Public Affairs Specialist

 GS-1035-7

I. INTRODUCTION

The primary purpose of this position is to serve as an advanced trainee in conducting assignments in support of the public affairs program for a Federal scientific field installation.

II. MAJOR DUTIES AND RESPONSIBILITIES

Serves as an advanced trainee, assisting higher-graded public affairs specialists in an organization responsible for administering a functional program within a Federal department, with primary responsibility for collecting, assembling, preparing and disseminating information concerning the various programs of the organization.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-6 950 points

-- Knowledge of written and oral communication principles, concepts, and techniques; analytical methods; and public affairs practices.

-- Knowledge and skill sufficient for speaking to groups in explaining the organization’s programs, objectives, and policies and obtaining the group’s reaction to information presented.

-- Knowledge and skill sufficient for establishing and maintaining effective working relationships with groups interested in or affected by public affairs programs or policies.

-- Knowledge and skill sufficient for analyzing the organization’s information program materials and offering recommendations for improving the delivery of program information to affected individuals.

-- Knowledge of community and media relations concepts, principles, and techniques to establish, implement, and maintain a proactive program.

-- Skill in analyzing and evaluating comments, proposals, or suggestions to develop recommendations concerning the impact on public image.

Factor 2 - Supervisory Controls 





FL 2-2 125 points

The supervisor makes continuing or individual assignments by indicating generally what is to be done, limitations, quality and quantity of work expected, deadlines for completion, and priority of various assignments. The supervisor provides additional, specific instructions for new, difficult, or unusual assignments including suggested work methods or techniques or advice on locating source material.

The public affairs specialist carries out recurring assignments independently without specific instruction, but seeks assistance from the supervisor on problems or unfamiliar situations not covered by instructions.

The supervisor assures that completed work, methods and techniques are accurate, appropriate and comply with instructions or established procedures. Review of the work increases with more difficult assignments if the specialist has not previously performed similar duties.
Factor 3 - Guidelines 






FL 3-2 125 points

The public affairs specialist is provided with specific guidelines directly applicable to the assignment such as examples of previously written articles, briefing packages or kits, and analyses of public reaction to information programs.

The specialist uses established procedures, techniques and formats in carrying out the assignment but exercises judgment in selecting which of the various guidelines is most appropriate for each assignment. The specialist may make minor deviations from existing guidelines but refers any proposed, significant deviations from the guidelines to the supervisor.

Factor 4 - Complexity 






FL 4-2 75 points

The work consists of specific tasks requiring the use of basic communication and analytical methods in drafting routine news releases, describing organizational programs to visitors, participating in meetings with specialized groups, or gathering information on agency operations by interviewing program specialists.

Decisions regarding what needs to be done involve choosing from among a few easily distinguishable situations such as identifying sources of information needed, selecting appropriate kinds of information and determining the manner and order of presentation.  Actions to be taken involve clear-cut factual situations guided by clear instructions to follow or a few precedent situations to apply.

Factor 5 - Scope and Effect 





FL 5-2 75 points

The work involves performing specific and clearly defined tasks and operations representing a part of a complete public affairs assignment and may include writing news releases on routine matters, providing information to the public on agency programs, or writing assigned articles or stories for an installation newspaper.

The work provides assistance to higher-level specialists by relieving them of the more routine aspects of the function and affects the accuracy and timeliness of projects or assignments conducted by higher-level specialists.

Factor 6 - Personal Contacts 





FL 6-2 25 points

Personal contacts are with employees in the same agency but outside of the public affairs function.  People contacted are generally in program areas at various levels of the organization; or contacts are with specialized groups or individual members of the general public where the contacts are generally established on a routine basis and the nature of the contact may at first be unclear. 

Factor 7 - Purpose of Contacts 





FL 7-1 20 points

The purpose of contacts is to obtain, clarify, or give factual information. The nature of the information ranges from simple, routine facts to complex procedures in the public affairs area or technical program 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 – 1405
This position is non-exempt from coverage under the Fair Labor Standards Act.

