
TOLEDO-LUCAS COUNTY PORT AUTHORITY 
POSITION DESCRIPTION 

____________________________________________________________________________ 
POSITION TITLE:    COMMUNICATIONS ASSISTANT  
 
FLSA CATEGORY:    Non-exempt (Full-time) 
 
DIVISION:                   Administration: Communications 
 
IMMEDIATE SUPERVISOR (TITLE):    Communications Manager 
 
POSITION(S) DIRECTLY   
AND/OR INDIRECTLY SUPERVISED: None 
____________________________________________________________________________ 
POSITION OBJECTIVES:  
 

1. To assist the Communications Manager with developing and implementing overall public 
relations, marketing and communication plans for the Port Authority. 

____________________________________________________________________________ 
QUALIFICATIONS: 
 

1. Bachelor's degree in communications, marketing, or related field, or equivalent 
experience in a field related to duties and responsibilities; 

 
2. Two to three years’ experience in a communications and/or marketing field; 

 
3. Social media management experience required;  

 
4. Public relations experience preferred;  

 
5. Adobe Photoshop and Illustrator experience preferred; 

 
6. Valid driver license; 
 
7. Satisfactory results on pre-employment and post-employment psychological and 

physical examinations (including urinalysis to determine unlawful use of drugs), and 
written and oral examinations, as administered by appropriate practitioners at the Port 
Authority’s direction;  

 
8. Satisfactory results on background investigation; 
 
9. Be insurable and maintain insurability for the operation of motor vehicles; 
 
10. Ability to perform all of the essential functions of the position outlined herein without 

creating a direct or indirect threat to the safety of oneself or others; 
____________________________________________________________________________ 
SUMMARY OF ESSENTIAL DUTIES AND RESPONSIBILITIES:  
 

1. Assists the Communications Manager with the development and implementation of the 
overall public relations, marketing and communications plans for the Port Authority. 
 



 

 
 

2. Serves as the spokesperson in the absence of the Communications Manager. 
 

3. Manages the Port Authority’s social media platforms, which currently include Facebook, 
Twitter, Instagram, Pinterest, LinkedIn, and YouTube. 
 

4. Manages digital content for the Port Authority’s two websites and virtual tour. 
 

5. Assists with the preparation of special events: groundbreakings, ribbon cuttings, 
dedications, etc.  
 

6. Assists with the management of Toledo Express Airport ticket giveaway contests.  
 

7. Assists with the development and proofing of written marketing materials, such as media 
alerts, news releases, advertisements, brochures, invitations, etc., for internal and 
external publication.  
 

8. Assists with preparation for board meetings: audio-visual equipment, handouts, and 
board materials as needed. 

 
9. Assists the Communications Manager with preparing and proofing PowerPoint and other 

presentations for the staff.  
 

10. In coordination with the Communications Manager, create and distribute Port Authority 
e-newsletters, currently via Constant Contact. 

 
11. In coordination with General Counsel and Communications Manager, researches and 

responds to public records requests and inquiries from media and general public. 
 

12. Meets with representatives from various publications who seek advertising from the Port 
Authority. Tracks and keeps records of Port Authority advertising. 

 
13. Performs other related duties as assigned by the Communications Manager. 

 
____________________________________________________________________________ 
PHYSICAL DEMANDS AND WORK ENVIRONMENT: 
 
The physical demands and work environment characteristics described here are representative of that which must be 
met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable qualified individuals with a disability to perform the essential functions. 
 

Physical demands:  While performing the duties of the job, the employee must be able to: 
 
1. Effectively write, talk, see, and hear 
2. Operate telephone and computer systems 
3. Have full physical dexterity and agility 
4. Walk, stand, sit, push, pull, bend, stoop, squat, and stretch 
5. Drive a motor vehicle 
 
Work environment:  While performing the duties of this job, the employee is exposed to 
various office environments.  The noise level in the work environment is usually moderate.   
____________________________________________________________________________ 



 

 
 

CONTACTS WITH INDIVIDUALS OR ORGANIZATIONS OUTSIDE THE PORT:  
 
  News media 
  Federal, state, and local elected and appointed government officials 
  Port Authority Board of Directors 
  Present and potential Port Authority tenants and clients 
  Private business community 
  Professional and trade associations 
  General public 
____________________________________________________________________________ 

  
 
 
 
______________________________  _____________________________ 
Approved by President/CEO     Date 
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