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JOB DESCRIPTION 
 

TITLE 
   Public Relations Analyst 

NUMBER 
   50018001 

JOB FAMILY 
   Communications 

GRADE 
    7 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
    Non-Exempt 

JOB SUMMARY 
Works closely with the Corporate Communications team to assist in the development and implementation of 
effective communication tools and plans in both traditional media and emerging digital and social media 
platforms that advance key initiatives supporting the company’s strategic plan, with a focus on building 
relationships with internal and external stakeholders.  
 
Develops relationships with various company departments to assist with the development of messages that 
advance the company’s key initiatives.  
 
Interacts regularly with key reporters, editors and social media outlets, with the objective of building a thorough 
and accurate public understanding of Puget Sound Energy and its key initiatives.  
 
Assists Corporate Communications team with special projects which are driven by constant, real-time deadlines. 
Responsibilities are varied and require a broad understanding of company operations, organizational procedures 
and personnel. Work may involve handling confidential and sensitive material.  
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 

 
JOB RESPONSIBILITIES 
 Assists in the continued development and monitoring of mainstream, traditional media outlets as well as new 

channels of communication with customers and key stakeholders, including analysis and understanding of 
emerging social media platforms such as blogs, Web sites, messaging systems, and mobile devices. 

 Monitors traditional and emerging digital media for news, trends and customers comments related to the 
company, maintains daily logs, which track and monitor comments related to the company as they occur 
over time.  

 Oversees the company’s online daily news clips, and maintains and manages company’s media list.  
 Assists with distribution, filing of news releases, posting on company Web site and various announcements 

to employees and media contacts.  
 Researches technical and complex information and puts it into easy-to-understand language to prepare 

news releases, fact sheets, online forums and other materials and provide support to executive 
presentations and events  

 Under the direction of Corporate Communications managers, responds to traditional media and public 
inquiries as well as blog posting, customer messages and other communications in digital media. Arranges 
for and prepares spokespeople to be interviewed.  

 Serves on the 24/7 emergency media response team  
 Assists in tracking communications program effectiveness of PSE’s messages among all consumers; 

adjusting messages and communications strategies accordingly and coordinating consumer messaging 
objectives with regulators.  

 Assists Corporate Communication research efforts to ensure fulfillment of regulatory data requests. Tracks 
and organizes filing of PSE public awareness and public education and communication on mandatory 
topics. 

 Represents company by serving on regional media, industry, consumer, and/or regulatory public awareness 
committees  

 Performs other duties as assigned. 
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MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 BA/BS degree in journalism, communications, public relations, or equivalent  
 1 year of relevant experience, including corporate or agency media relations experience  
 Exceptional writing and speaking skills with ability to balance several deadline projects simultaneously and 

produce results quickly  
 Familiarity with traditional media as well as skills and experience using Web-based technologies and mobile 

devices for digital communications 
 Ability to monitor and analyze both traditional print and broadcast media as well as emerging digital media 

through a variety of software tools and platforms, and to track and respond to communications via both 
traditional and digital media. 

 Proficiency in MS Office tools 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 

 


