Public Affairs Specialist

 GS-1035-11

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 3-3 275 points

Guidelines include federal, departmental, and installation regulations, policies, and directives; public affairs manuals; and precedent situations.  Guidelines apply directly to some aspects of the problems encountered, but most assignments involve unique facts or aspects for which no clear-cut precedents are appropriate or guidelines are so broad that various interpretations are possible.  Uses seasoned judgment in applying guidelines and making interpretations regarding the handling of local issues with the community and employees, developing information materials to reach significant members of the community, and responding quickly to media inquiries concerning installation activities and programs

Factor 4 - Complexity 






FL 4-4 225 points

Assignments involve developing written materials conveying complex information for dissemination through the media; presenting information orally in news briefings and meetings with reporters and the public; establishing and maintaining effective working relationships with media representatives and individuals and groups from the community; and developing program recommendations from an analysis of public feedback through media or directly from the affected public.  Decisions regarding what needs to be done require an analysis of public reaction to the installation’s programs and activities.  Uses a variety of techniques in defining the nature and interests of groups affected by the installation’s programs, and gathering and analyzing feedback in evaluating the effectiveness of the public affairs program.  The work requires using a variety of oral and written communication methods and techniques in presenting information about the installation and its activities to groups and individuals with varying levels of understanding and acceptance of the installation’s 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 public 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 7-2 50 points

Contacts are for collecting and disseminating information, advising target groups of organization’s programs, objectives and project accomplishments, determining information 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 - 2545

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

