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VACANCY ANNOUNCEMENT  
 

 
Position Title: Public Information and Data Specialist  
 
Pay Rate: Anticipated range of $55,000 -- $75,000 depending on experience. 
 
JOB PURPOSE: Responsible for development and administration of the Court’s public 
information and data program. Perform public relations duties, including creating and 
maintaining Court social media accounts. Responsible for the development and implementation 
of the Court’s civic and community engagement programs.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES OF THE POSITION: 
Under the direction and supervision of the Court Administrator, the Specialist will be 
responsible for the development of the Court’s civic and community engagement programs. The 
Specialist will also be responsible for engaging in public relations on behalf of the Court, and the 
maintenance of the Court website.  
 
Assist in planning and overseeing the Court’s public information and data program serving as a 
liaison between the Court, the media, the bar, community organizations, and the public.  
 
Creating and maintaining the Court’s social media accounts.  
 
Perform certain media relations duties, including but not limited to the drafting of press 
releases, website announcements, and social media posts.  
 
Maintaining, managing, and updating Court website. 
 
Coordinate and oversee community engagement and outreach events. Act as the liaison between 
the community and the Court to assist with increasing access to justice.   
 
Work with judges and Court staff to plan and promote programs or presentations by the Court, 
including preparing materials for those programs.  
 
Ability to assist with data-related projects to improve overall Court transparency. Utilize 
Microsoft Excel and the Court’s case management system to generate reports and data for the 
Court, the public, or otherwise directed by the Court. 
 
 

http://www.hamilton-co.org/appealscourt


Research other courts’ practices to assist with basic court modernization. Assess and identify 
areas for improvement and seek out funding sources for the same.  
 
Perform other such duties assigned by the Court Administrator or the Court. 
 
QUALIFICATIONS & EXPERIENCE: Bachelor’s Degree required. Prior experience in 
government, law firm, or non-profit strongly preferred. Prior data experience strongly preferred. 
Must have strong technological knowledge and skills. Basic knowledge and understanding of the 
legal system required. Public information or media experience a plus. Proficient in Microsoft 
Word, Excel, and Powerpoint required.  
 
COURT EXPECTATIONS OF EMPLOYEE: In completing the duties and responsibilities of 
the position, the Court expects the Specialist will adhere to all Court policies, guidelines, 
practices and procedures; act as a role model both inside and outside the Court; exhibit a 
professional manner in dealing with others; and work to maintain constructive working 
relationships. In addition, the Court expects the Specialist to maintain a positive and respectful 
approach with superiors, colleagues, and individuals inside and outside the Court.   
 
Interested candidates should submit a cover letter, resume, and a list of references by email to 
Jennifer Hammock at jhammock@cms.hamilton-co.org and fadcoaoh@gmail.com. The position 
will remain open until filled.  
 
EQUAL OPPORTUNITY EMPLOYER: 
The State of Ohio, the Supreme Court of Ohio, and the First District Court of Appeals are all 
Equal Employment Opportunity Employers and do not discriminate on the basis of race, color, 
religion, gender, gender identity or expression, national origin (ancestry), military status, 
disability, age (40 years or older), genetic information, sexual orientation, or caregiver status, in 
making employment-related decisions about an individual. 
The Supreme Court of Ohio and the First District Court of Appeals are both equal employment 
opportunity employers that support an alcohol and drug-free, and a weapons and violence free, 
work environment. 
 
Background Check Information  
The final candidate selected for the position will be required to undergo a criminal background 
check and a pre-employment drug test. Criminal convictions do not necessarily preclude an 
applicant from consideration for a position. An individual assessment of an applicant's prior 
criminal convictions will be made before excluding an applicant from consideration. 
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