
Community Services Specialist                            | JOB DESCRIPTION 
 

 

Position Summary 
 
Under the direction of the Community Services Outreach Coordinator, the Community Services 
Specialist is responsible for assisting with the implementation of the Authority’s overall 
Community Outreach Plan; including methods and media used to deliver Authority information 
to the public and other key stakeholders.  The position supports internal and external 
communications efforts and community education and outreach programs.   

 

Essential Duties & Responsibilities 
 

A. Implement Public Education Efforts 
 

1. Provide direct educational programming at the Education Center and off-site.  
a. Promote, respond to and schedule educational programming and 

facility tours for the public. 
b. Inventory and prepare program supplies for educational outreach. 
c. Update/add programs to ensure accuracy as they relate to evolving 

YCSWA/waste industry operations and regulations.  
d. Assess appropriateness of adult and youth programming content. 

 
 

2. Promote Education Programming to the Public 
a. Assist with distribution of brochures, newsletters, fliers and other 

communication mediums in support of raising awareness of 
programming options. 

b. Track programming data for monthly reports. 
c. Post programming content and events on web and social media. 
d. Respond to community inquiries. 

 
B. Effectively communicate Authority information and value to the public at large and to 

stakeholders. 
Examples of communication delivery/roles: 
1. Issue media releases.  
2. Publish information via printed/digital formats. 
3. Assist as an Authority spokesperson as appropriate. 
4. Serve as the Authority’s representative to partner groups such as the York 

County Envirothon. 
5. Promote key efforts via special events such as the Hauler Appreciation and 

Litter Disposal events. 
 

C. Assist with the development and dissemination of digital and printed information in 
support of Authority programs, operations and activities. 

1. Create, update, issue and inventory printed literature (brochures, newsletters, 
fliers). 



2. Be proficient in, or possess the aptitude to assist with PowerPoint 
presentations, desktop publishing, website editing, social media 
communications and other digital communications. 

3. Pursue professional development opportunities per professional development 
plan to enhance professional communications skills. 
 

 
D.  Effective Internal and External Communication 

 
1. Effectively communicate with the Community Services Division Manager, 

Community Outreach Coordinator and Authority staff regarding Community 
Services staff activities. 
a. Regularly attend Division meetings. 
b. Provide useful and comprehensive information to Division Manager and 

Coordinator. 
c. Establish and maintain open communications with all Authority divisions 

and actively seek information updates on other division activities on an 
ongoing basis. 

d. Assimilate current waste industry information and maintain familiarity 
with legislation and regulatory standards related to YCSWA operations.   

 
2. Assist with effective communications with municipal and state officials, 

Authority customers, service providers and stakeholders. 
a.   Attend meetings with municipalities and elected or civic group officials as 
  appropriate. 

                              b.   Provide useful and comprehensive information to municipalities. 
                              c.   Serve as point of contact for municipalities for Authority information. 

e. Check community hotline and investigate and respond to issues/concerns 
via established protocol. 

f. Serve as Authority presenter at appropriate information venues such as 
Rotary meetings, civic group events, school activities and other 
appropriate scenarios. 
 
 

Qualifications 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or 
ability required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

Competencies 
 
 To perform the job successfully, an individual should demonstrate the following competencies: 
 

 Excellent leadership, problem-solving and decision-making skills 
 Project Management – Completes projects on time and within budget 
 Excellent oral and written Communication skills in English 
 Computer proficiency including Microsoft Office Suite, desktop publishing, and web site 

and social media development and editing 



 Demonstrates accuracy and thoroughness: seeks ways to improve and promote quality 
and customer satisfaction; meets productivity standards and completes work in a timely 
manner 

 Adheres to established safety and security procedures 
 Adapts well to changes in the work environment and works well with others  
 Experienced in working with opposition groups and competing interests; or the ability to 

acquire those skills 
 Possesses spokesperson training and experience; or the ability to acquire those skills 

 

Education and/or Experience 
 
Bachelor’s degree from an accredited college/university in communications, journalism, 
marketing, education, environmental management or related field desired.  A minimum of five 
years of experience or equivalent combination of education and experience required. 
 
 

Language Skills 

Excellent written and oral communication skills in English.  Ability to read, analyze and interpret 
complex documents.  Ability to respond effectively to sensitive inquiries or complaints.  Ability 
to communicate in Spanish is a plus. 

 

Technical Skills 

Comprehensive knowledge and understanding of education, communications and media relations 
sufficient to enable active participation in day-to-day operation of the Community Services 
Division is critical.  Knowledge of environmental issues, waste-to-energy and the waste industry 
or the ability to assimilate this knowledge is key.  Knowledge of computer software programs 
integral to carrying out the duties of this position, or the ability to assimilate this knowledge is 
key. 

 

Other Skills and Abilities   

The Community Services Specialist must be a self-starter and able to achieve 
results with direction from the Community Services Outreach Coordinator.  Must have some  
experience with public speaking, special event planning, producing digital and printed media and  
the ability to work with both children and adults. 
 

Physical Demands 

The physical demands described here are representative of those that must be met by  
an employee to successfully perform the essential functions of this job.  Reasonable  
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.   
 
While performing the duties of this job, the employee is regularly required to stand  
and sit; use hands to finger, handle or feel and reach with hands and arms.  The employee is  
frequently required to walk, talk and hear.  The ability to carry equipment, drive a car, climb  
steps and work occasional long and/or unusual hours is required.  Successful performance of  



this job requires the ability to speak in public on a routine basis, often in front of large crowds. 
 
 

Work Environment 

The work environment characteristics described here are representative of those an employee  
encounters while performing the essential functions of this job.  Reasonable accommodations  
may be made to enable individuals with disabilities to perform the essential functions in these  
work environments. 
 
While performing the duties of this job, the employee is sometimes exposed to noise and dust.   
The noise level in the work environment is moderate in the office area and may be loud in the  
operations area.  The employee will be required to wear personal protective equipment in certain 
work areas.  Outdoor work is sometimes required; exposing the employee to weather extremes 
and outdoor hazards.   
 

 


