
Sonoma County Tourism -  PR/Marketing Team 

January 2017 

Immediate Job Opening: Public Relations Coordinator  

Summary  

Every day at Sonoma County Tourism brings an engaging story to share with media and our 
community. Be the supporting voice as our Public Relations Coordinator, where you will showcase your 
creativity, communication skills and pride as an ambassador for our unique destination. This position 
supports the external communications strategy and media initiatives of Sonoma County Tourism. This 
full-time, non-exempt position reports to the Public Relations Manager and is based in our Santa Rosa 
office. Some local travel is required. 

Ideal Candidate  
The ideal applicants for this position will possess strong communications skills and creative talent with 

a broad public relations and marketing background. They should be familiar with the media landscape 
including social media.  

Essential Duties and Responsibilities include but are not limited to the following: 

 Work closely with the Public Relations Manager and industry partners to fulfill media requests, 
such as story ideas, B-roll and images, fact-checking, interview requests, etc.  

 Coordinate media visits for domestic and international markets 

 Implement and assist with coordinating the PR and communications plan  

 Monitoring, tracking, and reporting media exposure received 

 Prepare monthly reporting of PR activity 

 Maintain editorial calendar 

 Assist with developing and drafting press materials 

 Maintain and develop media lists 

 Assist with media pitching 

 Assist with research 

 Organize and maintain internal communications data 

 Assist with special events  

 Stay current on trends in marketing, media and tourism 

 Other duties as assigned 

Experience and Other Desired Skills, Abilities, and Knowledge 

 Strong oral and written communication skills 

 Excellent time management skills, including the ability to juggle multiple projects and prioritize 
work in a changing environment  

 Ability to maintain effective working relationships with vendors and agencies 

 Ability to work in a deadline-driven environment 

 Strong editing skills, with a strong attention to detail 

 Excellent interpersonal skills, including listening and diplomacy 

 Motivated self-starter; takes initiative to start projects 

 Prior work experience in PR and the ability to spot trends are desired 

 Working knowledge of Microsoft Office products, including Word, Excel, Outlook and 
PowerPoint, graphics or presentation software, and website editing.  

 Experience using Cision or other media-monitoring database is a plus 

 An understanding of social media platforms such as Facebook, Twitter and Instagram is 
strongly preferred 

 A passion for travel is a plus 

 Experience in destination marketing, hospitality industry or lifestyle brand marketing is a plus 



Education/Experience: 

Our focus is first on the right person, rather than a specific education; however, the ideal candidate 
will have a degree in communications, PR, journalism, English or related discipline, or 3+ years of 
combined education and experience in the field. Experience in writing, communications and strong 

organizational skills can also be considered. Must have valid CA driver’s license and acceptable driving 
record.  
 
To apply: Submit the following items by February 5, 2017 to northbayhr@gmail.com: 

 A resume or other indication of your education and experience in the field.  

 A cover letter indicating your interest in the position and organization, as well as your 

suitability for the role. 

Be sure to include your location and contact information, so we can acknowledge receipt.  

Please, no phone calls or emails to the Sonoma County Tourism office or staff.  

Sonoma County Tourism is an Equal Employment Opportunity employer. We value diversity in all 

forms, and encourage ALL qualified applicants to apply. 

 


