designated for communication activities.
• Perform related duties as assigned.

City Government
Incorporated in 1954, Milpitas is a 
bustling General Law City that operates 
under a Council-Manager form of 
government. 

The City Council is comprised of the 
Mayor and four Councilmembers who 
are all elected at-large. The Mayor is 
elected to a two-year term and the 
Councilmembers serve staggered  
four-year terms. 

With 439 authorized staff positions, 
Milpitas is a full-service City providing 

police and fire services and operating 
both a water utility and sewer utility. 
The Council makes planning and policy 
decisions for residents and oversees 
the City’s budget. Issues currently 
challenging the City include financial 
impacts from the COVID-19 outbreak, 
development, quality of life, and traffic. 
The City Council has established seven 
priority areas: 

• Economic Development and Job 
Growth

• Environment
• Governance and Administration
• Neighborhoods and Housing 

Community

• Public Safety
• Transportation and Transit
• Wellness and Open Space

City operations in FY2020-21 are 
supported by a total adopted budget 
of $220.3 million, which includes a 
General Fund operating budget of 
$117.1 million. The City’s Five-Year 
Capital Improvement Program totals 
$396.6 million. 

Milpitas is committed to excellence 
in serving its residents. The City’s 
organizational values include: 

• Superior Customer Service
• Open Communications
• Trust & Respect
• Integrity & Accountability
• Recognition & Celebration



Position 
Requirements
Education and Experience
A bachelor’s degree from 
an accredited college 
or university with major 
coursework in public relations, 
communications, journalism, 
advertising, or related field and six 
years of increasingly responsible 
experience in a public relations or 
communications function.
or An associate’s degree from an 
accredited college and eight years of 
increasingly responsible public sector 
communications experience including 
two years at a senior management level.
or Ten years of increasingly 
responsible public sector 
communications experience with 
at least four years at a senior 
management level may be substituted 
for higher education.
An advanced degree is highly desirable.

Knowledge
• Principles, practices and emerging 

trends of effective public 
communications and public 

relations.
•  Principles and techniques 

for the development of 
press releases, talking 

points, newsletters, presentations, 
business correspondence and 
information distribution.

• Principles and practices of strategic 
communications planning.

• Communications research and 
analysis methods and techniques.

• Principles and techniques of 
contemporary communications 
channels, including social 
media, video production (visual 
storytelling), advertising, 
publications, public access 
broadcast operations, etc.

• Principles and practices of public 
administration.

• Principles and practices of 
budgeting, communications, 
modern information systems, 
project management and personnel 
management and supervision.

• City government policies and 
operations.

• Conflict resolution skills.

Abilities
• Manage, plan, coordinate and 

implement an effective public 
communication program.

• Speak effectively before a wide 
range of public and private 
organizations and officials and 

media representatives.
• Work closely and effectively with 

community outreach programs.
• Build constructive relationships 

by promoting and developing 
effective partnerships with other 
departments, employees, citizens, 
outside agencies, the media, 
businesses and other groups.

• Work independently with minimal 
supervision.

• Make decisions in changing 
environments and anticipate future 
needs.

• Exercise excellent judgement and 
creative problem-solving.

• Collect, evaluate, interpret and 
effectively communicate technical 
data and strategic information to the 
media and the public.

• Communicate clearly and concisely, 
both orally and in writing.

• Establish and maintain effective 
working relationships with those 
contracted in the course of work.

Special Requirements
Essential duties require the 
following physical abilities and work 
environment.

Work is performed primarily in an  
office environment and at various sites; 
extensive use of the telephone and 
computers with repetitive keyboarding; 
ability to drive to various locations 
occasionally.

Distinguishing 
Characteristics
This is a single incumbent executive,  
reporting to an executive member of the  
City Manager’s Office. The position is responsible  
for managing internal and external communications  
activities to best serve the residents of the City of Milpitas.  
The incumbent may assign and review the work of professional staff  
and exercise a high degree of professionalism and independent judgment in the performance of these duties.



12 paid holidays and one floating 
holiday per year.

Sick Leave – Employees earn 12  
days annually.

Tuition Reimbursement –  
Employees are eligible to receive  
up to $3,000 per fiscal year in tuition 
reimbursement.

Retiree Spousal/Dependent Medical 
Plan – For permanent employees with 
five years of full time or equivalent 
service with the City: See details on 
City Website.

The City also offers a flexible benefits 
plan, employee assistance program, 
and other voluntary insurance.

Compensation 
& Benefits

Effective July 5, 2020 the annual 
salary range for the Public Information 
Officer will be $125,579 to $175,812; 
placement within this range is 
dependent upon qualifications and 
experience.

In addition, the City of Milpitas offers 
an attractive benefits package, 
including:

Retirement – Membership in CalPERS 
2 percent @ 62, 6.25 percent 2019-
2020 Employee Contribution, (PEPRA) 
with three-year average salary or 2 
percent @ 60, 7 percent Employee 
Contribution, (Classic) with three-year 
average salary.

Medical Insurance – Choice of 
CalPERS Medical Plans. City pays 
for coverage up to the Kaiser rate 
(currently $1,997.45/mo. for family). 
Employees who are covered as an 
eligible dependent under another 
health insurance plan may waive 
health coverage and receive a total 
of $250 per month in lieu of medical 
plan coverage with appropriate 
documentation. 

Dental & Vision – City provides full 
family coverage for dental and vision at 
no cost to the employee.

Life Insurance – City provides $50,000 
term policy.

Deferred Compensation – City 
contributes $75 per month on the 
employee’s behalf.

Vacation – Accrual tier will be based 
on total years of public service. 
Employees earn 16-36 days of 
vacation based on years of service. 
Unrepresented 
employees may 
elect to cash out 
up to 80 hours of 
accrued vacation 
hours each 
calendar year. 
Employees must 
follow the IRS rules 
of Constructive 
Receipt.

Management 
Incentive  
Leave – Employees 
accrue five hours 
of Management 
Incentive Paid 
(MIP) Leave for 
each full pay period 
worked.

Holidays – 
Employees receive 

Application & Selection
Application Deadline
Closing date is July 22, 2020. Please apply online at:  
https://www.governmentjobs.com/careers/milpitas/.

Selection Process
Applications will be screened based on the criteria outlined 
in this brochure and the position description. Candidates 
with the most relevant qualifications will be invited  
to participate in an interview and assessment  
process. Resumes are not accepted in  
lieu of filling out application  
form completely.

Questions?
Please contact: 
• Sheri Benninghoven, APR, SAE Communications  

(805) 450-4886 / sheri@saecommunications.com
 or
• Scott Summerfield, SAE Communications 

(510) 714-4470 / scott@saecommunications.com

https://www.governmentjobs.com/careers/milpitas/
mailto:sheri%40saecommunications.com?subject=
mailto:scott%40saecommunications.com?subject=

