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Serves as Chief of Public Affairs for the Fort Myer Military Community (FMMC), which includes Fort Myer and Fort McNair, and supports tenants and various other activities and units. Responsible to the Commander for planning, coordinating, and directing command information, public information, community relations and marketing operations that promote understanding of the mission, programs and activities of the FMMC among various publics.

1. Serves as the principal staff advisor to the FMMC Commander, subordinate commanders and base operations staff principals on all matters involving public issues and the creation of communication policy. Identifies and analyzes communication needs, concerns and attitudes of various publics as they relate to programs, policies and activities of the FMMC and its higher headquarters. Programs, initiates and directs a positive internal and external information program to meet the various information needs in consonance with the overall mission and policies of the FMMC, the Department of the Army and the Department of Defense. Plans a total coordinated information program. Conducts appropriate research and participates in the formulation of plans and policies to assure direct consideration of public information and public relations implications of planned actions. Evaluates trends in public opinion to determine public attitudes and perceptions and to identify and relate command policies with community interest. Initiates programs of action to earn community respect and confidence, taking into consideration differing needs and goals of various publics. Advises on choice, timing and relative importance of information for dissemination to the command and the general public using knowledge of general and specialized media. Advises the Commander of important developments in community relations and media interaction. Serves as a primary member of the Emergency Operations Center when it is activated for actual incidents or for exercises. Develops and implements crisis communication plans.
30%

2. Promotes and maintains effective working relationships with representatives of government, members of Congress, civic organizations and agencies, and with representatives of the media and special interest groups. Serves as the sole official spokesperson and primary contact for local and national media, which require immediate response. Responds to media queries, to include issues of a sensitive nature or which may be subject to misunderstanding if not properly explained, or which may draw adverse public attention. Prepares and reviews information material for dissemination to various publics for security, propriety and conformance to Army policy. Assists media representatives in obtaining technical and nontechnical information relating to the command. Assists media representatives in assuring technical accuracy through coordination of reviews by appropriate staff sections or technical experts. Prepares reviews or coordinates speeches, presentations, and written and electronic information materials for general and targeted audiences.15%

3. Plans, implements and oversees effective internal information programs through the Pentagram newspaper, InfoChannel 15 closed circuit television, the FMMC website and other internal communication media and forums as needed. Develops and implements communication plans to inform affected publics of ongoing initiatives including commercial activity studies and the FMMC quality journey. Develops contingency communication plans to provide continuous, timely and accurate internal information during emergencies. Works with commanders, staff principals, focus groups and other forums to ensure that audiences are receiving the information they need. Develops feedback mechanisms to ensure that command information is two way. Advises the FMMC Commander and staff as to internal information needs and appropriate means of dissemination. 20%

4. Supervise the FMMC Historical program to provide information about the US Army to include the history of Fort Myer, Fort McNair, Military District of Washington (MDW), local and regional military operations, various battlefields, and the surrounding area.  Supervise the FMMC Annual Historical Review and Memorialization Program and Committee, to include research and documentation for all historical projects. 10%

5. Supervises a staff of approximately 8 civilian and military personnel. Plans and coordinates work to be accomplished by subordinate sections. Develops performance plans, evaluates work performance, and counsels staff as appropriate. Assigns work based on relative priorities, in consideration of difficulty, requirements of assignments and capabilities of employees. Reviews end product of functions supervised for completion, adequacy and quality. Interviews and selects candidates for appointment within the public affairs office. Approves appointments, promotions or reassignments to PAO positions. Nominates employees for awards and recognition. Hears employee complaints, problems or grievances, giving advice, guidance or counsel within established mission parameters on work or administrative matters. Consults with subordinates on training needs, and develops and administers an overall training plan for the PAO. Furthers equal employment opportunity by demonstrating fair selection and treatment of all employees. Works to identify and eliminate unsafe and unhealthy environmental conditions in the workplace and to achieve compliance with the intent of safety and occupational health legislation. Develops and implements management controls to protect government property from waste, theft or misuse.
25%

Performs other duties as assigned.

NOTE: This position has oversight of a contract/MEO staff.  

It is the responsibility of this position to ensure the work performed in this work center is in accordance with contract/MEO documentation.  Discrepancies will be reported to the QAE/COR for resolution.

8.44% of this position’s time will be directed towards the management/oversight and quality control of the contract/MEO staff, as appropriate. 

Must be able to obtain and maintain a SECRET clearance.

Incumbent is subject to shift rotation and emergency recall, as determined by the supervisor.


FACTOR 1: Knowledge Required By the Position Level 1-8
1550 points

Mastery of communication principles, methods, practices and techniques; analytical methods; and interpersonal relations practices. Skill to apply this mastery in developing new methods and approaches in planning, integrating and evaluating the overall public affairs and historical programs for the FMMC. Knowledge and skill to advise other public affairs specialists on issues involving the application of communication practices in developing or enhancing public affairs programs involving interaction with all the organization’s publics.

FACTOR 2: Supervisory Controls Level 2-5 650 points

The supervisor provides administrative direction to the incumbent by making assignments in terms of the broadly defined mission or function of the FMMC public affairs program.

The incumbent is responsible for independently planning, designing, and carrying out command information, public information and community relations programs, campaigns, projects, studies or other major program functions, informing supervisor of progress as appropriate.

The program is evaluated in terms of results achieved and objectives met or programs enhanced. Decisions and plans are accepted as technically authoritative. Work which involves particularly sensitive or controversial issues may be reviewed by public affairs officials at HQDA or higher levels.

FACTOR 3: Guidelines Level 3-4 450 points

Guidelines consist of general policy statements and statutory mandates, but there are no precedents applicable to unusual or sensitive public affairs issues or problems encountered in the incumbent’s typical assignments. The incumbent uses professional judgment, experience and resourcefulness to develop strategies used in policy formulation and in deviating from standard communication practices or strategies to develop methods appropriate for specific issues or individual problems.

FACTOR 4: Complexity Level 4-5 325 points

Work includes development of public affairs methods, strategies, and communication plans covering the complete spectrum of FMMC programs; establishing and maintaining effective working relationships in achieving understanding with groups or organizations indifferent to or having opposing points of view to FMMC 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 FMMC 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.

FACTOR 5: Scope And Effect Level 5-4 225 points

The purpose of the work is to serve as the principal advisor on public affairs matters during policy formulation and development and to plan, design, implement, and evaluate communication strategies that will promote public understanding and support of FMMC programs and objectives. Further, to identify the causes or reasons for public misunderstanding or indifference to FMMC programs and policies and develop alternative communication strategies that will enable the FMMC to establish and maintain mutual understanding with the various publics. The work affects the successful achievement of major programs conducted by the organization.

FACTOR 6: Personal Contacts Level 6-4 110 pts

Personal contacts are with local, regional, national, and international news media organizations, federal, state and local agencies, elected officials, and business, trade, veteran, and professional organizations interested in FMMC programs and support where the contact is not routinely or easily established and each contact is conducted for different reasons and under different circumstances. Typically, these contacts entail meetings with nationally known members of the news media, national political leaders or members of their staffs, high-level county or regional government officials, or professional, business, veteran, and trade organizations having an interest in or affected by FMMC policies or programs.

FACTOR 7: Purpose Of Contacts Level 7-3 120 pts

Contacts are made with representatives of local, regional, national and international news media and specialized interest groups to present clarifications of command activities and policies and encourage intercommunication for greater understanding and furthering the Army’s and FMMC’s positive public image. Also to analyze, develop and present alternative approaches in developing communication strategies for misunderstood FMMC policies or programs.

FACTOR 8: Physical Demands Level 8-1 5 pts

No unusual effort is involved in the work.

FACTOR 9: Work Environment Level 9-1 5 pts 

Work is generally performed in an office setting.

TOTAL POINTS: 3440

SUPERVISORY GUIDE GRADING FACTORS

FACTOR 1 - Scope And Effect Level 1-3 550 points

The incumbent directs the FMMC public affairs program, which fulfills the legal and executive mandates of informing, educating and orienting internal and external publics and specialized groups concerning organization objectives and policies. This includes the identification of causes or reasons for public misunderstanding or indifference, as well as the development and implementation of alternative communication strategies. Because of the FMMC mission of supporting Army, DoD and Federal agencies and activities throughout the National Capital Region, the command public affairs mission is regional in scope. Also due to its location, the command routinely responds to requests from national media, as well as community relations requests from throughout the nation, often with congressional involvement. The work contributes to the effective accomplishment of organization objectives by promoting greater involvement by employees in accomplishing the organization’s total mission.

FACTOR 2- Organizational Setting Level 2-1 100 points

Reports directly to the Deputy Garrison Commander, who is two reporting levels below the first General Officer in the direct supervisory chain.

FACTOR 3c. - Supervisory and Managerial Authority Exercised Level 3-2 450 points

2.
Assign work to subordinates based on priorities, selective consideration of the difficulty and requirements of the assignments, and the capabilities of employees.

3. Evaluate work performance of subordinates.

4.
Give advice, counsel and instruction to employees on both work and administrative matters.

5.
Interview candidates for positions in the PAO, and recommend appointment, promotion of reassignment to such positions.

6.
Hear and resolve complaints from employees, referring group grievances and more serious unresolved complaints to a higher level supervisor or manager.

7.
Effect minor disciplinary measures, such as warnings and reprimands, recommending other action in more serious cases.

8.
Identify developmental and training needs of employees, providing or arranging for needed development and training.

9.
Find ways to improve production or increase the quality of the work directed.

10. Develop performance standards.

FACTOR 4. Personal Contacts

SUBFACTOR 4A: Nature of Contacts, 4a-3 75 points

Contacts are with the garrison command and staff, as well as the command and staff at higher headquarters and high-ranking members of other services and organizations. Contacts also include congressional staff assistants, state and local government officials, civic leaders, and representatives of local, national, and occasionally international media. Contacts occur on a nonroutine basis and often require extensive preparation. Each contact is for different and specific purposes.

SUBFACTOR 4B - Purpose of Contacts 4b-2 75 points

Contacts are to formulate topics and content for PAO policy statements and major issue positions; to gather information required for inclusion in policy addresses and position statements of the Garrison Commander and other high-ranking installation officials of public impact on installation actions or statements, and to defend the installation’s position on policy matters and public issues. To present clarifications of command activities and policies and encourage greater intercommunication between the installation and local communities and the news media. Contacts involve exchange of views and coordination on critical matters.

FACTOR 5- Difficulty Of Typical Work Directed Level 5-6 800 points

The primary nonsupervisory work performed by employees supervised by the incumbent is GS-11.

FACTOR 6 – Other Conditions 6-5, 1225 points

Supervision requires substantial coordination and integration of work comparable in difficulty to the GS-12 level.

TOTAL POINTS 3275 points.  This is within the GS-13 point to grader conversion range of 3155-3600.

