
 
 
 
 
 
 

 
 

Loudoun County Government  
invites highly qualified applicants to 

apply for the position of: 
 

Public Affairs and  
Communications Officer 

 
Salary Range: 

Negotiable up to $135,000 
(commensurate with Experience) 

 

Candidates may apply online at: 
www.loudoun.gov/jobs 

 
Closing date:  September 7, 2014 

 
Loudoun County Government Center 

1 Harrison Street, SE 
Leesburg, VA  20175 

 
 

 

Loudoun County Government is an Equal Opportunity Employer 



Media Relations: Proactively estab-
lish and maintain positive and effective 
working relationships with national, 
regional, and local print and television 
media. 
 
Constituent Relations: Manage high-
level and complex constituent issues, 
including administration and oversight 
of the County’s Customer Relationship 
Management (CRM) system. 
 
Government Relations: Proactively 
establish and maintain positive and 
effective working relationships with 
various federal and state legislative 
elected officials, regulatory agencies, 
and lobbyists for the County.  
 
Employee Communications and 
Change Management: Facilitate the 
proactive and strategic dissemination 
of information to employees to ensure 
effective communication across 27 
County departments and serve on 

cross-functional teams tasked with 
planning and managing organizational 
changes.  
 
Emergency and Crisis Communica-
tions Management: Ensure the 
County effectively communicates with 
citizens, employees, and the media 
during crisis and emergency events, 
including ICS ESF-15 communica-
tions. Manage the County’s Emergen-
cy Hotline and Help Desk functions 
during activation of the County’s 
Emergency Operations Center.  

Web and Social Media Manage-
ment: Manage the County’s website, 
employee intranet, and social media 
pages and develop policies and proce-
dures governing their content and ap-
propriate use.   
 
Audio/Video Productions and 
Broadcasting: Manage the County’s 
video studio and audio/video produc-
tions and the governmental portion of 
the County’s Public, Education and 
Government (PEG) channel.  
 
Training, Compliance and Board 
Appointed Advisory Groups: Devel-
op and deliver training on multiple 
fronts including but not limited to me-
dia, technical, and federal ADA com-
pliance issues and serve as chief staff 
liaison for several Board of Supervi-
sors’ appointed Advisory Groups and 
Committees. 

 
 

 

 

The Public Affairs and Communications Officer position with Loudoun County Government is a unique opportunity for a 
dynamic, driven, and highly motivated leader to utilize his or her outstanding communication, relationship-building and 
problem-solving skills to positively impact a diverse and rapidly growing community.  
 
This highly visible position will serve the County’s constituency by ensuring that citizen inquiries, requests, and com-
plaints are appropriately and timely routed and addressed by the County; shape and manage the public’s positive per-
ception of the County through effective management of print and television media relationships and social media; assist 
with advocating for the best interests of Loudoun County with state and federal legislative bodies and various regulatory 
agencies; and develop and empower a dedicated staff of six (6) public affairs and communications professionals. As a 
trusted member of the County Administrator’s Executive Team, this position will influence, develop and lead the County’s 
communications strategies and policies and serve as a staff liaison to elected and appointed officials and advisory 
boards on a variety of complex issues. Reporting to the Assistant County Administrator, the position will oversee the day-
to-day operations of the Public Affairs and Communications Division, including managing an annual operating budget in 
excess of $1M and overseeing multiple vendor contracts. Areas of responsibility will include: 

ABOUT THE POSITION 

     ABOUT THE IDEAL CANDIDATE 
 

The ideal candidate must demonstrate experience in and knowledge of the theories, principles and best practices of effective con-
stituent relations and communications; federal, state and local regulations related to communications, including the Virginia Free-
dom of Information Act (FOIA); local government organization and administration. Required and preferred qualifications include: 

 

 Required: Any combination of education and experience equivalent to a Master’s Degree and seven (7) years communica-

tions experience in government or a comparable organization which includes three (3) years of supervisory experience. De-
partment of Homeland Security courses (must be completed within 18 months): IS-100, IS-200, ICS-300, ICS-400, IS-700 
and IS-800.B This position must be available/accessible 24 hours a day, seven (7) days a week to lead varied county com-
munications efforts especially during times of emergency and crisis. Some occasional local and overnight travel required.  

 

 Preferred: Accreditation in Public Relations (APR) designation from the Public Relations Society of America and/or Accredit-

ed Business Communicator (ABC) designation from the International Association of Business Communicators or a similar 
organization for governmental relations or communicators is highly desirable. 

 

 Key Knowledge, Skills, and Abilities: Exemplary ability to communicate effectively orally and in writing, including develop-

ing and delivering presentations, facilitating discussions and drafting reports. Strong interpersonal skills, including the ability 
to establish effective relationships with diverse populations. Strong management, project management and strategic planning 
skills. Strong knowledge and experience in legislative and government relations. Ability to thrive in a fast-paced environment 
and to effectively manage a communications and public affairs team under constantly changing priorities.   



The Office of the County Administrator is the highest level management office of Loudoun County government. The 
County Administrator directs and supervises the day-to-day operations of all County departments and agencies that 
are under the direct control of the Board of Supervisors pursuant to County ordinances and regulations. The Public 
Affairs and Communications Division of the Office of the County Administrator coordinates external and internal com-
munications and constituent services activities, from a countywide perspective in order to: 
 

 Connect Loudoun County residents and communities with information about their government’s services, opera-
tions and policies; 

 Increase public awareness of hazards and communicate appropriate actions to take before, during and after 
emergencies; and 

 Support clear and open communication with County government employees in order to maintain an informed and 
motivated workforce. 

 
 
Loudoun County is located approximately 25 miles northwest of Washington, D.C. and is consistently ranked as one of 
the fastest growing counties in the United States – the County has doubled from 169,599 residents in 2000 to 351,611 in 
2014.  Loudoun is a member of the Metropolitan Washington Council of Governments (MWCOG) and the National Capi-
tal Region (NCR).     
 
Loudoun encompasses 520 square miles and is bordered by the Blue Ridge Mountains to the west and the Potomac 
River to the north.  Loudoun is widely known for its beautiful scenery, rich history, and strong sense of community.  The 
County offers a blend of suburban progress, rural traditions, and historic towns. 
 
As the home of Dulles International Airport and “Data Center Alley,” the County has established a reputation as an inter-
national center for technology, communications, and transportation.  Our economy is robust, with a mix of technology 
companies, government contractors, and biomedical research facilities.  The number of small businesses continues to 
grow, with everything from traditional agriculture to vineyards and wineries.  Amenities such as theaters, museums, and 
restaurants are abundant.   
 
Loudoun Station, now in design, is Phase II of the Washington Metropolitan Area Transportation Authority’s (WMATA) 
Silver Line extension for easy access to Dulles International Airport and Washington, DC.  This phase of the Silver Line 
extension is scheduled for completion in 2018.  Loudoun County Transit offers daily service to the new Wiehle-Reston 
Station in Reston, VA, which opened on July 26, 2014.  For additional information about Loudoun County Transit, visit 
Loudoun County Department of Transportation and Capital Infrastructure’s website at www.loudoun.gov/bus 
 
Loudoun offers a diverse mix of cultural, recreational, and educational opportunities.  In particular, Loudoun County 
boasts a top notch public school system.  For additional information, visit the school system’s website at 
www.loudoun.k12.va.us/  

ABOUT THE DIVISION 

ABOUT LOUDOUN COUNTY 

http://www.loudoun.gov/index.aspx?nid=86
http://www.loudoun.k12.va.us


 

 
This position has been approved for a relocation allowance of up to $8,000.  

As part of the total compensation package, employees of Loudoun County enjoy a rich benefits package.   

 A choice of health insurance 
plans 

 Dental and Vision Benefits 
 Flexible Spending Accounts for 

Dependent Care (with match) 
and Healthcare 

 Deferred Compensation Plan  
 Participation in the Virginia Re-

tirement System 

 Long-term Care Insurance 
 Short & Long-term Disability 

Benefits 
 Leave benefits to include paid 

holidays, annual and sick leave 
accrual and personal leave for 
senior positions 

 
 

  An award-winning Wellness  
     Program 
  Employee Assistance Program 
 Tuition Assistance 
 Credit Union membership 
 Virginia Prepaid Education  
 
 
 

More details regarding all benefits can be found by visiting our website at www.loudoun.gov 

Loudoun County has 
been recognized by the  

American Heart Associa-
tion and designated  

as a Fit-Friendly  
organization. 

 

EMPLOYEE BENEFITS HIGHLIGHTS 

 
First round panel interviews are anticipated to take place in September.  Candidates will complete a media 
release exercise and a video exercise.  Finalists will be invited back for an interview with the County Admin-
istrator.     
 
For further information and/or to apply, please submit your application electronically by visiting our website 
at www.loudoun.gov/jobs.   

 

THE SELECTION PROCESS 

http://www.loudoun.gov
http://www.loudoun.gov/jobs

