Public Affairs Specialist

 GS-1035-12

I. INTRODUCTION

The primary purpose of this position is to conduct assignments in support of the public affairs program for a Federal scientific field installation.

II. MAJOR DUTIES AND RESPONSIBILITIES

Establishes and maintains effective relations with communication media providing them with a variety of information on issues related to the installation’s operation in the community. Establishes an interchange of ideas and issues among installation personnel, local community leaders, civic groups, etc., concerning problems that might negatively impact the installation’s activities. Briefs government and local officials on installation and departmental operations.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-7 1250 points

--Knowledge of the principles and methods of the print and broadcast media and skill in applying principles and using methods in conducting a public affairs program providing media representatives and the installation’s employees with information concerning the operations and activities of the facility.

-- Skill in producing written materials conveying complex information to a diverse audience through media and internally for employees.

-- Skill in establishing and maintaining effective working relationships with media representatives and individuals and groups in the local community.

-- Skill in conducting news media visits, press conferences, and public and news media tours to develop intercommunication between the installation and the public.

-- Skill in analyzing and evaluating local media coverage to develop recommendations for management concerning the installation’s impact on the public.

Factor 2 - Supervisory Controls 





FL 2-4 450 points

The supervisor determines objectives of the installation’s public affairs program and establishes the resources for the function.  The public affairs specialist, together with the supervisor, develops projects and assignments.  Plans and carries out the work independently through development of written materials on own initiative, developing working relationships with news media representatives and community leaders, and analyzing public feedback about the installation and its activities in the development of recommended program changes or modifications to management.  Completed work is reviewed for achievement of stated objectives and compliance with installation and departmental policies.  Recommendations concerning communication matters or issues are generally accepted as technically correct.

Factor 3 - Guidelines 






FL 3-4 450 points

Guidelines include departmental and agency policies and directives, public affairs manual and previously encountered issues and situations. These guidelines have limited application to many of the problems or situations experienced by the specialist or encountered in consulting with field staff or headquarters officials.

The specialist exercises resourcefulness and initiative in using different approaches or strategies in handling, both directly and in consultation, new or unique issues or situations requiring variations of standard communication methods or new policies to deal with changing situations or emphasis.
Factor 4 - Complexity 






FL 4-5 325 points

The work includes the development of new methods, strategies and communication plans covering the complete spectrum of the organization’s programs. This involves presenting information on a wide variety of subjects using the full array of written and oral presentation formats and techniques; establishing and maintaining effective working relationships in achieving understanding with groups indifferent to or having opposing points of view to programs and policies; and developing, from an analysis of varied and conflicting reaction from the agency’s publics, recommendations on the formulation and articulation of agency policy in communicating agency programs more effectively.

Decisions regarding what needs to be done include evaluating the appropriateness of existing strategies and plans in the light of changes in program emphasis or content, including statutory or technological changes, and shifts in public reaction to or understanding of the programs.

The work requires developing new ways of gathering input from a variety of individuals and groups with conflicting views and interests, and developing and initiating varied approaches and strategies in communicating the agency’s objectives to groups opposed or indifferent to agency programs.
Factor 5 - Scope and Effect 





FL 5-4 225 points

The purpose of the work is to facilitate and encourage the interchange of communication between the installation and the various external and internal publics affected by the installation’s mission and activities.  The work affects the morale of employees, and the accomplishment of the installation’s program objectives.

Factor 6 - Personal Contacts 





FL 6-3 60 points

Personal contacts are with local community leaders, civic groups, representatives of the government, and members of the print and broadcast media.  Involvement with these groups is fairly unstructured especially with local groups and media representatives in that contacts vary in purpose, are not routinely established, and the extent of the issue or problem is unspecified.

Factor 7 - Purpose of Contacts 





FL 7-3 120 points

The purpose of the contacts is to be the primary contact in establishing and arranging interface with news media representatives and installation officials and to increase the understanding and encourage the cooperation of community groups and employees in working toward achievement of the installation’s mission.  Contact occurs to reduce negative perceptions of the activities of the installation and demonstrate the installation’s willingness to provide accurate information.  Must also explain and clarify policies and activities to media representatives who may be critical or skeptical of such information.

Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 2890

This position is exempt from coverage under the Fair Labor Standards Act.

