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POSITION DESCRIPTION

POSITION: Special Projects Coordinator
PCR#:

DIVISION: Executive

DEPARTMENT: Public Affairs/Communications

BASIC PURPOSE:

Coordinates the production of multi-departmental publications, assists with graphics for
presentations.

SUPERVISION RECEIVED:

Works under the general supervision of the Special Assistant to the Executive Director.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Works with staff across departments in the production of financial and technical
documentation and reports.

e Works with Engineering and Construction and Public Affairs staff to produce
construction notices and updates for the general public via web and hardcopy.

e Works with Special Assistant and other staff on graphics for presentations.
e Assists in the production of forms and signage for internal and external use.

SECONDARY DUTIES:

e Reviews and proofreads documents prepared by other staff.
e Assists with preparation of materials for groundbreakings, facility openings, etc.

e Performs other duties as required
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MINIMUM QUALIFICATIONS:

Education and experience:

(A)  Afour (4) year college program in Graphic Design, Computer Sciences, Information
Services, Engineering or related field; and

(B)  One (1) to three (3) years professional experience in administrative and technical work,
such as data tracking and analysis, and document management.

(C)  Any equivalent combination of education and experience.

Necessary Knowledge, Skills and Abilities:

(A)  Excellent computer skills, including scanning and database management.
(B)  Excellent interpersonal, oral and written communications skills.

(C)  Excellent organizational skills.

SPECIAL REQUIREMENTS:

A valid Massachusetts Class D Motor Vehicle Operator's License

TOOLS AND EQUIPMENT USED:

Office machines as normally associated with the use of multi-line telephone, personal computer,
including word processing and other software, copy, and fax machine.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is regularly required to sit and talk or hear,
to use hands to feel, finger, handle or operate objects, including office equipment or controls and
reach with hands and arms. The employee is frequently required to stand and walk; and
occasionally climb or balance; stoop, kneel, crouch, crawl, or smell.

The employee must frequently lift and/or move up to 10 pounds, occasionally lift and/or move
up to 50 pounds. Specific vision abilities required by this job include close vision, peripheral
vision, distance vision, depth perception and the ability to adjust focus.

Page 2 of 3
Special Projects Coordinator - New



WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this Job.

While performing the duties of this job, the employee regularly works in an office environment.

The noise level in the normal work environment is a moderately quiet office setting.

November 2014
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