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Notice is hereby given that proposals for RFP 10‐1500‐COMM for: Communication flexible 
service contracts shall be received by Metro, 600 NE Grand Avenue, Portland OR 97232 until 
3:00 PM on Sept. 10, 2009. It is the sole responsibility of the proposer to ensure that Metro 
receives the Proposal by the specified date and time. All late Proposals shall be rejected. 
Proposers shall review all instructions and contract terms and condition 

COMMUNICATIONS FLEXIBLE SERVICE CONTRACTS 
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I. INTRODUCTION 

The Communications department of Metro, a metropolitan service district organized 
under the laws of the State of Oregon and the Metro Charter, located at 600 NE Grand 
Ave, Portland, OR 97232‐2736, is requesting proposals for professional communication 
services. 
It is the intent of Metro to create a pool of qualified consultants, firms and specialists with 
whom to engage to provide graphic design and production work, map and cartography 
design, photography, videography, writing and editing, communication strategy and web 
design and development. Services under these contracts will support the current efforts 
of the Communications department at Metro.  
Proposals are due no later than 3 p.m. on Sept. 10, 2009, in Metro’s business offices at 600 
NE Grand Avenue, Portland, OR  97232‐2736. Details concerning the project and proposal 
are contained in this document. 

 
II. BACKGROUND/HISTORY OF PROJECT 

Metro, the regional government that serves 1.5 million people who live in Clackamas, 
Multnomah and Washington counties and the 25 cities in the Portland metropolitan area, 
provides planning and other services that protect the nature and livability of our region. 
To achieve that mission, Metro offers a wide variety of programs and services, ranging 
from solid waste disposal and recycling to land use planning. 
Metro awarded flexible service contracts for communications work in December of 2007 
The use of these contracts has allowed Metro staff to retain communication services 
without a lengthy proposal process for each project or job resulting in efficient use of staff 
time and services. Work assigned under these contracts has totaled over $200,000 in 
invoiced work to date. 
 

III. PROPOSED SCOPE OF WORK 

Metro is seeking written proposals from qualified firms, consultants and specialists 
interested and qualified: 
 

Service category          Estimated award amount per contract 
 

Graphic design, production artist, 
        map and cartography design      $25,000 to $50,000 

Photography           $15,000 to $50,000 

Writing and editing services        $25,000 to $50,000 

Videography           $15,000 to $50,000 

Communication strategy        $25,000 to $50,000 

Web site design and development      $15,000 to $35,000 
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Services will be provided on an as‐needed basis beginning in October 2009 and ending 
June 30, 2011. One year extensions may be negotiated between Metro staff and qualified 
vendors depending on future needs. 

Metro intends to award contracts to multiple firms, consultants and/or specialists within 
each service category. Metro reserves the right to award a single contract per service 
category, based on the quality of proposals received. Awarded vendors are not 
guaranteed to receive any certain number or value of assignments. 

Proposers may submit and be considered for more than one service category; however, a 
separate proposal must be submitted for each service category in which Proposer would 
like to be considered. Scopes of work descriptions for each service category are outlined 
in Exhibit A. 

 

IV. QUALIFICATIONS/EXPERIENCE 
The firms, consultants and specialists selected must be within 60 miles of Metro Regional 
Center, located at 600 NE Grand Ave., Portland, Ore., to accommodate project planning 
meetings, coordination and other work as needed with Metro staff. 
Specific qualifications for each service category are outlined in Exhibit A of this document. 
Proposal instructions and contents are outlined in section VI and VII respectively. 
 

V. PROJECT ADMINISTRATION 

Under direction of Metro's Communication department management team, Elizabeth 
Adams will manage the resulting contracts and provide assistance as necessary 
throughout the duration of contract terms to ensure the objectives of the contract are 
achieved. 

Specific assignments will be provided to contractors which will include a detailed 
description of the services to be rendered, the cost of such services, a time period in 
which to complete the assigned tasks and Metro staff assigned to project. 
Contractors will not proceed with work until written assignment, properly executed 
by Metro, has been received. Metro staff will identify projects requiring consulting 
services within the above described disciplines. Metro staff will assign and manage 
work of Contractors. Metro staff shall have direct contact with Contractor's staff 
who will be performing the work. Contractors will cooperate with Metro staff and 
other consultants and contractors as directed to perform services required. 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VI. PROPOSAL INSTRUCTIONS 
A. Submission of proposal(s) 

One (1) original, sealed copy of the proposal shall be furnished, addressed to:    
Metro 
Procurement Services 
Attn: Darin Matthews 
600 NE Grand Ave. 
Portland, OR 97232 

Please mark the envelope: Communications flexible service contracts, RFP 101500 

B. Proposal deadline 
Proposals are due no later than 3 p.m., Sept. 10, 2009. Late proposals will not be 
accepted. 

C. RFP as basis for proposals 
This Request for Proposals represents the most definitive statement Metro will make 
concerning the information upon which Proposals are to be based.  Any verbal 
information that is not addressed in this RFP will not be considered by Metro in 
evaluating the Proposal. All questions relating to this RFP should be addressed to 
Elizabeth Adams, Metro, 600 NE Grand Ave., Portland, OR 97232, at 503‐797‐1523 or 
elizabeth.adams@oregonmetro.gov. Any questions which in the opinion of Metro 
warrant a written reply or addendum will be furnished to all parties receiving this 
RFP.  Metro will not respond to questions after 3 p.m., Sept. 8, 2009. 

D. Information release 
All Proposers are hereby advised that Metro may solicit and secure background 
information based upon the information, including references, provided in response 
to this RFP.  By submission of a Proposal, all respondents agree to such activity and 
release Metro from all claims arising from such activity. 

E.  Minority, Women and Emerging Small Business Program 
In the event that any subcontracts are to be utilized in the performance of this 
agreement, the Proposer's attention is directed to Metro Code provisions 2.04.100, 
which encourage the use of minority, women and emerging small businesses program 
(MWESB) to the maximum extent practical.  Copies of these MWESB requirements are 
available from the Metro Procurement Office, 600 NE Grand Ave., Portland, OR 97232, 
503‐797‐1816. 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VII. PROPOSAL CONTENTS 
The Proposal shall contain no more than eight (8) pages, including cost estimates, of 
written material in response to the form listed as Exhibit A and the following 
requirements. The Proposal should be submitted on recyclable, double‐sided recycled 
paper (post consumer content). No waxed page dividers, folders or non‐recyclable 
materials should be included in the Proposal with the exception of samples of work. 
A.  Transmittal letter‐ ALL PROPOSERS 
  Please provide the following information as a transmittal letter to your proposal. 

1. Contact information, please submit in the following order: 
Service category for which proposal is intended 
Firm, consultant or name of business 
Account representative/project manager assigned (if applicable) 
Mailing address 
Phone, web site, and e‐mail address 
State certification, if any, as a minority‐owned, women‐owned or emerging small 
      business 

2. Describe the firm/consultant's experience as it relates to the service category and 
an understanding of Metro's core mission and project areas. Indicate specific 
areas of expertise such as subject area, market or software as they relate to the 
scope of work and qualifications outlined in Exhibit A. 

List the fee structure as it relates to the work proposed. Include hourly rates and 
any annual administration fees, per item or transaction fees. 

Resumes may also be submitted with cover letter and will be considered as part of 
the total page count (8). 

3.  Describe the firm/consultant's business practices as it relates to supporting 
minority‐owned, women‐owned and emerging small businesses. Provide 
descriptions on these practices. Examples include written purchasing and 
contracting policies, joint ventures with state certified MWESB firms, 
participation as a minority‐owned, women‐owned or emerging small business,  

B.  References‐ ALL PROPOSERS 
Please provide at least two clients and their contact information for whom the 
firm/consulted has completed assignments. 

C.  Examples of services SPECIFIC TO SERVICE CATEGORY 
  Graphic design, production artist, map and cartography design: Copies of at least three 

published design samples. Links to online portfolios, or a CD/DVD of work are also 
accepted. Examples can be returned to Proposer if indicated in transmittal letter. 

  Writing and editing: Double‐sided copies of at least three published writing samples. 
Links to online portfolio or a CD/DVD of work are also accepted. 

  Photography and Videography: Link to online portfolios or a CD/DVD of work that 
demonstrates at least three examples of assignments completed. 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 Communication strategy: Copies of at least three communication campaigns. Examples 
can include messaging strategies, online and print communication pieces and videos. 
Provide a narrative for each example that explains the specific communication goal, 
audience and strategy. 

   Web design and development: Link to online portfolios or a CD/DVD of work that 
demonstrates at least three examples of assignments completed. 

 
VIII.  GENERAL PROPOSAL/CONTRACT CONDITIONS 

A. Limitation and award 
This RFP does not commit Metro to the award of a contract, nor to pay any costs 
incurred in the preparation and submission of proposals in anticipation of a contract.  
Metro reserves the right to waive minor irregularities, accept or reject any or all 
proposals received as the result of this request, negotiate with all qualified sources, or 
to cancel all or part of this RFP. 

B. Billing procedures 
Proposers are informed that the billing procedures of the selected firms are subject to 
the review and prior approval of Metro before reimbursement of services can occur.  
Contractor's invoices shall include an itemized statement of the work done during the 
billing period, and will not be submitted more frequently than once a month.  Metro 
shall pay Contractor within thirty (30) days of receipt of an approved invoice.   

C. Validity period and authority 
The proposal shall be considered valid for a period of at least ninety (90) days and 
shall contain a statement to that effect.  The proposal shall contain the name, title, 
address and telephone number of an individual or individuals with authority to bind 
any company contacted during the period in which Metro is evaluating the proposal.   

D. Conflict of interest 
A Proposer filing a proposal thereby certifies that no officer, agent or employee of 
Metro has a pecuniary interest in this Proposal or has participated in contract 
negotiations on behalf of Metro; that the proposal is made in good faith without fraud, 
collusion, or connection of any kind with any other Proposer for the same call for 
proposals; the Proposer is competing solely in its own behalf without connection 
with, or obligation to, any undisclosed person or firm. 

E. Equal Employment and Nondiscrimination Clause 
Metro and its contractors will not discriminate against any person(s), employee or 
applicant for employment based on race, color, religion, sex, national origin, age, 
marital status, familial status, gender identity, sexual orientation, disability for which 
a reasonable accommodation can be made, or any other status protected by law.  
Metro fully complies with Title VI of the Civil Rights Act of 1964 and related statutes 
and regulations in all programs and activities.  For more information, or to obtain a 
Title VI Complaint Form, see www.oregonmetro.gov. 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IX.  EVALUATION OF PROPOSALS 

A. Evaluation procedure 
Proposals received that conform to the complete proposal instructions will be 
evaluated and all proposals must contain all proposal contents to be considered 
(transmittal letter, references, examples of work). The evaluation will be conducted 
using the evaluation criteria identified in the following section. At the sole discretion 
of Metro, one or all references may be contacted to assist in the selection. Metro 
reserves the right to interview qualifying Proposers should it be deemed necessary in 
the selection process. Contract award shall be made to the firms, consultants, and or 
specialists submitting the most advantageous proposal, consistent with the terms of 
the RFP and at the sole discretion of Metro.  

B. Evaluation criteria 
This section provides a description of the criteria that will be used in the evaluation of 
the proposals submitted to accomplish the work defined in the RFP.   
  Percentage of total  
Transmittal letter (demonstrated experience and qualifications)  40%   
Proposed fee structure  20 
Samples of work (applicability of work samples to Metro needs)  40   
Total  100%  

 
X.  NOTICE TO ALL PROPOSERS ‐ STANDARD AGREEMENT 
The attached example personal services agreement is a standard contract approved for use 
by the Office of Metro Attorney. This is the contract the successful Proposer will enter into 
with Metro. It is included for your review prior to submitting a proposal. 
 
XI.  APPEAL OF CONTRACT AWARD 
Aggrieved Proposers who wish to appeal the award of this contract must do so in writing 
within seven (7) days of issuance of the notice of intent to award by Metro. Appeals must be 
submitted to Darin Matthews, Procurement Officer, 600 NE Grand Ave., Portland, OR 97232 
and must state the specific deviation of rule or statute in the contract award. Metro will issue 
a written response to the appeal in a timely manner. 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SAMPLE 
PERSONAL SERVICES AGREEMENT 
 
                Contract # ________________ 
   
THIS AGREEMENT is between Metro, a metropolitan service district organized under the 
laws of the State of Oregon and the Metro Charter, located at 600 N.E. Grand Avenue, 
Portland, OR 97232‐2736, and                
  ,  referred to herein as "Contractor," located at          
                        .   
 
  In exchange for the promises and other consideration set forth below, the parties 
agree as follows:   
 
1.  Duration.  This personal services agreement shall be effective        

and shall remain in effect until and including           , unless 
terminated or extended as provided in this Agreement.   

 
2.  Scope of Work.  Contractor shall provide all services and materials specified in the 

attached "Exhibit A ‐‐ Scope of Work," which is incorporated into this Agreement by 
reference.  All services and materials shall be provided by Contractor in accordance 
with the Scope of Work, in a competent and professional manner.  To the extent that 
the Scope of Work contains additional contract provisions or waives any provision in 
the body of this Agreement, the Scope of Work shall control.   

 
3.  Payment.  Metro shall pay Contractor for services performed and materials delivered 

in the amount(s), manner and at the time(s) specified in the Scope of Work for a 
maximum sum not to exceed                
     AND       /100THS DOLLARS ($        ).   

 
4.  Insurance.   

a.  Contractor shall purchase and maintain, at the Contractor's expense, the 
following types of insurance, covering the Contractor, its employees, and agents: 

 
(1)  Broad form comprehensive general liability insurance covering bodily 
injury and property damage, with automatic coverage for premises, operations, 
and product liability, shall be a minimum of one‐thousand $1,000,000 per 
occurrence. The policy must be endorsed with contractual liability coverage; and 
 
(2)  Automobile bodily injury and property damage liability insurance coverage 
shall be a minimum of one‐thousand $1,000,000 per occurrence.   

 
b  Metro, its elected officials, departments, employees, and agents shall be 
named as ADDITIONAL INSUREDS.  Notice of any material change or 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policy cancellation shall be provided to Metro thirty (30) days prior to 
the change or cancellation.   

 
c  Contractor, its subcontractors, if any, and all employers working under 
this Agreement that are subject employers under the Oregon Workers' 
Compensation Law shall comply with ORS 656.017, which requires them 
to provide Workers' Compensation coverage for all their subject workers.  
Contractor shall provide Metro with certification of Workers' 
Compensation insurance including employer's liability.  If Contractor has 
no employees and will perform the work without the assistance of 
others, a certificate to that effect may be attached, as Exhibit B, in lieu of 
the certificate showing current Workers' Compensation.   

 
d  If required by the Scope of Work, Contractor shall maintain for the 
duration of this Agreement professional liability insurance covering 
personal injury and property damage arising from errors, omissions or 
malpractice.  Coverage shall be in the minimum amount of $500,000. 
Contractor shall provide to Metro a certificate of this insurance, and 30 
days' advance notice of material change or cancellation.   

 
e.  Contractor shall provide Metro with a Certificate of Insurance complying 
with this article, and naming Metro as an additional insured within 
fifteen (15) days of execution of this contract, or twenty‐four (24) hours 
before services under this contract commence, whichever date is earlier. 

 
5.  Indemnification.  Contractor shall indemnify and hold Metro, its agents, employees and 

elected officials harmless from any and all claims, demands, damages, actions, losses 
and expenses, including attorney's fees, arising out of or in any way connected with its 
performance of this Agreement, or with any patent infringement or copyright claims 
arising out of the use of Contractor's designs or other materials by Metro and for any 
claims or disputes involving subcontractors.   

 
6.  Maintenance of Records.  Contractor shall maintain all of its records relating to the 

Scope of Work on a generally recognized accounting basis and allow Metro the 
opportunity to inspect and/or copy such records at a convenient place during normal 
business hours.  All required records shall be maintained by Contractor for six years 
after Metro makes final payment and all other pending matters are closed.   

 
7.  Ownership of Documents.  All documents of any nature including, but not limited to, 

reports, drawings, works of art and photographs, produced by Contractor pursuant to 
this Agreement are the property of Metro, and it is agreed by the parties that such 
documents are works made for hire. Contractor hereby conveys, transfers, and grants 
to Metro all rights of reproduction and the copyright to all such documents. 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8.  Project Information.  Contractor shall share all project information and fully cooperate 
with Metro, informing Metro of all aspects of the project including actual or potential 
problems or defects.  Contractor shall abstain from releasing any information or 
project news without the prior and specific written approval of Metro.   

 
9.  Independent Contractor Status.  Contractor shall be an independent contractor for all 

purposes and shall be entitled only to the compensation provided for in this 
Agreement.  Under no circumstances shall Contractor be considered an employee of 
Metro.  Contractor shall provide all tools or equipment necessary to carry out this 
Agreement, and shall exercise complete control in achieving the results specified in the 
Scope of Work.  Contractor is solely responsible for its performance under this 
Agreement and the quality of its work; for obtaining and maintaining all licenses and 
certifications necessary to carry out this Agreement; for payment of any fees, taxes, 
royalties, or other expenses necessary to complete the work except as otherwise 
specified in the Scope of Work; and for meeting all other requirements of law in 
carrying out this Agreement.  Contractor shall identify and certify tax status and 
identification number through execution of IRS form W‐9 prior to submitting any 
request for payment to Metro.   

 
10.  Right to Withhold Payments.  Metro shall have the right to withhold from payments 

due to Contractor such sums as necessary, in Metro's sole opinion, to protect Metro 
against any loss, damage, or claim which may result from Contractor's performance or 
failure to perform under this Agreement or the failure of Contractor to make proper 
payment to any suppliers or subcontractors.   

 
11.  State and Federal Law Constraints.  Both parties shall comply with the public 

contracting provisions of ORS chapters 279A, 279B and 279C and the recycling 
provisions of ORS 279B.025 to the extent those provisions apply to this Agreement.  All 
such provisions required to be included in this Agreement are incorporated herein by 
reference.  Contractor shall comply with all applicable requirements of federal and 
state civil rights and rehabilitation statutes, rules and regulations including those of 
the Americans with Disabilities Act.   

 
12.  Situs.  The situs of this Agreement is Portland, Oregon.  Any litigation over this 

agreement shall be governed by the laws of the State of Oregon and shall be conducted 
in the Circuit Court of the state of Oregon for Multnomah County, or, if jurisdiction is 
proper, in the U.S. District Court for the District of Oregon.   

 
13.  Assignment.  This Agreement is binding on each party, its successors, assigns, and legal 

representatives and may not, under any circumstance, be assigned or transferred by 
either party.   

 
14.  Termination.  This Agreement may be terminated by mutual consent of the parties.  In 

addition, Metro may terminate this Agreement by giving Contractor seven days prior 
written notice of intent to terminate, without waiving any claims or remedies it may 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have against Contractor. Termination shall not excuse payment for expenses properly 
incurred prior to notice of termination, but neither party shall be liable for indirect or 
consequential damages arising from termination under this section.   

 
15.  No Waiver of Claims.  The failure to enforce any provision of this Agreement shall not 

constitute a waiver by Metro of that or any other provision.   
 
16.  Modification.  Notwithstanding and succeeding any and all prior agreement(s) or 

practice(s), this Agreement constitutes the entire Agreement between the parties, and 
may only be expressly modified in writing(s), signed by both parties.   

 
 
 
    METRO 
 
By    By           
   
 
Title    Title         
   
 
Date    Date 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Exhibit A | Scope of work, qualifications and experience requirements 
 

GRAPHIC DESIGN, PRODUCTION ARTIST, MAP AND CARTOGRAPHY DESIGN 

 

Scope of work summary: 

• Design and produce communication products; generate comps and mock‐ups, create 
layouts and final art. 

• Complete graphic design production work using Metro provided design templates and 
art direction; 

• Prepare digital files for production and fabrication. 
• Prepare of photos and photo‐based illustrations for publication including color 

adjustments, cropping and image manipulation. 
• Design and produce cartographic products; generate comps and mock‐ups, create 

layouts and final art.  
 
Types of products include: 
Communication products for general public/consumer markets, business to business and 
technical audiences: brochures, publications, fact sheets, advertisements, reports, 
newsletters, directories, guidebooks, maps, event packets, presentations, graphics. 
 
Experience and qualifications: 

• Minimum of three years experience as one or a combination of the following: graphic 
designer, production artist, Photoshop expert, or map/cartography designer 

• Expertise in one or a combination of the following: graphic design, graphic production 
work, Photoshop or map design and cartography 

• Proficiency in all or a combination of the following software: InDesign, Photoshop, 
Illustrator, Photoshop, ArcView and GIS, Photoshop and Powerpoint.  

• Ability to draft specifications to enable the design to be printed, fabricated, installed or 
otherwise implemented 

• Ability to direct photography and illustration 
• Experience with the design and preparation of special artwork including logotypes, 

maps, diagrams and charts 
• Ability to understand and implement graphic design standards 
• Ability to work individually and as part of a team 
• Excellent organization and project management skills 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Exhibit A | Scope of work, qualifications and experience requirements 
 

PHOTOGRAPHY 

 

Scope of work summary: 

• City scenes, candid people shots, activity shots 
• Nature, landscape and outdoor 
• Editorial and concept illustration shots 
• Low oblique aerials 
• Panoramas 
• Business portraits 
• Product shots, lightbox close‐ups 
• Assist scouting locations, hiring of talent and voice over support 
• Management of all production aspects as identified on a project to project basis. 
 
Types of products include: 
Digital or print photos 
 
Experience and qualifications: 

• Minimum of three years professional experience as a photographer; work history and 
portfolio demonstrating expertise and style aligned with Metro communication 
objectives  

• Expert photography skills 
• Proficiency with digital file management and formatting, Photoshop, and file 

preparation for print and digital applications 
• Ability to understand and work with art direction and design standards 
• Ability to work individually and as part of a team 
• Excellent organization and project management skills 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Exhibit A | Scope of work, qualifications and experience requirements 
 

VIDEOGRAPHY 

 

Scope of work summary: 

• Professional recording of content for use online or through a variety if viewing formats 
including DVD, CD, Mac and PC, smart phones, etc. 

• Technical support for optimal recording including one or multi‐camera recording, 
lighting and sound 

• Development of content, scripts, storyboards and outlines to facilitate the recording of 
topic‐related video segments 

• Post production of video segments including effects, captions and animation as needed. 
• Ability to edit raw video footage into cohesive, understandable video segments 

including photo scanning, corrections 
• Management of all production aspects as identified on a project to project basis 
• Assist scouting locations, hiring of talent and voice over support 
• DVD and CD duplication services 
 
Types of products include: 
Video segments of specific topics related to Metro programs and initiatives, demonstrations, 
interviews, training videos. Recording of live events such as meetings and conferences. 
 
Experience and qualifications: 

• Minimum of three years professional experience as a videographer; work history and 
portfolio demonstrating expertise and style aligned with Metro communication 
objectives  

• Expert videography skills include extensive technical knowledge as it relates to the field 
• Ability to understand and work with art direction and design standards 
• Ability to work individually and as part of a team 
• Excellent organization and project management skills
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Exhibit A | Scope of work, qualifications and experience requirements 
 

WRITING AND EDITING 

Scope of work summary: 

• Write, edit and proof business, technical and promotional copy for print or electronic 
publications using Metro's established publication standards and editorial guidelines 

• Provide strategic and conceptual development of messages and stories 
• Develop content for the web. Produce and repurpose text, graphic and audio content 

for publication on Metro’s web site  
• Copy edit and proofread 
• On a project‐to‐project basis, act as managing editor of publications, including content 

submissions, selection of images and artwork, coordination of production timelines 
and editorial tasks. 

 
Types of products include: 
Communication products for general public/consumer markets, business to business 
and technical audiences: brochures, publications, fact sheets, advertisements, reports, 
newsletters, directories, guidebooks, maps, event packets, presentations, graphics. 
 
Experience and qualifications: 

• Minimum of three years professional experience as a copywriter and editor and work 
history demonstrating expertise in writing and editing for print and web  

• Expert copywriting skills, editing and proofreading abilities 
• Ability to write concise, readable copy with a consistent tone appropriate for target 

audience and communication goal 
• Ability to understand and implement editorial and tone‐of‐voice standards 
• Ability to work individually and as part of a team 
• Excellent organization and project management skills 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WEB SITE DESIGN AND DEVELOPMENT 

Scope of work summary and products: 

• Provide consultation for individual web projects to define project scope and strategies 
to best meet Metro on line communication needs 

• Develop and execute project work plans for web projects including design, 
development, deployment and testing 

• Act as project manager for web projects with Metro staff and Metro contractors. 
• Apply look and feel for web sites, design site navigation and apply visual standards 
• Use HTML/JavaScript/ASP/ColdFusion and other tools to develop static and dynamic 

web pages 
• Apply standard tools of online communication, including: 
• Web site strategy, including audits, needs assessments, information architecture, 

wireframes and design concepts 
• Site and search engine optimization  
• Online marketing strategy, including partnerships, link building and advertising 

including strategic use of “Web 2.0” social media tools and tactics 
• Embed streaming video and audio 
• Web content web/web page development and production for web sites, blogs, 

Facebook and Twitter 
 

Experience and qualifications: 

• Minimum three years experience or educational equivalent 
• Web design skills, understanding of layout, type and color 
• Expert in information architecture; experience producing multimedia and/or 

interactive projects 
• Proficiency in XHTML/CSS JavaScript, ASP and ColdFusion 
• Understanding of web standards and accessibility guidelines (section 508, WAI)  
• Familiarity with InDesign, Photoshop and Illustrator 
• Experience with the preparation and optimization of photos and special artwork 

including logotypes, maps, diagrams and charts for web applications 
• Ability to understand and implement Associated Press editorial and Metro graphic 

design standards 
• Ability to work individually and as part of a team 
• Excellent organization and project management skills 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COMMUNICATION STRATEGY AND DEVELOPMENT 

Scope of work summary 
• Provide strategic counsel to Metro Council and Metro staff on media and public affairs issues 
• Develop messages and frame appropriate responses or pro‐active communications 
• Write and edit material for media and stakeholder consumption  
• Provide Metro Council with rapid‐response strategic advice 
• Review existing communication and engagement plan 
• Present a draft strategy plan to Metro staff; may present draft plan to key stakeholders or 
advisory committees  

• Prepare, as needed, written documents to demonstrate links with other projects and actions, 
develop key messages, facilitate meetings, and participate in staff and stakeholder meetings 

• Meet with Metro staff periodically as needed to successfully complete the tasks. 
 
Public and media relations 
Crisis communication 

planning and 
implementation 

Events planning 
Message development 
Public engagement 

campaigns 

Government relations and 
legislative strategy 

Constituency development 
Ballot measures 
Research and analysis 
Issue research 
Stakeholder interviews 
Focus groups 

Media research 
Policy tracking 
Facilitation 
Speechwriting 
Press conferences 
Media training 
Issues management 

 
Types of products may include:  
Strategic media plans 
Strategic coordinated communication and engagement plans 
Op‐Eds and press releases 
Speeches 
Memos summarizing research findings  
Ongoing coordination to assist Metro with implementing the strategic communication and 
engagement plan and work programs.  
 
 
Experience and qualifications: 
• Minimum of five years of strategic communications and engagement experience  
• Experience with issue area which may include land use, transportation, growth 

management, natural areas, economic development, public parks management, solid 
waste programs and facility management, convention center, trade and cultural facility 
management, climate change and sustainability Issues. 

• Excellent organization and project management skills 


