
ORANGE COUNTY BUSINESS COUNCIL 
 

Position:  Director of Communications 
 
Position Description:  The Director of Communications shall have responsibility for producing 
and managing communication strategies, campaigns and materials based on OCBC initiatives 
and messages, enhancing the community’s awareness and perceptions of OCBC. Strong 
writing skills and the ability to meet multiple, competing deadlines required. 
 
Specific Responsibilities: 
 
LEADERSHIP 

 Develops and implements communications strategies to promote the Business Council’s 
mission and goals, as well as its events and advocacy programs. 

 Prepares annual budgets and business plans in addition to monthly reports to the Board 
of Directors 

 Communicates the Orange County Business Council’s goals and accomplishments to 
investors, government officials, media, businesses, partners, and regulatory agencies. 

 Supports other departments’ communication and publications needs. 
 Provide appropriate supervision and mentoring of subordinate staff. 

 
WRITING AND EDITING 

 Responsible for writing and producing multiple publications and deliverables, both print 
and electronic (e.g., annual report, legislative action guide, biweekly e-newsletter, news 
articles, press releases, opinion editorials, website content, email campaigns, etc.). 

 Writes speeches and prepares speaking points. 
 Proofreads and edits written material, as needed.  

 
WEB DEVELOPMENT AND GRAPHIC DESIGN 

 Maintains and develops OCBC’s websites, www.ocbc.org and www.locationoc.com, 
ensuring timely updates and robust content. 

 Develops web interfaces to promote major events and initiatives. 
 Designs and coordinates the production of all communications deliverables, including 

websites, reports, publications, flyers, brochures, programs, advertisements, and other 
marketing collateral.  

 Manages outside vendors for the production of communications deliverables (e.g., 
printers, graphic artists, mail houses, and other vendors). 

 
MEDIA RELATIONS 

 Serves as the Business Council’s single point of contact for media inquiries and 
coordinates appropriate and timely responses. 

 Proactively develops media relationships and pitches stories and event promotionals as 
appropriate. 

 Promotes and coordinates media coverage of OCBC’s major events. 
 Organizes and monitors OCBC media coverage to track effectiveness. Disseminates 

news coverage to appropriate audiences. 
 
DESIRED TECHNICAL SKILLS (Windows platform) 

 MS Office (Word, Excel, PowerPoint, Publisher, Outlook). 
 Web development software: Dreamweaver, Flash 
 Graphic design applications: Adobe Photoshop, Illustrator 

http://www.ocbc.org/
http://www.locationoc.com/


 Desktop publishing: Adobe InDesign 
 Experience using email marketing software such as ConstantContact 

 
Internal Relationships:  Reports directly to the President and CEO. Shall develop close 
working relationships with the Vice Presidents of Government Affairs, Workforce Development 
and Economic Development, as well as with the Director of Events, consultants/vendors, 
members of the media, and other OCBC staff.  
 
External Relationships:  Develops working relationships with OCBC’s Board of Directors, 
investors and their staff as well as partnership organizations. Also works closely with printers, 
mailing vendors, graphic artists, website developers, and media and advertising 
representatives. 
 
Salary:   
 
Send or fax resume with salary history in confidence to: 
Danette Parente (dparente@ocbc.org) 
2 Park Plaza, Suite 100 
Irvine, CA 92614 
FAX: 949.476.9240 

mailto:dparente@ocbc.org

