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To: Michael Cain, City Manager 

 

From: Barb Brooks, Executive Assistant 

 

Date: October 2, 2020 

 

Subject: Goal Setting – Public Relations / Communications 

 

 

 

WEBSITE – I have reached out to Gaslight Media as to what it would take to make upgrades and 

freshen up the look our website.  Some ADA compliance is not an issue with the website itself, it 

is with the scanning of documents that we upload.  Optical Character Recognition “OCR” scanning 

software is needed for all of our uploaded scanned documents, such as the agenda packets.  This 

software should be able to be purchased and incorporated into our copier/printer. 

 

SOCIAL MEDIA – The City should open up an Instagram account and link it to the City’s 

facebook page.  A more active presence on Twitter could also be looked at.  Depending on the 

demographic of who the target audience plays a large role in what outlet should be used for specific 

messages.   

 

E-NEWSLETTER – A regularly scheduled newsletter would make sense, whether it is once a 

week, every couple weeks or once a month.  Setting a deadline for department heads to provide 

content would be key. 

 

In the case of both social media and the newsletter, the administrator is reliant on the departments 

to provide content.  We also need to look at the process of who is responsible for posting and a 

backup plan when the primary person is unavailable.  This will be discussed administratively and 

some re-organization will be considered to better handle the flow of communications. 
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