
 
 
 

NEW JERSEY DEPARTMENT OF STATE 

NOTICE OF JOB VACANCY 

POSTING #  STA-2026-017 ISSUE DATE : October 23, 2026 

TITLE:  Communications Manager 
                  Range P98/Title Code 06075 
 

CLOSING DATE:  November 6, 2026 

DIVISION: Business Action Center SALARY: $65,000 

LOCATION: Trenton, NJ OPEN TO: General Public 

 

 
DEFINITION: Under the close supervision of a communications manager or other supervisory official in a 
government agency, assists in the planning and execution of the agency’s digital/social media campaign; promotes 
the agency’s programs, activities, and events by utilizing digital and social media platforms; assists in monitoring 
and maintaining the agency’s website; researches and responds to basic or routine inquiries regarding website 
postings/content; does other related duties as required. 
 
NOTE: The examples of work for this title are for illustrative purposes only. A particular position using this title 
may not perform all duties listed in this job specification. Conversely, all duties performed on the job may not be 
listed. 
 
EXAMPLES OF WORK: 

• Prepares material used to publicize the agency’s programs, activities, and upcoming events. 
• Assists in converting written documents/communication to digital content using a digital content 

management system; assists in creating, modifying, and editing material as necessary. 
• Produces and edits simple video and multimedia content. 
• Prepares and posts digital content, photos, graphics, and other images and videos to the agency’s website, 

digital platforms, and/or social media platforms; ensures that all postings and media are valid, legal, and 
ADA compliant. 

• Performs quality assurance checks on work to ensure that all information has been uploaded properly and 
free of any technical issues. 

• Reviews and responds to comments and routine questions regarding postings/content from internal staff 
and external constituents. 

• Assists in monitoring and maintaining/updating the agency’s website, including reviewing, filing, and 
archiving expired postings and information; monitors digital content for accuracy; updates online forms, 
documents, and reports for the agency. 

• Gathers background material and information to be used for special projects. 
• Keeps current on best practices for style guidelines, new technology, tools, and platforms. 
• Prepares information for meetings, conferences, and other group meetings pertinent to the work of the 

agency. 
• Maintains logs of assigned projects and prepares status reports for the supervisor. 
• Maintains essential records, reports, and files. 
• Will be required to learn how to utilize various types of electronic and/or manual recording and 

information systems used by the agency, office, or related units. 
 
 
 
 

 



REQUIREMENTS 
EXPERIENCE: Applicants must meet one of the following or a combination of both experience and education. 
Thirty (30) semester hour credits are equal to one (1) year of relevant experience.  
 
Five (5) years of professional experience in the dissemination of information in a public relations and/or public 
information program utilizing digital or social media. 
 
OR 
 
Possession of a bachelor’s degree from an accredited college or university; and one (1) year of the above-mentioned 
professional experience. 
 
LICENSE: Appointee will be required to possess a driver's license valid in New Jersey. 
 
KNOWLEDGE AND ABILITIES: 

• Knowledge of the methods and techniques used to collect and analyze information. 
• Knowledge of the agency’s programs, activities, and events. 
• Knowledge of the agency’s digital content management system. 
• Knowledge of the agency’s policies and strategies for digital communications. 
• Knowledge of public relations and advertising methods and techniques. 
• Ability to convert written material into clear and visually appealing digital content. 
• Ability to gather educational material and information pertaining to the agency’s programs, activities, and 

events. 
• Ability to effectively communicate in writing. 
• Ability to create, modify, and edit written and digital material. 
• Ability to establish and maintain effective working relationships with coworkers, workgroups, outside 

agencies, and the public. 
• Ability to keep current on best practices for style guidelines, new technology, tools, and platforms. 
• Ability to monitor and maintain/update the agency’s website and update online documents. 
• Ability to review, file, and archive expired online postings and information. 
• Ability to prepare informative reports. 
• Ability to maintain essential records, reports, and files. 
• Ability to learn how to utilize various types of electronic and/or manual recording and information systems 

used by the agency, office, or related units. 
• Ability to read, write, speak, understand, and communicate in English sufficiently to perform duties of this 

position.  
• Persons with mental or physical disabilities are eligible if they can perform the essential functions of the job 

with or without reasonable accommodation. If the accommodation cannot be made because it would cause 
the employer undue hardship, such persons may not be eligible. 

 

IMPORTANT NOTICE 
RESIDENCY LAW: Pursuant to N.J.S.A. 52:14-7 (L.2011, Chapter 70), also known as the “New Jersey First Act,” 
which became effective September 1, 2011, all persons newly hired by the Executive Branch on or after that date 
shall have one year from the date of employment to establish, and then maintain principal residence in the State of 
New Jersey. New Jersey State employees hired prior to September 1, 2011 who transfer from within the Executive 
Branch or from another State of New Jersey appointing authority without a break in service greater than seven days 
but who reside outside the State of New Jersey are not required to change their principal residence to New Jersey in 
order to comply with the act.  
 

SAME APPLICANTS: If you are applying under the NJ “SAME” program, your supporting documents (Schedule 
A or B Letter), must be submitted along with your resume by the closing date indicated above. For more 
information on the SAME Program visit their Website at: https://nj.gov/csc/same/overview/index.shtml, email: 
SAME@csc.nj.gov, or call CSC at (833) 691-0404.  
 



AUTHORIZATION TO WORK: Selected candidate must be authorized to work in the U.S. According to 
Department of Homeland Security, U.S. Citizenship and Immigration Services regulations. The State of New 
Jersey does not provide sponsorships for permanent residency to the United States or work visa.  
 
AVAILABLE BENEFITS: As a NJ State Department, Department of State provides a comprehensive list of 
benefits to the employees. The benefits include, but are not limited to, the following: 
• Alternate Work Week*  
• Telework*  
• Deferred Compensation  
• Health and Life Insurance with Partial Vision Reimbursement  
• Flexible and/or Health Spending Accounts (FSA) & (HSA)  
• Benefit Leave Time* Varies depending on years of service 
• NJ Pension Plan (NJ Public Employees' Retirement System - PERS) 
• Flexible and/or Health Spending Accounts (FSA) & (HSA) 
• Paid Time Off 
• 13 State Holidays 

 
* Pursuant to Department’s Policy, Procedures, and/or guidelines 
 

 
FILING INSTRUCTIONS 

APPLICANT INFORMATION: Forward a cover letter, résumé, unofficial transcripts and employment 
application electronically to Employment.Recruiter@sos.nj.gov  by 5:00 pm on the closing date. You must include 
the Job Posting #, and Last Name in the subject line of your email. Employment Application can be found here 
https://www.nj.gov/csc/about/publications/forms/pdf/DPF-663.pdf. Failure to provide all application materials 
requested may result in your ineligibility.  
 
RÉSUMÉ NOTE: Eligibility determinations will be based upon information presented in resume only. Applicants 
who possess foreign degrees (degrees earned outside of the U.S.) are required to provide an evaluation indicating its 
U.S. equivalency prior to the closing date. Failure to do so will result in your ineligibility  

The New Jersey Department of State is an Equal Opportunity Employer 
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