Headquarters, Fort Myer Military Community

Public Affairs Office, Fort Myer, Va. 22211

Position Description # 1229

Installation: Fort Myer, VA 22211

Title: Public Affairs Specialist (Writer/Editor)

Occ. Series: 1035

Pay Plan: GS

Grade: 11 

Exempt: Y

MACOM: MDW

Region: NCR

Serves as editor of the Pentagram, a civilian enterprise (CE) newspaper printed and distributed weekly by the garrison commander, Fort Myer Military Community (FMMC), with a circulation of 26,000 copies distributed throughout FMMC, the Pentagon, and the National Capital Region.  Responsible for day-to-day operations which culminate in the production of a weekly newspaper of between 40 and 56 pages. 

Plans editorial content, placement, layout and design.  Assigns stories, approves story ideas, sets and enforces deadlines. Monitors ad-to-editorial ratio and placement with the CE contractor and ensures advertising appropriateness IAW Army Public Affairs policy.  Evaluates individual issues for content and appearance, based on customer feedback and accepted journalistic and typographic custom.  Conducts ongoing evaluation with Command Information Officer (CIO) and Public Affairs Officer (PAO) for consistency with Army and FMMC Public Affairs 

guidance. 









(25 %)

Edits manuscript copy and finished pages for grammar, style, accuracy and appropriateness in accordance with accepted style, Army regulations and command guidance.  Selects and edits photos and art based on the same criteria.  Designs and lays out pages or approves pages assigned to staff members for layout.  Writes or approves headlines and cutlines. Reviews, selects and edits wire copy and submitted material as necessary for the Pentagram audience. Oversees transmission of finished pages between the newspaper offices and the contract publisher, and assumes responsibility for clearing typeset pages.  Exercises editorial authority over all material printed in the newspaper.





(25 %)

Serves as team leader to a staff of up to 10 government and contract newspaper employees, makes all story and photo assignments, conducts weekly Pentagram story and editorial meetings, initiates and approves story ideas. Mentors and guides staff members, identifies weaknesses and recommends training as needed to develop and maintain staff proficiency. Counsels staff members on job performance progress, advising the CIO and PAO of training needs, deficiencies, and disciplinary issues.  In the absence of the CIO, assumes CIO responsibilities, delegating most editor duties to the assistant editor.  Serves as a secondary liaison between the CE printer and PAO in the interest of producing the Pentagram. To this end, incumbent oversees and coordinates with CE contract personnel for copy preparation, proofreading, layout, photo and other actions governed by the CE contract.
(15%)

Supports the MACOM and Army Command Information program objectives by providing articles produced in the Pentagram and in periodic Pentagram inserts. Remains schooled and seeks constant update on topical items such as drug abuse, equal opportunity, human relations and other areas of command emphasis and schedules appropriate articles, features and stories for the Pentagram for these topical issues. Writes feature and news articles and editorials. 


(15 %)

Maintains a good working relationship and effective liaison with higher headquarters, tenant activities, staff activities and units, other PAOs, local government agencies and the public to coordinate for and gather news. Responds to customer inquiries. 








(10 %)

As editor of the Pentagram, incumbent assists the CIO in development of goals and strategies for the overall CI program, providing recommendations to the CIO to maintain or improve program, policy and resource effectiveness. Develops plans for upgrading the Pentagram on a continuing basis to ensure high journalistic content standards and dynamic, modern design. 





(10 %)

Other duties as assigned.

Factor 1:  Knowledge Required by the Position
Level 1-7
1250 points

- Knowledge of the English language, to include general vocabulary, spelling, grammar, style and punctuation. 

- Knowledge of copyediting and proofreading techniques.

- Knowledge of newspaper layout, design, typography and graphic arts, to include selecting, cropping and sizing photographs.  Proficiency with writing news, features, commentaries and other editorial copy.  Proficiency with photography.

- Knowledge of desktop publishing techniques, hardware and software, and a working knowledge of the CE publisher’s printing and distribution.  Working knowledge of the CE contracting process and the contract under which the Pentagram is published.

- Knowledge of Army Command Information doctrine, regulations and procedures.

- Knowledge of the missions and functions of the Fort Myer Military Community, its higher headquarters and its serviced organizations.  Understanding of how to find information throughout these organizations.

Factor 2:  Supervisory Controls

Level 2-4


450 points

Works under the general supervision of the CIO and the PAO, who establishes goals and objectives based on FMMC goals and plans.  Incumbent works independently using judgment, leadership, ingenuity and creativity to produce the best quality newspaper each week.  Sets editorial policy based on Army and MDW Public Affairs guidance and FMMC priorities.  Advises the CIO on the status of assigned projects.  The CIO is available to provide technical and policy guidance.  Work is evaluated through review of the final product and its effectiveness.

Factor 3:  Guidelines


Level 3-3


275 points
Guidelines include Army, MDW and FMMC regulations and policies, applicable standing operating procedures, stahdard references (such as dictionary, thesaurus, style guide), and oral instructions. Incumbent exercises judgment in applying guides to specific situations. Performanc is characterized by technical and creative freedom in selecting and presenting new material.

Factor 4:  Complexity


Level 4-4


225 Points

Work requires incumbent to analyze and appraise activities and submissions for news value, sensitivity and command emphasis. Incumbent must possess above-average writing skills and the ability to rewrite others’ material as necessary. Must be able to conduct research to write stories and to verify the accuracy of others’ stories. Must have a working knowledge of all aspects of newspaper editing and publishing, and be able to teach less experienced journalists.

Factor 5:  Scope and Effect

Level 5-3


150 Points

The Pentagram reaches the entire spectrum of the military community, from the newest recruit to the senior leadership of the armed services. It also is read by members of the civilian communities and a large retiree population. The editor has a significant responsibility to ensure accurate and readable reporting for this large audience.

Factor 6:  Personal Contacts

And

Factor 7:  Purpose of Contacts

Level 2b


75 Points
Contacts are routinely made face-to-face, by phone and email with the entire spectrum of military and civilian personnel, from the most senior to the most junior. Contacts are made to obtain or verify information, to answer questions and to provide customer service.

Factor 8:  Physical Demands

Level 8-1


5 Points

Work is primarily sedentary.

Factor 9:  Work Environment

Level 9-1


5 Points

Work is normally performed in an office environment.

Total Points:  2435

