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MAJOR DUTIES

Serves as the Command Information Officer, responsible for developing, coordinating, executing and evaluating the Fort Myer Military Community (FMMC) command information program. This program promotes understanding and recognition of Army, Defense Department and FMMC objectives by various internal and general publics, and assists in developing and maintaining satisfactory public relations with surrounding communities.

1. Outlines command information objectives and develops methods for proper implementation. Analyzes the community and its supported audiences to appropriately publish information through the Pentagram newspaper, the commander's access InfoChannel 15 television, the internet and community intranet, the unofficial guide and maps, and other internal media and forums on a regular or occasional basis. Serves as the FMMC commander's technical expert and primary contact on all aspects of command information. Establishes and maintains effective working relationships with commanders, directors, staff sections, tenants and supported agencies, and various committees and councils at all levels, ensuring effective two-way communication between the FMMC commander and all internal audiences. Provides commanders and directors command information updates, including current information concerning policies, guidance and items of interest to assist them in communicating with their subordinates. As required, publishes in-depth command information guidance on specific Army and FMMC policies and issues. Generates editorial ideas and strategies for the public affairs officer and the Pentagram editor for disseminating information to the FMMC community. Works closely with the editor, the public affairs staff and other staff members to ensure appropriate coverage of all items and issues of interest to the FMMC commander, higher headquarters and internal audiences. Writes articles, scripts and other materials as necessary for publication in various media. 30%

2. Serves as the liaison between the public affairs officer and the Pentagram civilian enterprise publisher, giving technical and administrative direction to the contractor and the newspaper editor. Develops performance work statements for command information contracts, works with contract specialists in the solicitation and evaluation process, ensures adherence to contract requirements, monitors overall effectiveness of the contracts, and coordinates option year renewals and modifications as necessary. Conducts biennial audience surveys and the annual Army journalism awards competition as prescribed in AR 360-81. Works with the public affairs officer to continually evaluate and improve the effectiveness of command information media and methods. Oversees preparation of the annual unofficial FMMC guide and map for Forts Myer and McNair when it is turned over from MDW to the garrison. Determines content, design and layout based on understanding of internal and external customers' needs. Coordinates data and photo gathering, edits all text, checks directory information and updates maps. Works with the contractor to ensure that text, photos, directories and all other content meet specified requirements in the allotted time. Has final approval authority for the guide and map. 30%

3. Manages the FMMC commander's access television station. Develops and implements strategies for information collection, formatting and timing of information on the station. Prepares emergency information for timely broadcast and updating during contingencies. Ensures the community is informed of upcoming events of interest or significance. Researches ways to expand television services and recommends solutions to the public affairs officer. Works with the public affairs officer to develop and expand the FMMC website, helping to keep information current and providing advice on new information to add. Works with the Pentagram contractor to ensure Pentagram stories and photos are available on the FMMC website in a timely manner. 20%

4. Provides advice and assistance to the public affairs officer on all administrative aspects and the organizational structure of the command information function within sound position management guidelines. This includes providing guidance and recommendations on funding requirements, the types of positions needed, specialized skills required, and developmental and training needs. Provides training and orientation to the command information staff and others, for example, stringers and new reporters, in such areas as: installation and base operations structure and management; communication techniques and strategies; writing, proofreading and photography. Assists command information staff members in developing career plans. May act as the public affairs officer in his or her absence, responsible for all functional areas of the office. Ensures adequate management control systems are developed and operative so that government resources are efficiently and effectively managed, with special emphasis on customer service, cost control and work efficiency. 20%

Performs other 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 applicable to a wide range of duties involving written, electronic and oral communication principles, methods, practices, ethics and techniques; analytical methods; and interpersonal relations practices. Skill in applying this knowledge to conduct command information programs involving complex information targeted to appropriate audiences, evaluating communication effectiveness, identifying potential problems, and recommending solutions to communication issues arising between the command and its various audiences. Knowledge and skill to tailor communication strategies for audiences with varying degrees of understanding and interest.

Knowledge and skill for developing written materials designed to convey complex information and clarify the organization's operations, programs and activities to various audiences.

Skill in developing and maintaining effective and cooperative relationships with representatives at all levels from organizations and activities on and off the installation.

Skill in oral communication sufficient for presentations, conducting focus groups and disseminating information in formal and informal settings.

Knowledge and skill sufficient to analyze the effectiveness of implemented internal print and electronic communication plans, develop recommendations to change the nature of the organization's command information program to meet current needs more effectively, and suggest methods to improve the efficiency and effectiveness of future programs.

Skill in applying a variety of analytical techniques in gathering, analyzing and evaluating complex data, and developing appropriate recommendations for the public affairs officer's and commander's consideration.

Knowledge and skill in determining appropriateness of elements of an internal information program and suggesting ways for adapting current materials and strategies to meet current needs more effectively.

Knowledge and skill in developing information materials including news releases, speeches, brochures and electronic information to convey information and clarify the organization's operations, programs and activities to specialized audiences and the general public.

FACTOR 2. Supervisory Controls Level 2-4 450 points

The supervisor provides administrative direction in terms of policy statements and objectives to be achieved through the public affairs program.

The incumbent is responsible for independently developing and preparing plans and programs for carrying out responsibilities on both a regional and installation level, determining methods to be used and approaches to be taken, resolving conflicts that arise, and coordinating work with organizational and program officials and external groups.

Work results, in terms of decisions made and recommendations developed, are accepted as technically sound and authoritative. The incumbent's recommendations concerning communication matters or issues while generally accepted as correct are subject to review in highly volatile public relations situations. However, work involving particularly sensitive or controversial issues may be reviewed by the public affairs officer or commander. Otherwise, only a general review of the work is made in terms of attainment of program objectives or effect of advice and influence of the overall program.

FACTOR 3. Guidelines Level 3-4 450 points

Guidelines, including MACOM and installation policies and regulations, precedent situations or issues, and previously completed projects and plans, are available and applicable in many cases to establish a general program direction, but are not sufficient for dealing specifically with the more complex, intricate or unusual situations, issues and problems encountered. The incumbent will exercise considerable creativity and judgment in working with new and changing information technologies and in evaluating internal communication programs.

FACTOR 4. Complexity Level 4-5 325 points

The incumbent is responsible for planning and directing all aspects of the installation's command information program. Assignments include planning, implementing and evaluating the methods or techniques most effective in communicating specific command information messages to the carious FMMC audiences -- active duty military, DoD civilian employees, family members, retirees, reservists and other suppliers and customers -- and advising the installation commander on command information issues. Assignments include developing, planning, implementing and evaluating information goals and strategies for the Pentagram newspaper, InfoChannel 15, the FMMC website, and the unofficial installation guide. Assignments also include developing command information plans and goals and providing public affairs advice to installation staff at all levels.

The work requires making decisions on which of a variety of oral and written communication methods and approaches to employ in presenting and explaining programs and policies in a logical and clarifying manner to achieve understanding from the various publics concerning DoD/DA and installation programs and policies. These decisions require analysis of issues, situations and activities to identify the most appropriate audience or means to disseminate information and how best to communicate effectively with the various internal audiences.

The incumbent resolves conflicts when they arise by meeting the needs of the command information program and prioritizing needs of other customers. Develops recommendations for improving the command information program based on feedback from affected of interested audiences. The incumbent establishes criteria for subject matter to be communicated and develops unique and creative methods for delivering command information messages.

FACTOR 5. Scope and Effect Level 5-4 225 points

The purpose of the work is to provide the commander and all internal audiences a variety of two-way communication avenues to facilitate information flow on Defense, Army, installation and local area events, policies and programs. 

The work impacts community cohesion and morale by facilitating meaningful communication between the command and its diverse internal and external publics.

FACTOR 6. Personal Contact Level 6-3 60 points

The incumbent works with officials at all levels within FMMC headquarters, supported organizations and higher headquarters, in addition to dealing with representatives of other installations, contractors and various other groups. Many of these contacts are unstructured and occasional, intended to clarify policy, plans and strategies.

FACTOR 7. Purpose of Contacts Level 7-2 50 points

The purpose of contacts is to exchange information with FMMC customers, suppliers, higher headquarters and other interested publics on communication needs, command policies and programs, and guidance from higher headquarters. The incumbent must use tact and judgment when dealing with all these publics to ensure all feel they have been given the opportunity to speak and that sensitive information is communicated without offense to generally accepted sensibilities.

FACTOR 8. Physical Demands Level 8-1 5 points

The work is generally sedentary and does not require unusual physical effort.

FACTOR 9. Work Environment Level 9-1 5 points

Most of the work is performed in an office setting, with occasional need to travel to other locations on or off the installation to perform duties as described above.

TOTAL POINTS = 2820= GS-12 (2755-3150) 


