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Getting Started

The External Communications Liaison directs the organization’s messaging to 
media, funders, governmental agencies and other external stakeholders.  

	 When a disaster strikes, the main functions include:
»	�Working closely with the Incident Commander and organizational leadership to confirm 

appropriate messaging to external parties.

»	�Updating the organization’s communication outlets. 

»	�Managing incoming press inquiries.

	 Qualifications may include: 
»	�Experience working with funders, government agencies and the press.

»	� Strong written and verbal communication skills.

»	�Experience using social media platforms in a professional capacity.

	 A likely staff member to fill this role may be:
»	�Director of Communications, Director of Development, Manager of Social Media or  

a similar position. 

	� During the planning phase, the External Communications Liaison 
should:

»	�Establish protocols for communicating with organizational leadership.

»	�Review the External Communications Guide.

»	�Develop communication outlets for the organization including an emergency web page, 
phone number and email address.

»	�Register with the local emergency alert system.

 



EXTERNAL COMMUNICATIONS LIASON / JOB DESCRIPTION PAGE 5 OF 7

Enterprise Community Partners, Inc.

External Communications Liaison Video

External Communications Liaison Job Description
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External Communications Liaison Job Action Sheet

Additional Tools
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A External Communications Guide 

Tools

TO GET READY, WATCH THIS VIDEO NOW!

TOOLS

Click here to access the Tools and Video for this role: 
http://enterprisecommunity.com/solutions-and-innovations/green-communities/tools-
and-services/ready-to-respond/disaster-staffing-toolkit/external-communications-liaison
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Job Action Sheet

A Job Action Sheet includes specific tasks to be completed by the Disaster Response 
Role over eight Operational Periods before, during and after a disaster. 

Operational Periods

96 hours 12 hours24 hours48 hours72 hours
Immediately

after 12 hours

Pre-Event  
Preparedness  
In this Toolkit, Pre-Event Preparedness begins 96 hours ahead 
of an emergency event so an organization can best prepare for 
disaster response and recovery.  The Job Action Sheet specifies tasks 
that should be completed 96, 72, 48, 24 and 12 hours before an 
anticipated event.

Event  
Response  
During the event 
period, Job Action 
Sheets instruct all 
Disaster Response 
Roles to stay on 
alert.

Post-Event  
Response   
Activities and tasks to 
be completed after the 
disaster is over.
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Sample Job Action SheetSample Job Action Sheet

  
Action Date Notes Done 

Consult with Incident Commander and CEO/Executive Director on 
Disaster Staffing Toolkit activation and preparatory steps.  

   

Receive Command Level Meeting announcement from Incident 
Commander.   

   

Read entire Job Action Packet with tools and fill gaps as needed. 
 

   

Confirm that contact information is updated and sent to CEO/ 
Executive Director for local elected officials, local office of emergency 
management, state officials, regulatory agencies, board of directors 
and major funders. 

   

The External Communications Liaison directs and 
approves the organization’s messaging to media, 
funders, governmental agencies and other external 
stakeholders, 

The main functions of this role include: 
• Working with the Incident Commander and organizational 

leadership to confirm the appropriate messaging to external 
parties.  

• Updating the organization’s communication outlets. 
• Managing incoming press inquiries. 
 

READY TO RESPOND DISASTER STAFFING TOOLKIT 

External Communications Liaison  
Job Action Sheet 

96 Hours  
Pre-Event 

 

Name _______________________________  Phone _____________________ Date last revised _____________________ Enterprise Community Partners, Inc. 

Notes
Information needed to help complete 
tasks or report during meetings.

Job Description
A general description of 
the Disaster Response Role.

Disaster  
Response Role

Main Functions
The primary responsibilities 
of the Disaster Response Role. 

Actions
Important tasks to be completed 
during each operational period.

Additional Information 
Space to include contact and 
updated document information.

Operational Period 
Specific time periods before, during and 
after a disaster during which meetings are 
held and tasks are completed.


