
 
Suffolk County District Attorney’s Office 

   
JOB TITLE: Communications Director DATE: June 2019 
REPORTS TO: Suffolk County District Attorney / Chief of Staff 
FLSA STATUS: Full-time/ Exempt 
CLASSIFICATION: N/A 
 
POSITION PROFILE:  
Suffolk County District Attorney Rachael Rollins is the chief law enforcement 
official for Boston, Chelsea, Revere, and Winthrop, Massachusetts, and 
oversees an office of approximately 300 people handling approximately 
35,000 new cases each year. She took office on Jan. 2, 2019, as Suffolk 
County’s 16th district attorney, the first woman to be elected to that position 
in Suffolk County history, and the first woman of color ever to serve as a 
Massachusetts district attorney.  The District Attorney was elected with a 
mandate to bring meaningful, substantive change and reform to the criminal 
justice system and to increase public safety.  She has pledged to pursue that 
mission tirelessly by correcting racial and ethnic disparities, adopting 
alternatives to traditional prosecution, and improving relationships between 
law enforcement agencies and the communities we serve. 
 
The Communications Director is responsible for the development and 
implementation of the District Attorney’s communications strategies for both 
internal and external audiences and is a member of the Office’s executive 
team.  The Communications Director sets the Office’s communications 
strategy, collaborating with various constituencies to affirmatively promote 
the Office’s achievements, cases, policies, and mission; provide timely and 
accurate information in response to media inquiries, often about complex 
and critical issues of public safety; advise and prepare the District Attorney 
on matters pertaining to media coverage; and organize press conferences and 
public announcements, all according to the special duties of a prosecutor 
under Rule 3.8 of the Rules of Professional Conduct.  The Communications 
Director is also responsible for serving as a spokesperson for the District 
Attorney and her Office, and fostering positive relationships with local, 
national, digital, and social media counterparts.   
 
 
ESSENTIAL FUNCTIONS:  

• Serve as a core member of the District Attorney’s  leadership team and 
participate in  designing long-term strategic planning for the Office. 

• Develop and execute a comprehensive, strategic communications plan 
for the Office, including the creation of proactive campaigns to promote 



 
and publicize the District Attorney’s innovative initiatives and 
programs.  

• Manage all employees of the communications team, including Deputy 
Press Secretary and digital communications staff. 

• Act as the principal spokesperson for the District Attorney and the 
Office and manage all media inquiries, including critical or sensitive 
requests, matters involving high profile crimes, and other complex 
public safety concerns. This includes managing crisis communications. 

• Draft statements, speeches, correspondence, and talking points for the 
District Attorney that reflect the District Attorney’s tone and values.  

• Oversee coordination of all media events, including press conferences 
and interviews with the District Attorney. 

• Serve as editor for all news releases, advisories, and online content, 
and oversee the District Attorney’s digital team in the creation of 
innovative content for the office’s social media presence. 

• Work with the District Attorney, General Counsel, and Chief of Staff to 
respond to public requests for information from government agencies, 
businesses, advocacy groups, and other associations.  

• Proactively prepare Office staff for media engagements, advise staff 
about effective communications practices, and ensure that consistent 
messaging is communicated to key audiences and partners.  

• Build relationships and coordinate with professional counterparts in 
Massachusetts state government, including the Governor’s Office, 
Mayors’ Offices, Boston Police Department, Suffolk County Sherriff’s 
Department, MBTA Transit Police, and other professional, advocacy, 
and community organizations through Office-led initiatives and jointly-
sponsored communication campaigns and programs. 

• Communicate effectively, professionally, and respectfully, both verbally 
and in writing, using appropriate grammar, speech, diction, and 
expression with media, staff, and the public.  

• Provide the District Attorney with a media roundup each day.   
SUPERVISORY RESPONSIBILITY:  

• This position manages all employees of the communications team , 
including Deputy Press Secretary and digital communications staff, 
and is responsible for the performance management and hiring of the 
employees within the department. 

• Oversee initial stage of hiring process of new Communications staff. 
OTHER DUTIES:  

• Provide editorial input to senior staff as they draft noteworthy external 
communications such as reports and findings. 

• Attend required trainings and other professional development sessions 
relevant to Office functions. 



 
• Become familiar with and model all provisions of the Office Personnel 

Policies, particularly with regard to confidentiality, sexual harassment, 
drug-free workplace, and use of information technology resources. 

• Exercise respectful and professional behavior and communication with 
judicial and law enforcement personnel, office staff, and members of 
the public, including audiences of various social, cultural, ethnic, 
educational, and economic backgrounds. 

• Perform other related duties as assigned. 
 
EDUCATION AND EXPERIENCE: 
Required:  

• Bachelor’s degree in relevant field. 
• At least five years of communications, public relations, or media 

experience. 
• Excellent written and oral communications skills and attention to 

detail. 
• Availability full time and often after hours, on weekends, and on 

holidays. 
Preferred:  

• Master’s degree in Communications, Public Relations, or related field. 
• Public relations experience in federal or state government. 
• Crisis communication experience. 
• Experience with, or understanding of, the criminal justice system. 
• Interest in public-minded, mission-driven work. 

 
PHYSICAL DEMANDS:  
Communications Director is regularly required to talk or hear. The employee 
frequently is required to stand; walk; use hands to finger, handle, or feel; and 
reach with hands and arms. 
TRAVEL:  
Travel is primarily within Suffolk County during the business day, although 
some out-of-the-area and overnight travel should be expected. 
EEO STATEMENT: 
We are an equal opportunity employer and all qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex, 
national origin, disability status, protected veteran status, gender identity, 
sexual orientation, pregnancy and pregnancy-related conditions, or any other 
characteristic protected by law. 
 


