DIRECTOR OF INFORMATION
Kind of Work

Highly responsible technical and administrative work in the field of Mass Communication.

Distinguishing Features of Work
An employee in this class plans, directs and co-ordinates the Technical Services Division of the Ministry of Information.  Work involves formulating and developing communication and information policy with respect to the national plans, programmes and objectives of the government of Trinidad and Tobago.  Work also includes selecting the appropriate media and methods for the dissemination of information and editing public releases and other related matters.  Work is performed with a considerable degree of independence and initiative in accordance with broadly established policies and objectives and is evaluated by an administrative superior for effectiveness through reports, meetings and general observations.

Examples of Work
Organises, plans, directs and co-ordinates all activities of the Technical Services Division of the Ministry of Information.
Formulates and develops communication programmes, policies and procedures design to inform, educate and orientate the public on the national plans, policies and activities of the government of Trinidad and Tobago. 

Selects the appropriate media and methods for the dissemination of information and controls and edits all departmental news releases and other public information material to ensure compliance with the policies of government.

Arranges and attends public information functions such as government’s press conferences, tours, interviews and community education programmes.

Establishes and maintains effective communication channels with government organizations, the mass media and the public.

Accompanies the Prime Minister and other government officials on official visits in Trinidad and Tobago and abroad.

Serves as Liaison Officer on behalf of the Government of Trinidad and Tobago with other local and foreign bodies in respect of public relations matters.
Advises on and participates in government publicity campaigns.

Performs related work as may be required.
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Required Knowledge, Skills and Abilities

Extensive knowledge of the principles, practices and techniques in the field of mass communication.

Extensive knowledge of modern methods of news gathering and dissemination of information and of the role of the mass media.

Extensive knowledge of the operations and organizational structure of government organizations.

Considerable knowledge of Public Administration.

Knowledge of economic and social developments within the Caribbean area.

Some knowledge of television, radio and film equipment.

Ability to organize and direct the work of technical and other staff engaged in the dissemination of public information and to provide advisory and consultative services related to mass communication to government-run organizations.

Ability to demonstrate creativity, sensitivity and sound judgment in day to day operations.

Ability to write and edit diverse forms of public information, releases and programmes.

Ability to establish and maintain effective working relationships with government officials, representatives of the mass media, other agencies and organizations and the public.
Minimum Experience and Training

Extensive (over 8 years) experience in the field of mass communication including experience in an administrative capacity as may have been gained in the next lower class and training as evidenced by a recognized Degree/Diploma in Mass Communication or any equivalent combination of experience and training.


