
Panhandle Groundwater Conservation District 

 

Job Title: Public Relations/Education Coordinator 

Reports to:  District Manager 

 

Job Summary: Individual will prepare and disseminate information regarding water 

conservation and efficient use of water through newspapers, periodicals, television, radio and 

other forms of media.  They will help maintain a favorable public image for the organization.  

Responsibilities include: quarterly newsletters, annual report, social media, website maintenance, 

designing all printed materials, developing education programs, adult education presentations 

and the biennial symposium. The individual will also organize and staff local events. 

Requirements: Bachelor’s degree in a related area with 2-4 years of experience in the field. 

Familiarity with standard concepts, practices and procedures within water conservation and/or 

education.  Must be Web 2.0 savvy with strong computer/internet skills and high levels of self-

motivation and creativity.  Knowledge of Publisher and Illustrator a plus.   

Principle duties and responsibilities: 

District Website: Maintain, update, and add media to website. 

Newsletter: Responsible for quarterly newsletters to be written, compiled, edited and 

published in a timely manner. 

Press Releases: Aid in writing and sending out District press releases. 

Social Media: Maintain District’s Social Media accounts and post on them regularly.  

Education Programs: Maintain and develop the District’s water conservation education 

program. Contact District elementary schools at the beginning to each school year to receive 

information about class size and new teacher contact information. Coordinate and organize 

adult education presentations. Schedule and aid in presenting presentations for local civic 

groups.  

Annual Report: Responsible for coming up with theme, compiling information, designing 

and presenting report. 

Printed Materials: Aid in designing, editing and printing materials in District Office. 

Advertising: Coordinate with local TV and radio stations for summer water conservation 

campaign. 



Trade Shows: Coordinate staff and prepare vendor booth for events, such as the annual 

Amarillo Farm and Ranch Show. 

Photography: Take photographic documentation of events, take pictures of District, board 

members and staff. 

Symposium: Organize biennial water conservation symposium. 

Scholarship: Assist in establishing scholarship question, advertise scholarship to District 

Graduating Seniors, organize program and incoming applications, prepare applications for 

review, participate in committee reviewing applications to decide winners, announce winners 

and publish them in upcoming newsletter. Coordinating with scholarship winners to ensure 

they remain eligible for payment. 

Librarian Maintaining: Filing documents, such as newsletters, annual reports, brochures, 

etc.  

 

 


