
 

Hiring Preference: The Pechanga Tribal Government is an equal opportunity employer.  Consistent with federal law, the Pechanga Band 
of Luiseno Indians applies Indian preference in employment.  It is the policy of the Pechanga Tribal Government to give preference in 
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PECHANGA INDIAN RESERVATION 
Temecula Band of Luiseño Mission Indians 

 
Post Office Box 1477  Temecula, CA 92593 

Telephone (951) 770-6000   Fax (951) 695-1778 

 

 

JOB DESCRIPTION 
 
POSITION:   Communications Specialist  
STATUS:   Exempt  
CLASSIFICATION:  Full-Time  
DEPARTMENT:  Tribal Council 
SUPERVISOR:   Tribal Secretary 
POSITION CATEGORY: B  
RATE OF PAY:  DOE 
 
SUMMARY: 
 
Under the direct supervision of the Tribal Secretary, the Communication Specialist will manage 
all internal and external communications of the Tribal Government, ensuring that the created 
correspondence are consistent with tribal policy and tribal law as well as engaging to the reader.  
This includes promoting a positive public image and controlling the dissemination of 
information on behalf of the Tribal Council.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

 Responsible for the creation and management of daily, monthly and quarterly 
correspondence including: newsletters, flyers, emails, posts, website content, etc. for 
internal and external communications.   

 Work closely with the Tribal Secretary to develop effective communication strategies, 
including the creation of weekly content distribution calendars. 

 Liaise with the Public Affairs department communicating events, press conferences, 
alerts, etc.  

 Collaborate with the Tribal Council, department heads, staff and website 
administrator(s) for content release and updates.  

 Collaborate with marketing professionals to produce correspondence for advertisements 
or articles.  

 Collaborate with other tribes for communication sharing of events. 

 Research and disseminate information on upcoming regional, state, and federal events.  
 Manage and update contact database. 

 Organize and shoot photography for events. 

 Schedule social media posts for multiple strategies including but not limited to Pinterest, 
Instagram, YouTube, and Facebook. 

 Draft, create, and maintain Standard Operating Procedures (SOP) as needed for related 
processes. 

Tribal Chairman: 

Mark Macarro 

 

Council Members: 
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Catalina R. Chacon 
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Robert “R.J.” Munoa 
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Tribal Secretary: 

Louise Burke 

 

Tribal Treasurer: 
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 Assist as needed with photography for communication pieces, events and other activities 
as appropriate.  

 Provide support to other departments and entities as needed.  

 Maintain technical knowledge by attending educational workshops, reviewing 
publications and maintaining best practices within the field.  

 Positive, enthusiastic and ready to work with a team. 

 Must adhere to all policies and procedures of the Pechanga Tribal Government. 
 
The list of duties and responsibilities above is not an exhaustive list.  In addition to the duties 
and responsibilities listed above, the employee will be required to perform other job-related 
duties, as assigned, that are consistent with the employee’s job position and qualifications. 
 
QUALIFICATIONS, EDUCATION AND EXPERIENCE: 
 

 Bachelor’s Degree required, with a focus in Business Communication, Journalism, or 
Communications preferred. 

 Minimum of 3 years in the field of communication required.  

 Excellent written and verbal communication skills required. 

 Experience in copywriting and editing required. 

 Experience with project management required.  

 Experience and proficiency with MS Office Suites (i.e. Outlook, Word, Publisher, etc.) 
and Adobe Suites (i.e. Photoshop and Illustrator) required.  

 Experience in web design and content production preferred. 

 Must have exceptional organizational and planning abilities.  
 Must have the ability to travel for events as necessary.  

 Must possess and maintain a valid drivers’ license, and qualify for employer insurability, 
throughout the course of employment.  

 Must maintain confidentiality of all privileged information.  

 This position must comply with the Pechanga Tribal Government’s Drug-Free 
Workplace Policy.    This includes: pre-employment testing, post-accident or injury, and 
random testing. 

 Must successfully pass a pre-employment background investigation. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 

 

 Ability to create and gather information from a variety of sources for dissemination and 
communication required.  

 Ability to proofread and analyze correspondence for accuracy and appropriate tone 

 Ability to follow written and oral work instruction and be able to work independently 
with a minimum of direction 

 Ability to manage multiple projects and properly prioritize workload 

 Ability to conduct oneself in a culturally sensitive manner 

 Must have the ability to handle confidential information using sound judgement and 
utmost discretion 

 Ability to listen and understand information and ideas being presented verbally and in 
writing 
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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. The Pechanga Tribal 
Government may, upon request and in its sole discretion, grant an accommodation it deems 
reasonable and necessary to enable an employee with a disability to perform the essential 
functions of the job.  
 
While performing the duties of this job, the employee is frequently required to sit, and talk or 
hear.  They must be able to speak the English language, speak clearly so listeners can understand 
and understand the speech of another person. The employee is occasionally required to use hands 
to finger, handle, feel or grasp objects; and reach with hands and arms.  The employee must 
occasionally lift and/or move up to 25 pounds and occasionally stand on step ladders.  
 
Specific vision abilities required by this job include close vision, distance vision, peripheral 
vision, depth perception, and the ability to adjust focus. The employee is required to be able to 
see the differences between colors, shades and brightness and be able to see details that are less 
than a few feet away.   
 
WORK ENVIRONMENT: 
 
The work environment characteristics described here are representative of those and employee 
encounters while performing the essential functions of this job. The Pechanga Tribal 
Government may, upon request and in its sole discretion, grant an accommodation it deems 
reasonable and necessary to enable an employee with a disability to perform the essential 
functions of the job.  
 
This job operates in an office environment. This role routinely uses standard office equipment 
such as computers, phones, photocopiers, filing cabinets and fax machines.  The noise level in the 
work environment is usually quiet while in the office and moderately noisy during events, 
General Membership meetings and when outdoors. 
 

Employee’s acknowledgement:  I acknowledge by my signature below, that the duties listed on this job 
description represent those tasks falling within my immediate responsibility.  I understand that the 
Pechanga Tribal Council has the right to change this job description at any time with or without prior 
notice. 
 
_______________________________    _________   _________________________________ 
Signature of Employee                                            Date                  Print name of employee 
                       
_______________________________     ________    _________________________________ 
Signature of Employee’s Manager                    Date             Print name of employee’s manager                  


