Public Affairs Specialist

 GS-1035-9

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

Serves as a public affairs specialist 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 2-3 275 points

The supervisor establishes objectives and priorities of assignments and assists the specialist in dealing with sensitive or controversial activities.  The specialist independently plans and carries out successive steps.  Problems are resolved according to established policies, previous instructions, or accepted public affairs practices.  The supervisor reviews completed work for technical soundness, appropriateness, and conformance with the objectives of the program.

Factor 3 - Guidelines 






FL 3-3 275 points

Readily available guidelines include operating instructions, public affairs manuals, agency and/or local policies and regulations, and standard agency practices and precedents that are generally applicable to assignments, although some gaps exist in specific areas and the specialist is required to modify them to satisfy local considerations.  The specialist exercises judgment in interpreting and adapting guidelines to specific base conditions.

Factor 4 - Complexity 






FL 4-3 150 points

Assignments involve designing and operating programs that provide maximum interaction with the community; and communicating programs, policies, projects and their results to a variety of specialized publics served or affected by the organization.  Decisions regarding what needs to be done depend upon analysis of the project, its purpose, and the most effective method of communication.  The work involves conditions and elements that must be identified and analyzed to discern interrelationships.  Analyzes feedback and recommends or initiates changes in the program’s direction or emphasis.

Factor 5 - Scope and Effect 





FL 5-3 150 points

The purpose of the work is to employ creativity and resourcefulness to develop greater awareness and understanding of the installation’s programs and activities.  Programs contribute to the communication and understanding between the installation and surrounding community

Factor 6 - Personal Contacts 





FL 6-3 60 points

Contacts include individuals or groups from outside the employing agency where contact is not routinely established.  The purpose of each contact is different and the roles of each party is identified and developed during the course of the contact.
Factor 7 - Purpose of Contacts 





FL 7-2 50 points

Contacts are to coordinate activities or plans with management officials, other public affairs specialists, and/or groups or individuals with like goals and interests; or to advise managers on the dissemination and collection of information.  Other contacts are for determining interests of target publics and maintaining effective work relationships with affected or interested groups.

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 - 1920

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

