
 

 

C I T Y   O F   P H I L A D E L P H I A 
 

Public Relations Officer/Investigative Analyst  
 
Agency:   City of Philadelphia, Office of the Inspector General 
Salary:   Entry Level, $35,000-$45,000 
Type:   Exempt, Full time position; must establish residency in the City of 

Philadelphia within 6 months of appointment 
 
OVERVIEW:  
 
The Office of the Inspector General (OIG) Public Relations Officer/Investigative Analyst 
is a hybrid position. The Public Relations Officer is expected to serve as the 
department’s primary press and communication contact for the OIG. In addition to press 
duties, the Public Relations Officer holds investigative duties as an Investigative 
Analyst. An Investigative Analyst provides research support in regards to allegations of 
fraud, government waste, corruption, misconduct, unethical conduct and other illegal or 
prohibited activities of City employees and officials, contractors and users of City 
services and facilities.  
 
PRIMARY RESPONSIBILITIES:  
 
Public Relations Officer: 

 Annual Report: Content curating, writing, editing, picture editing, designing, and 
publishing OIG’s annual report 

 Press Contact: Drafting press materials such as media advisories, press 
releases, and suggested talking points; working with the Mayor’s Press Office on 
media events 

 Social Media: Maintaining presence on social media and on the web via the OIG 
website, twitter, and facebook 

 Marketing: Assisting as-needed on educational and promotional materials 
 

Investigative Analyst:  
 Research: Researching records and using appropriate databases to conduct 

background investigations based on specific requests for information. Will also 
be asked to conduct background research on persons through direct computer 
access or personal contact with systems and organizations to further 
investigations 

 Formal Reporting: Preparing a detailed synopsis of research findings in final 
form to represent or supplement official investigative case documents including 
graphic aids (e.g. charts, timelines, tables, etc.) 



 Information Analysis: Analyzing reports and other information received and 
identifying additional personnel or agencies to which intelligence and 
investigative data should be disseminated 

 Additional Duties: Performing various administrative and clerical tasks as 
needed, including file organization, answering phones, and data processing  

 
EDUCATION REQUIREMENTS: 
 
Completion of a bachelor's degree program at an accredited college. Relevant 
journalism, public relations, marketing, and investigative journalism experience highly 
preferred.  
 
KNOWLEDGE OF: 
 

 Writing press releases and talking points for senior management  

 Common personal computer software, such as Word, Excel, Access and 
Powerpoint 

 InDesign and Adobe Acrobat (preferred) 
 
PERSONAL ATTRIBUTES: 
 

 Demonstrates high ethical standards and a strong commitment to the mission of 
the OIG 

 An energetic, results-oriented individual who can make a difference; an individual 
who takes initiative, accepts accountability and has a “can do” attitude 

 Decisive; able to process facts and circumstances and make quick decisions 

 Action oriented; an individual not afraid to roll up his/her sleeves and get into the 
details of the operation 

 Must be a team player with strong interpersonal skills who is capable of working 
both independently and collaboratively 

 Excellent written and verbal communication skills 

 Consistently demonstrates sound judgment 

 Analytical – and able to use analysis to assist in making decisions 

 Consistently meets deadlines and is able to handle several projects 
simultaneously 

 
 

Interested parties should email their cover letter and resume to oig@phila.gov. 

mailto:oig@phila.gov

