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MAJOR DUTIES

Serves as Public Information Officer, responsible to the Chief of Public Affairs (CPA) for planning, coordinating and directing media relations and community relations strategies that promote understanding of the mission and contributions of the Fort Myer Military Community and its major tenants among the general public. Represents the CPA and acts as the CPA as required.

1. Plans public communication strategy and advises the command on potential public reaction to proposed programs and activities of the command. Develops comprehensive plans to inform and educate the general public and various targeted publics about the mission, programs, and activities of the command. Serves as an official spokesperson for the command when dealing with the media. Establishes and maintains rapport with representatives of local and national news organizations to develop a dialog that will enhance understanding of the FMMC mission. Organizes and coordinates interviews with the FMMC command and staff and other community members as required. Answers queries from the media to include items of a sensitive nature and those that may be subject to misunderstanding if not properly explained, or which may draw adverse public attention.
Escorts and facilitates media visiting FMMC installations.
40%

2.
Plans, coordinates and executes the FMMC Community Relations program to promote constructive partnerships with surrounding communities. Plans and organizes community events on FMMC installations and serves as point of contact for FMMC participation in outside events. Establishes and maintains effective working relationships with community leaders and civic groups, as well as with private citizens with a particular interest in FMMC activities. Develops and disseminates a wide range of information products, including fact sheets, news releases, feature articles, brochures, exhibits and fliers. Arranges for FMMC representatives to speak to various local groups and organizations. Identifies influential persons or organizations to acquaint them with FMMC activities and missions. 40%

3. Executes an effective and integrated public information program to ensure the timely and accurate release of information and response to media and public inquiries. Ensures complex information concerning command programs and activities is presented in clear and understandable language. Coordinates with Command Information section and the CPA to ensure that external and internal information needs are being addressed. Evaluates the effectiveness of the command’s overall public communication (media relations/community relations) program, making changes and adjustments as required to improve performance in meeting command objectives.  20%


Performs other job-related duties as assigned.

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 1-7
1250 Points

Knowledge of the principles, methods, practices, and techniques of communication and skill in applying this knowledge to develop and implement methods to disseminate a broad range of information to the media and internal and external audiences. Knowledge of numerous national and local organizations. Skill in drawing appropriate conclusions from varied and complex data relating to the social, political, economic, and religious elements of whole communities, including identifying top members of the power structures and “opinion makers” in those communities.

Skill in making oral presentations to varied audiences, and informing them of FMMC’s mission, functions, and activities.

Skill in developing written material that effectively transmits information designed to encourage the publics of FMMC to support its mission and activities. Such materials include releases for print and electronic media, feature stories, fact sheets, pamphlets and brochures.

Skill in determining most effective media to use in communication with selected audiences and in adapting presentation of information regarding FMMC to effectively reach audiences indifferent to command programs and activities.

Skill in presenting ideas in written materials in new ways that will increase understanding among publics with varying levels of comprehension and interest in command programs and activities.

Skill in establishing and maintaining effective/favorable relationships with national and local organizations, media, civic, business, professional, educational, and quasi-military groups, and county, state (to include the District of Columbia), and community leaders and organizations to establish and enhance inter-communication between FMMC and the organization and its audiences.

Skill in establishing and maintaining effective working relationships with other elements of MDW, counterparts in DA and DOD, and other Federal government officials.

Skill in creating, planning, and implementing activities/events on FMMC installations for selected publics; for example, special interest groups and hard to reach audiences.

Skill in managing and leading installation activities in the conduct of the FMMC community relations program.

Skill in determining the type of information needed and how to obtain it to identify persons and organizations in the community who possess little knowledge of or are indifferent to the mission and activities of FMMC.

Skill in analyzing the effectiveness of ongoing community relations programs and in redesigning portions to increase their effectiveness.

FACTOR 2: Supervisory Controls Level 2-4


450 Points

The Chief of Public Affairs provides broad policy guidance.

The incumbent is responsible for independently planning, designing, and carrying out the FMMC community relations and media relations program by determining specific goals to be achieved, methods to be used, and approaches to be taken, resolving conflicts that arise. Coordinates work with others as required and informs supervisor of progress as appropriate. Completed work is reviewed in terms of attainment of program objectives.

FACTOR 3: Guidelines Level 3-4
450 Points

Guidelines include appropriate laws and regulations, DA, MDW, and FMMC policies and directives and previously encountered issues and situations. These guidelines have limited application to many of the problems and situations experienced by the specialist. The Public Affairs Specialist uses seasoned judgement and ingenuity in developing new methods to solve problems or address unique situations encountered.

FACTOR 4: Complexity  Level 4-5
325 Points

Duties include planning, implementing, and evaluating the FMMC community relations and media relations program. This involves dealing with a large number of local civic, business, professional, educational, societal, military and quasi-military, and ethnic organizations, as well as special interest groups, who often have differing interests. Incumbent analyzes demographic data in developing campaign guidelines for FMMC community relations programs.

Decisions regarding what needs to be done include considering such factors as: changing emphasis on community relations program direction; the complexity in developing communication strategies to effectively reach FMMC’s publics, which range from prestigious national to small local groups; determining those publics whose communication channels need to be established; devising approaches to obtain assistance and cooperation from local organizations and leaders; determining which methods or techniques are most effective with a given audience; and establishing ways of obtaining feedback as to effectiveness of the community relations program.

The work requires that the Public Affairs Specialist establish criteria for the development, implementation, and evaluation of FMMC’s community relations program, analyzing a variety of feedback from external and internal audiences in developing new methods and techniques of communicating with FMMC’s various publics.

Factor 5: Scope and Effect  Level 5-4 
225 Points

The purpose of the work is to plan and conduct a public information program requiring the development of communication campaigns to convey information concerning the mission, functions, and activities of FMMC to various publics and to evaluate the effectiveness of the program.

The work contributes to the efficient accomplishment of FMMC’s objectives by increasing public awareness, understanding, and appreciation for and obtaining public support of FMMC, which facilitates the accomplishment of the Total Army’s goals.

Factor 6: Personal Contacts  Level 6-3 

60 Points

Extensive personal contacts include top national and local organization officials, representatives of the news media from both local and national levels, local civic, business, professional, education, societal, religious, and community leaders; Federal, State, and local government officials; and private citizens.

Factor 7: Purpose of Contacts  Level 7-3 
120 Points

Purpose of contacts with media news representatives is to foster and obtain cooperation in disseminating information concerning the mission, functions, and activities of FMMC. Contacts with national, state, and local organizations, associations, and community leaders are to establish a link between FMMC and various publics by creating a two-way channel of communication informing the public of the mission, functions, activities, and programs of FMMC/Army, to receive information on how FMMC/Army is perceived by the public, to encourage organizations/groups and their leaders to participate in FMMC/ Army activities, and to disseminate material pertaining to those activities to their members and associates.

Factor 8: Physical Demands  Level 8-1 
5 Points

No unusual physical effort is involved in the work.

Factor 9: Work Environment  Level 9-1 5 Points

Work is generally performed in an office selling.

Total Points = 2890 (GS-12 = 2755-3150)

