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____________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G138

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
W32A

TARGET GRADE:
11
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
B
SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Public Affairs Specialist, GS-1035-11

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
50%
CKJPMR
Public Affairs Specialist/Media Relations

2ND SKILL CODE:
50%
CKJPIE
Public Affairs Specialist/Public Information-Education

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 5/12/97 

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

PERFORMANCE PLAN CERTIFICATION:
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Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  To conduct the public affairs program for a field installation based in a foreign country.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Establishes and maintains effective relations with foreign communication media providing a variety of information on issues related to the installation’s operation in the community.  Plans and coordinates news media visits and interviews with commanders and staff.  Organizes press conferences and escorts news media as required.  Assists with planning and arrangements for press conferences on major incidents and accidents.  Travels to the scene of accidents and incidents to act as the on-scene public affairs representative.

STANDARDS:
A.  With few exceptions, effectively establishes and maintains working relationships with foreign communication media representatives.

B.  Routinely plans and coordinates news media visits and press conferences in an appropriate manner.

C.  Almost always acts as on-scene public affairs representative, in an efficient manner.

KSA:  1, 4

__________________________________________________________________________________________________

DUTY 2:








%
Critical



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.  Evaluates the local media to identify potential problems or areas of friction and advises management officials concerning the causes of the problems and suggested methods for resolving them.  Establishes and coordinates a program of cultural exchanges consisting of arranging special exhibits, programs of music, arts, entertainment, lectures, etc., in providing a greater understanding between foreign and United States cultures.

STANDARDS:
A.  With few exceptions, correctly evaluates local media and advises management of potential problems or areas of friction.

B.  Routinely suggests appropriate and comprehensive resolutions to problems or areas of friction.

C.  Almost always establishes and coordinates an effective program of cultural exchanges.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Provides for translation and interpretation of written and spoken material from foreign language to English and vice versa.  Maintains a current listing of personnel who are available to translate written and/or interpret orally from a foreign language.  Evaluates requests for translation and/or interpretation and arranges for bilingual interpretation and translation service when needed.  Responsible for provision of accurate translations and interpretations of written and spoken materials for official use.  Arranges for translations of local foreign newspaper articles and monitors local television newscasts.  Analyzes coverage and identifies ways to correct any inaccuracies about the installation.  Judges the effectiveness of news media relation activities and tracks positive, negative, and neutral results.

STANDARDS:
A.  With few exceptions, effectively makes arrangements for interpreters and/or translators of written and spoken information to achieve comprehension of material.

B.  Routinely analyzes coverage effectively to identify ways to correct inaccuracies and track results.

C.  Generally judges the effectiveness of news media relations and tracks results in an appropriate manner.

KSA:  1, 4

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Briefs foreign government and military officials on installation and departmental operations.  Briefs news media representatives on installation programs, policies, and activities.  Writes news releases, fact sheets, base newspaper, flyers, and feature articles that help educate the public about Air Force programs and policies.  Conducts public and news media tours of the installation.

STANDARDS:
A.  Typically conducts effective briefings to news media representatives, foreign government, and military officials.

B.  Almost always competently prepares written information to educate the public.

C.  Normally conducts pertinent public and news media tours.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of concepts, principles, and practices of a public affairs program in a foreign country; and written and oral communication principles, methods, and techniques to conduct and coordinate public affairs activities to develop intercommunication between the installation and a variety of audiences.

2.  Skill in gathering, evaluating, and interpreting data to identify potential problems, arrive at valid conclusions, and offer meaningful recommendations and/or resolutions.

3.  Skill in working with people to maintain effective working relationships with groups interested in or affected by public affairs programs or policies, and producing written information conveying complex information to foreign audiences with different levels of understanding.

4.  Ability to plan and develop news stories, features, and quasi-technical articles.

5.  Ability to present information orally in a logical, clear, and concise manner to audiences with differing levels of comprehension.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required





Level 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 foreign 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 foreign audience through media and internally for employees.

-- Skill in establishing and maintaining effective working relationships with foreign 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 its various publics.

-- Skill in analyzing and evaluating local media coverage to develop recommendations for management concerning the installation’s impact on its publics.

Factor 2, Supervisory Controls





Level 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






Level 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






Level 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 publics affected.  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





Level 5-4
225 Points

The purpose of the work is to facilitate and encourage the interchange of communication between the installation in a foreign country and the various external and internal publics 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





Level 6-3
60 Points

Personal contacts are with local community leaders, civic groups, representatives of the foreign 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





Level 7-3
120 Points

The purpose of the contacts is to be the primary contact in establishing and arranging interface with news media representatives and installation officials and to increase the understanding and encourage the cooperation of community groups and employees in working toward achievement of the installation’s mission.  Contact occurs to reduce negative perceptions of the U.S. military presence and demonstrate the installation’s willingness to be good neighbors as guests.  Must also explain and clarify policies and activities to media representatives who may be critical or skeptical of such information.

Factor 8, Physical Demands





Level 8-1
5 Points

Work is primarily sedentary with some minor physical activity during information gathering visits and while traveling to on-site locations to arrange for special event media coverage.

Factor 9, Work Environment





Level 9-1

5 Points

Work is typically performed in an office setting except for occasional visits to protected areas of the installation involving ordinary risks and discomforts requiring normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Work may occasionally require travel away from the normal duty station on military and/or commercial aircraft.

2.  Performs periodic weekly 24-hour alert duty as the public affairs on-call representative to answer news media and other inquiries after duty hours.

3.  May be the Public Affairs point of contact during deployment with news media representatives to a forward operating location in the event of hostilities or a major wing deployment.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM PCS for Public Affairs Series, GS-1035, TS-53 dated July 1981.

FACTOR LEVELS AND POINTS:  1-7/1250, 2-4/450, 3-3/275, 4-4/225, 5-4/225, 6-3/60, 7-3/120, 8-1/5, 9-1/5

GS-11 Point Range:  2355 - 2750

Total Points:  2615

Grade:  GS-11

CLASSIFICATION REMARKS:  In some situations, this position would actually perform translation and/or interpretation of a foreign language.  Those responsibilities are covered in the Language Specialist Series, GS-1040.  Review Duty 3 for appropriateness.  If your position includes translation and/or interpretation duties, then the GS-1040 series consideration could impact the classification.  Use of this SCPD is not authorized if the final determination changes the classification or staffing pattern.

NOTE TO USERS: 

1.  This SCPD was not written to include actual performance of translation and/or interpretation of a foreign language.  If your position has that requirement, contact your servicing classification specialist to determine if additional duties will impact the classification of the position.

2.  SCPD was updated 02/28/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards, as needed, were changed from absolute to non-absolute.

Number of KSAs was revised from 8 to 5 and KSAs were re-linked to the duties of the position.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.
__________________________________________________________________________________________________
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