
Public Information Officer/Special Events Coordinator 

Department: Administration 

Location: City of Arnold, Missouri 

Status: Full-Time, Exempt 

 

The City of Arnold is seeking a highly motivated, creative, and community-minded professional to 

serve as Public Information Officer/Special Events Coordinator. This position combines two critical 

functions within the City, with approximately 50% of the position dedicated to public information 

and communications and 50% dedicated to Parks & Recreation and City special events. 

 

Position Summary 

 

The Public Information Officer function will serve as a central communications resource for the City, 
helping ensure residents, businesses, community organizations, employees, and other stakeholders 

receive timely, accurate, accessible, and consistent information about City services, programs, projects, 

activities, and initiatives.   

 

The Special Events Coordinator function will plan, coordinate, promote, and execute Parks & 

Recreation and City events designed to enhance quality of life, encourage community participation, 

promote City events, destinations, and businesses to tourists, support local businesses, and create 

opportunities for residents to connect with one another and their City. 

 
The successful candidate will be an effective communicator, organized event professional, strong writer, 

creative problem solver, and enthusiastic community ambassador. The position requires frequent 

collaboration with the Parks & Recreation, Public Works, and Police Departments, as well as the City 

Administrator, elected officials, local businesses, residents, community organizations, media, and 

vendors. 

 

Public Information & Communications Responsibilities 

 

• Serve as a primary point of contact for the City's public information and communications 

efforts. 

• Develop and implement a consistent, professional, and visible communications strategy for the 

City. 

• Manage, maintain, and regularly update the City's official website, ensuring information is 

accurate, timely, easy to find, and written in a resident-friendly manner. 

• Develop, write, edit, and distribute the City's newsletter on a quarterly basis. 

• Assist City departments by preparing and coordinating public communications such as news 
releases, media advisories, public notices, fact sheets, talking points regarding City programs, 

services, projects, events, announcements, construction projects, emergencies, and other 

matters of public interest. 

• Manage the City's official social media presence, including developing, scheduling, posting, 

and monitoring content across City-approved social media platforms, identify recurring 

communication needs or areas where additional public education may be beneficial. 

• Serve as a communications liaison between the City and local businesses, business 

organizations, civic groups, schools, nonprofit organizations, and community partners. 

 



• Work closely with the business community, Chamber of Commerce, and Tourism Commission 

to promote area businesses, destinations, and tourism. 

• Develop communications that encourage residents and businesses to participate in City 

programs, provide feedback, and remain informed about community issues. 

• Photograph and/or coordinate photography and video of City programs, events, facilities, 

projects, and community activities for use in City communications. 

• Develop informational campaigns to educate residents about City services, programs, 

ordinances, projects, public safety, parks and recreation opportunities, and community 

initiatives. 

 

Special Events Coordinator Responsibilities  

 

• Assist Parks & Recreation staff with planning, coordinating, promoting, and executing City 

and Parks & Recreation special events and community programs. 

• Coordinate with local businesses to market and promote special events, destinations, and 

businesses to tourists. 

• Assist Parks & Recreation staff with special event setup, operations, staffing, reservations, 

traffic control, and event logistics. 

• Coordinate event marketing and promotional campaigns through the City's website, newsletter, 

social media, local media, printed materials, and community partnerships. 

• Evaluate events following completion and make recommendations for improvements. 

• Identify opportunities for new events, programs, and activities that respond to community 

interests and needs. 

• Work with local businesses and community organizations to encourage participation in and 

sponsorship of City events. 

• Serve as a City representative at community events and activities. 

• Perform other duties related to special events and community engagement as assigned. 

 

Education and Experience 

 

• Bachelor’s degree from an accredited college or university.  A degree in communications, public 
relations, marketing, or public administration preferred. 

• Minimum of 5 years’ experience working with local government communications and/or 

Parks & Recreation Departments preferred.  

 

Desired Skills & Abilities 

 

• Knowledge of local government operations and community relations. 

• Strong customer service, leadership, and communication skills. 

• Social media management. 

• Knowledge of website design. 

• Knowledge of newsletter design. 

• Experience working with the business community. 

• Ability to plan and manage multiple projects simultaneously. 

• Experience with Parks & Recreation.  

• Experience with marketing and promoting community events. 

 

 



Compensation and Benefits 

 

Salary Range: $69,500 – $94,500 annually (DOQ).  The City of Arnold offers a comprehensive benefits 

package, which includes paid vacation, sick leave, holidays, and employee health, vision, prescription, 

and disability.  100% of the monthly premium for basic health care coverage is funded by the City for 

single coverage.  Pension is with Missouri Local Government Employees Retirement System (MO 
LAGERS L6).  

 

Application Deadline: Open until filled 

 

How to Apply: Send your resume and cover letter to Terri Starwalt – tstarwalt@arnoldmo.org 

 

The City of Arnold is an Equal Opportunity Employer (EOE/ADA). 
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