	POSITION DESCRIPTION
	1. Agency PDCN  70610000/80701000  D1169000

	2. Reason for Submission
   FORMCHECKBOX 
 Redescription    FORMCHECKBOX 
 New
	3.  Service
   FORMCHECKBOX 
 HQ   FORMCHECKBOX 
 Field
	4.  Empl Office Location
       
	5. Duty Station
       
	6. OPM Cert #

        

	   FORMCHECKBOX 
 Reestablishment  FORMCHECKBOX 
 Other


	7. Fair Labor Standards Act

Not Applicable
	8. Financial Statements Required
  FORMCHECKBOX 
 Exec Pers Financial Disclosure

  FORMCHECKBOX 
 Employment & Financial Interests
	9. Subject to IA Action
   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	      
	10. Position Status
   FORMCHECKBOX 
 Competitive

   FORMCHECKBOX 
 Excepted (32 USC 709)
	11. Position is

   FORMCHECKBOX 
 Supervisory

   FORMCHECKBOX 
 Managerial
	12. Sensitivity
   FORMCHECKBOX 
 Non-Sensitive

   FORMCHECKBOX 
 Noncritical Sens
	13. Competitive Level
      

	      
	   FORMCHECKBOX 
 SES (Gen)

   FORMCHECKBOX 
 SES (CR)
	   FORMCHECKBOX 
 Neither
	   FORMCHECKBOX 
 Critical Sens

   FORMCHECKBOX 
 Special Sens
	14. Agency Use

 Dual Status 

	15. Classified/Graded by

    FORMCHECKBOX 
 a. US Office of Pers Mgt   FORMCHECKBOX 
 b. Dept, Agency or Establishment   FORMCHECKBOX 
 c. Second Level Review   FORMCHECKBOX 
 d. First Level Review


	
	Official Title of Position
	Pay Plan
	Occupational Code
	Grade
	Initials
	Date

	
	  Public Affairs Specialist
	GS
	1035
	13
	ths
	22 Dec 05

	16. Organizational Title (If different from official title)

         
	17. Name of Employee (optional)

          

	18. Dept/Agency/Establishment - National Guard Bureau

    a. First Subdivision      - State Adjutant General

    b. Second Subdivision     - Joint Force Headquarters (State)
	 c. Third Subdivision  - Personal Staff
 d. Fourth Subdivision – Public Affairs Office
 e. Fifth Subdivision  -      

	19. Employee Review. This is an accurate description of the major duties and responsibilities of my position.
	   Employee Signature /Date (optional)

        

	20. Supervisory Certification. I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships, and that 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 related to appointment and payment of public funds. False or misleading statements may constitute violations of such statutes or their implementing regulations.

	 a. Typed Name and Title of Immediate Supervisor
        
        
	 b. Typed Name and Title of Higher-Level Supervisor/Manager (optional)

        
        

	    Signature

         
	 Date

      
	    Signature

         
	 Date

      

	21. Classification/Job Grading Certification: I certify this position has been classified/graded as required by Title 5 USC, in conformance with USOPM published standards or, if no published standards apply directly, consistently with the most applicable standards.


	 22. Standards Used in Classifying/Grading Position

 US OPM Position Classification Standard for the Public Affairs Series, GS-1035, dated July 81.  


	    Typed Name and Title of Official Taking Action
	     

	THOMAS H. SHAW
Chief, Classification & Position Management Branch
	Information For Employees. The standards and information on 

their application are available in the personnel office. The 

classification of the position may be reviewed and corrected by

	    Signature

    //signed//
	 Date

 22 Dec 05
	the agency or OPM. Information on classification/job grading appeals is available from the personnel office.

	23. Position Review
	 Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date

	a. Employee (Opt)
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	b. Supervisor
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	c. Classifier
	     
	     
	     
	     
	     
	     
	     
	     
	     
	

	
	
	
	
	
	
	
	
	
	
	

	24. Remarks:

    Released from NGB-J1-TNC, CRA 05-1017, dated 22 Dec 05   


	25. Description of Major Duties and Responsibilities (SEE ATTACHED)

	NSN 7540-00-634-4265 Previous Edition Usable 5008-106   Optional Form 8   US Office of Personnel Management (USOPM), FPM CHAPTER 295 [Equivalent]


25.

a. INTRODUCTION
This position is located in the Joint Force Headquarters - State, Personal Staff, Public Affairs Office.  As the state’s Public Affairs Officer (PAO), the incumbent is responsible for all Army and Air National Guard public, community and media relations within the state and for providing supervision and direction to the staff of the Joint Force Headquarters - State (JFHQ-State), Public Affairs Office, as well as field and unit public affairs specialists and Mobile Public Affairs Detachments (MPADs) personnel covering the region.   

b. DUTIES AND RESPONSIBILITIES
(1)  Serves as the JFHQ-State Public Affairs Officer, directly reporting to the Adjutant General (TAG).  Responsible for planning, budgeting, designing, and executing public affairs communications strategies to inform and educate the public, both general and specialized, about the Army and Air National Guard programs, activities, and services and the vital role they play as components of the U.S. armed forces as well as being an invaluable asset for homeland defense and homeland security. The state National Guard’s various organizations range upward in size from several hundreds to thousands of Soldiers and Airmen, comprised of state and federal employees.  Each state includes a large number of National Guard armories, along with flight facilities, maintenance facilities, air installations, training sites and ranges.  Geographical area encompasses the state along with any areas the MPADs are assigned which include regional, CONUS (national) and OCONUS (international); each with varied audiences.  In any case, with the potential impacts of public affairs actions, the PAO’s responsibilities and duties are as encompassing as the Guard as a whole. The JFHQ-State PAO must provide the full range of effective public information, command/internal information, and community relations services to support the National Guard’s large and complex organization statewide.  The JFHQ-State PAO plans, directs, and executes command/internal information, media and community relations campaigns to convey sensitive and complex information concerning the National Guard's state and federal programs, responsibilities, and activities. The PAO exhibits a mastery of communication principals and techniques along with continuously developing and applying new approaches to the most difficult and complex issues by developing or evaluating information programs that enhance understanding among publics opposed to or indifferent to National Guard mission or programs.  The PAO analyzes public reaction to NG programs and policies then adjusts accordingly by developing recommendations that may impact or significantly modify NG major programs or policies.  The JFHQ-State PAO must include diverse points of view in communications plan that establish and maintain mutual understanding with various publics in local communities, in the state, the region, and which may impact the NG nationally. The scope, effect and implications of the JFHQ-State PAO’s duties are wide; affecting the NG locally, state-wide, nationally and internationally.  Throughout the communications process the JFHQ-State PAO analyzes and re-analyzes the clarity and effectiveness of public affairs initiatives and adjusts them as needed. 

The JFHQ-State PAO is guided by general policies that cannot encompass the huge variety of specifics that apply to public affairs.  Frequently, there are no precedents applicable to unusual or sensitive public issues or problems encountered by the PAO and the PAO exercises considerable professional judgment in interpreting and adapting existing guidelines and precedents and using them as a basis for developing new approaches that coordinate and integrate various aspects of the mission to help create a unified public affairs strategy or plan.  The public affairs specialist serves as an NG authority in the development and interpretation of guidelines in the public affairs arena.   The PAO is responsible for interpreting applicable general policy and statutory mandates (state, NG, DA, DAF and DOD) and applying these to unusual or sensitive public affairs issues or problems found at the agency level.  

(2)  Serves as the official spokesperson for the Adjutant General on controversial and complex issues before the representatives of the print and broadcast media and national organizations (i.e., Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA), Department of Army (DA), Department of Air Force DAF), etc – and national organizations, such as Sierra Club, Nature Conservancy, NGAUS, etc.), the general public and special interest groups. PAO regularly conducts Deterrence Media Operations, fully and truthfully informing the public of NG programs, positions and actions that demonstrate that the Guard is continuously ready to respond rapidly to the GWOT at home and abroad.  The reach of individual state’s DMO is international while the implication and scope of DMO is national; The PAO frequently represents and speaks on the behalf of the Adjutant General and the National Guard as a whole, with a profound effect on the reputation and image of the NG.  As a member of the TAGs special staff, the PAO is provided direction through broadly defined public affairs program regulations or guidance common to all career fields.  The JFHQ-State PAO is responsible for independently planning, designing and carrying out major program functions, informing the TAG of progress as needed.  The PAO is considered technically authoritative and his/her decisions are normally accepted without significant change.  Particularly sensitive or controversial issues may be reviewed at headquarters level, but is generally accepted as “need to know”.  New projects and programs are evaluated in terms of resources, goals, or priorities.  All of which may impact one local installation, the NG state-wide or the Guard as a whole.  
(3)  Accurately and promptly responds, in written and oral form, to information requests from the public and queries from the news media.  These queries may include erroneous, speculative and/or negative comments or items of a sensitive nature; and those which may be subject to misunderstanding if not properly explained, or which may draw adverse public opinion or attention.  The JFHQ-State PAO plans, develops, and conducts press conferences and public meetings with full participation of National Guard subject matter experts to promote and enhance understanding and acceptance of the National Guard's mission and facilitate the communication of complex information on new programs or special areas of emphasis.  Typically, the PAO conducts in-depth research, synthesizes the information and presents it to the media or public in an organized, cogent manner.  The variety of information encompasses the full range of issues and subjects involving the Guard.  From sexual assault to savings bonds, from ballistic missiles to “green” bullets, the PAO must be adept at conveying information quickly and accurately in a clear, easily understood manner.  Public misunderstanding or indifference to NG programs and policies is common.  The PAO develops alternative communication strategies that enable the NG to establish and maintain mutual understanding with the various publics.  The PAO’s work affects both the success of major NG programs and the social and economic well-being of substantial numbers of people in the groups affected – military, civilians, and military families.  Effective, professional working relationships are established and maintained with the representatives of the print and broadcast media and national organizations (i.e., DHS, FEMA, DA, DAF, etc – and national organizations, such as Sierra Club, Nature Conservancy).

(4)  The JFHQ-State PAO interacts and coordinates with multiple state and federal homeland defense and homeland security agencies, to include the state's emergency response departments and various federal agencies (i.e., Department of Energy (DOE), FEMA, Federal Bureau of Investigation (FBI), Transportation Safety Administration (TSA), DHS).  The PAO’s contacts are also with nationally or internationally known groups or individuals from these other agencies and often the contact is not routinely or easily established.  Typically, each contact is conducted for different reasons and under different circumstances. Additionally, these contacts are meetings with nationally known members of the news media, national leaders of civic or trade organizations having an interest in or affected by agency policies or programs, State governors, mayors of large cities or high-level county or regional governmental officials.  The JFHQ-State PAO is responsible for explaining or defending significant or controversial NG actions or decisions, and to mediate between groups or individuals with differing points of view on NG program or policy issues.  Plainly, while interacting with any group or individual outside the Guard, the PAO viewed as the authoritative representative of the National Guard, as a whole.

(5) Provides expertise, assistance and consultation to the TAG and state National Guard field offices in initiating and maintaining effective working relationships with the general public, specialized groups, the news media and community and governmental entities using National Guard capabilities and services in support of state or federal homeland defense missions.  The JFHQ-State PAO represents the Adjutant General at meetings with senior level officials of state, NGB, DOD, DA, DAF, State Department , international government agencies and media outlets.  Ensures a close and continuous coordination between public affairs activities and state and federal congressional delegations.  Prepares the public communications (media relations/community relations/command information) portion of standing operating procedures for mobilization, crisis and contingency plans, and orders.  The JFHQ-State PAO directs the execution of an effective public information program to ensure the timely and accurate release of information and response to news media queries regarding deployments or other homeland defense and homeland security initiatives.  Ensures complex information concerning the National Guard's state and federal homeland defense/homeland security programs and activities are presented in clear and understandable language.  Advises the Adjutant General and the National Guard Bureau of public and media perceptions and attitudes regarding the National Guard.  

The PAO is continuously establishing and maintaining effective working relationships with various individuals or groups that may be indifferent to, or have opposing points of view to NG programs and policies.  The PAO must analyze these audiences and use the results from the analysis of conflicting reactions to prepare recommendations and plans to increase communication effectiveness.  The PAO exhibits professional creativity and communication expertise.
(6) While the J-6 is responsible for infrastructure (servers, hardware, software, etc), the JFHQ-State PAO is responsible for the content of any and all publicly accessible NG websites emanating in the state, or units usually assigned in the state. The PAO provides security review and approves any graphics, photos, and text before it can be posted to any NG website (DoD Directive 5230.9 Section 4.2).  Prepares articles for publication in internal and external publications reporting on National Guard missions, programs, progress and achievements, especially in the Global War on Terrorism, Transformation, Deployments and Recruiting/Retention.  Directs special events, ceremonies, tours and other activities intended to develop interest in National Guard programs and to generate positive interaction with the community and the media.

(7)  Provides professional, seasoned analysis and advice to the Adjutant General, the TAG's staff and senior state National Guard leadership.  Evaluates public affairs programs at the JFHQ-State level and in the field and recommends modifications when appropriate.  Analyzes and evaluates the efficiency and effectiveness of the JFHQ-State's overall public communications (media relations/community relations/internal information) programs at field and HQ level, making changes and adjustments as required to improve performance and effectiveness in meeting objectives.  The PAO assesses public opinion or attitudes along with anticipating public reactions to announcements or programs.  These analyses, evaluations, modifications and advice are based on NGB, DOD and service-specific guidance and the PAO must use astute judgement.   Interacts and coordinates regularly with the TAG, the Governor, state legislators, state and federal agencies, the NG and members of Congress.  As illustrated, the PAO’s contacts are extremely wide; ranging from elementary school children to university research professors and at every level of society and government.  The impact of the PAOs words and contacts can be extremely positive for the Guard, or inadvertently devastate whole programs and projects. 

(8)  Supervises and/or oversees a subordinate work force of state and federal military and civilian personnel in the JFHQ-State Public Affairs Office and/or the field or unit PAOs.  Plans, schedules and assigns work; develops performance plans and evaluates work performance; identifies training needs; and counsels staff as appropriate.  Responsible for quality and quantity of work produced; provides advice and guidance to subordinates on the application of new or changed policy and/or procedures; determines and recommends revision in staffing levels to meet changes in assigned functions and workloads.  Develops and executes budget for additional support requirements on an as-needed basis. Oversees PAOs assigned to units or installations and to PAOs in MPADs,  Assigns tasks or projects; provides advice and guidance; analyzes work and makes recommendations; ensures field PAOs.

(9) Performs other duties as assigned.

c. FACTOR DISCUSSION
Factor 1.  Knowledge Required by the Position
- Comprehensive knowledge of the principals, methods, practices and techniques of communication to function as the JFHQ-State technical authority on all public affairs and community relations programs, problems and issues.

- Knowledge of the missions, goals, policies and issues impacting the Department of Defense, U.S. Army, Air Force, and the National Guard Bureau (NGB), and how these will influence the state’s NG.  Knowledge must be extensive on the many controversial and complex issues that regularly affect the National Guard.  

- Skill in conveying complex information on Army and Air National Guard activities that affect state and national interests and may have international involvement and implications.

- Knowledge and skill to analyze public reaction and perceptions to National Guard programs and policies and provides recommendations to the TAG or the NGB that may significantly modify major programs or policies. 

- Skill in integrating diverse points of view in communications plan which establish and maintain mutual understanding with various publics and state and federal agencies.

- Skill in analyzing public reaction to NG program and policies and in developing recommendations that may significantly modify major programs or policies
- Skill in developing and applying new approaches to the most difficult and complex public affairs problems by developing or evaluating information programs to enhance understanding among publics opposed to or indifferent to the NG’s mission or programs;

- Skill in establishing and maintaining effective working relationships with individuals and groups interested in or affected by programs, creating meaningful, constructive communication interchanges.

- Skill in developing written materials to convey information concerning complex programs and functions to publics having diverse levels of understanding of the National Guard’s programs and activities.

- Skill in responding orally to criticism of the National Guard’s functions or performance, to logically and effectively explain complex programs, functions and activities and gain understanding and support of the organization’s efforts by concerned publics.

- Knowledge of event planning and coordination to manage and advise staff on special event productions that may include the senior military officials, Governors, members of Congress, legislators and other state and local officials.

- Skill in meeting and dealing effectively with Governors, members of Congress, legislators and other state and local officials.  Establishes effective lines of communication with a variety of individuals, at all government levels so state level NG activities, programs, capabilities and operations are clearly understood by these key constituencies.

- Skill in evaluating the effectiveness of the public affairs program, analyzing feedback from the media and public, and developing recommendations to improve the internal operation and enhance the overall public affairs program.  

Factor 2.  Supervisory Controls

The supervisor provides assignments in terms of overall objectives, resources available, timeframes for completion, etc.  The specialist independently completes projects through the application and interpretation of policy and maintains parameters of authority established by the supervisor.  Issues identified as impacting the program’s effectiveness or efficiency are documented, along with recommendations for resolution, and are brought to the attention of the supervisor or TAG.  Results achieved are considered technically authoritative and are normally accepted without significant change.  Particularly sensitive or controversial issues may be reviewed at headquarters level.  The supervisor provides direction in terms of the broadly defined mission of the NG strategic communications and public affairs program.  The PAO is responsible for independently planning, designing and carrying out the major program functions, informing the supervisor of progress as appropriate.  Results achieved are considered technically authoritative and are normally accepted without significant change.  Recommendations for new PA projects and shifts in program objectives are evaluated in terms of resources available, program goals, and NG-wide priorities.  

Factor 3. Guidelines

Fluidity of communication strategies and objectives result in guidelines, in the form of standard operating procedures, policies and precedents contained in directives, that are broadly stated and of limited use in application to specific situations encountered by the JFHQ-State PAO.  Unusual or sensitive public issues or problems are regularly encountered.  The PAO exercises considerable judgment in interpreting and adapting existing precedents and using them as a foundation to develop new approaches that coordinate and integrate various aspects of the NG mission in creating a unified public affairs strategy or plan.  The JFHQ-State PAO uses seasoned professional judgment in adapting or deviating from traditional communication practices or strategies to develop new approaches, methods and procedures appropriate to specific issues or problems.  

Frequently, the PAO is responsible for interpreting general guidance, policy and statutory mandates and apply these to unusual or sensitive public affairs issues or problems which may affect the NG all the way up to DOD level.  

Factor 4.  Complexity   

Assignments include planning, designing, executing, analyzing and evaluating the public affairs program which may cover highly controversial and multifaceted issues and involves developing of written materials conveying complex information about the National Guard’s programs, the development and maintenance of effective working relationships with a diverse range of specialized groups and the development of recommendations to improve program effectiveness. These assignments involve establishing and maintaining effective working relationships with groups indifferent to or having opposing points of view to NG programs and policies.  Analysis of opposition and conflicting reactions from the publics is conducted and the results utilized to prepare recommendations to increase communication campaign effectiveness.  Professional creativity and communication expertise is very high and are tested often by the public and media demands.  Decisions regarding what needs to be accomplished involve analyzing the information needs of various segments of the local, state or national publics; determines the most effective approaches to employ in reaching the public, adapting or modifying strategies or plans to more effectively communicate programs and functions, and to provide information to refute undue criticism.  The JFHQ-State PAO’s work involves obtaining feedback from various, diverse publics, in developing new approaches, methods and procedures to use in meeting communication needs of the public and the goals of the program.   

Factor 5.  Scope and Effect

The purpose of the work is the planning, design, conduct, analysis and evaluation of a public affairs program which includes responsibility for the information and communication efforts of the National Guard’s state and federal functional program.  The JFHQ-State PAO’s recommendations to the TAG and other leaders involves highly significant, often controversial, state and national defense matters and leads to the development of National Guard positions, establishes precedents and provides guidance for state, unit and field activities on public affairs issues.  The PAO interacts often with hostile audiences, contentious groups and negative viewpoints in the public and media.  The work affects the organization’s attainment of program goals, understanding of functions and activities by groups and individuals dependent upon such services and efforts.  The PAO identifies problems involving public misunderstanding or indifference to NG programs and policies.  The PAO develops alternative communication strategies that establish and maintain mutual understanding with the various publics.  These situations affect the successful achievement of NG programs and the social and economic well-being of substantial numbers of people in the groups may be impacted (military, civilian, military family and the public).  The JFHQ-State PAO’s development of alternative communication strategies may have NG-wide implications. The public affairs program is a vital and essential part of the state’s homeland defense mission - which affect the national HD mission; aiding in fulfilling legal and executive mandates of informing, educating, and orienting the media, the general public and special interest groups concerning the work of the National Guard on state and federal levels- nationally and internationally.  The JFHQ-State PAO work also affects large numbers of Soldiers, Airmen, their families and employers on an on-going basis, directly related to the continuance of National Guard programs.   

Factor 6.  Personal Contacts  

Personal contacts are with state National Guard commanders and staff, program officials, representatives of the news media, national organizations and State and Federal Government officials (e.g., the TAG, the Governor, state legislators and members of Congress) as well as technical research authorities and international governments (thru the State Partnership Program).  Typical of these contacts are meetings with nationally known members of the news media, national leaders of civic or trade organizations having an interest in or affected by agency policies or programs, State governors, mayors or large cities or high-level county or regional governmental officials, international governmental representatives and federal agency officials.  Contacts are characterized as involving meaningful, in-depth inter changes of views on matters of critical importance to the National Guard.  The contact is not routinely established.  The purpose of each contact is different and the roles of the public affairs specialist and the other person are established during the contact.  Other typical contacts are with representatives of the news media, organized groups desiring to provide input to National Guard decisions, or professional or trade organizations affected by National Guard programs, e.g., ESGR.  Other personal contacts are with employees or management officials in the National Guard, but outside the immediate organization.  Such contacts are moderately unstructured in that they may not be established on a routine basis, the purpose and extent of each contact is different, and the role and authority of each party is identified and developed during the course of the contact.        

Factor 7.  Purpose of Contacts

Contacts are primarily to advise program officials on problems involved in communicating information to affected publics; with local and national news media and organizations interested in the National Guard’s programs to relate, explain and defend the programs, functions and performance in these carried areas against undue criticism or misunderstanding.  May also involve negotiation or mediation among groups or individuals, with divergent viewpoints, concerning recommendations to affect or alter programs in reaching a consensus, or convince National Guard state-level program managers to change or modify decisions involving significant or controversial issues to avoid public misunderstanding of negative perceptions of National Guard programs or policies.  These responsibilities for explaining or defending significant and/or controversial agency actions or decisions, or to mediate between groups or individuals with differing points of view on agency program or policy issues is typical for the JFHQ-State PAO.  As the official spokesman representing the Guard, the public and industry expect, accept and perceive the JFHQ-State PAO as the spokesman for the Total Guard.           

Factor 8.  Physical Demands 

The work is often performed in an office setting involving little or no physical demands.  However, frequent visits out to field training sites which include participation in exercises and military support operations require extended periods of walking, stooping, bending, walking on uneven surfaces, etc.  The position also regularly requires work hours well beyond those associated with a typical 8 hour day or 40 hour week. 

Factor 9.  Work Environment

Work is often performed in an office setting but regularly involves transportation aboard tactical military aircraft (helicopters and fixed wing transport aircraft) and work in field training and operational environments.  These transportation and field setting environments usually require personal protective equipment due to the inherent safety risks involved. 

d.  OTHER SIGNIFICANT FACTS
- Incumbent may be required to prepare for and support the mission through the accomplishment of duties pertaining to military training, military readiness, force protection and other mission related assignments including, but not limited to, training of traditional Guard members, CWDE/NBC training, exercise participation (ORE/ORI/UCI/MEI/OCI/IG, etc.), mobility exercise participation, FSTA/ATSO exercise participation, SABC training, LOAC training, weapons qualification training, participation in military formations, and medical mobility processing within the guidelines of NGB/ARNG/ANG/State/TAG rules, regulations and laws.  These tasks have no impact on the classification of this position and should NOT be addressed in any technician’s performance standards.
- May require 30% official travel in civilian or military transport.

- May be required to work irregular and/or changing work schedules.  

                                  EVALUATION STATEMENT

A.  Title, Series and Grade:  Public Affairs Specialist, GS-1035-13.

B.  Reference:  USOPM PCS for Public Affairs Series, GS-1035, July 81.

C.  Background: This position description reflects the changes and developments that have occurred over the past ten years in the field of NG Public Affairs.  It also takes into account the requirements of the new Joint Force Headquarters – State concept.  

D.  Pay Plan, Series, Title, and Grade Determination:

    1.  Pay Plan:  The paramount requirement of the position determines the pay plan.  A position falls under the General Schedule (GS) pay plan when the primary duties and responsibilities of the position are identified as requiring a knowledge or experience that is administrative, clerical, scientific, artistic, or technical in nature.  The primary duties of this position require administrative knowledge of communication campaign development techniques and effective communication skills to reach a variety of audiences under cooperative or hostile conditions.  The incumbent must possess the ability to assess unusual or unique communication campaign situations that occur at the state level, but may have nationwide impact and create new, or significantly adapt, existing communication campaign methods to address the issue.  Therefore, this position is properly classified in the GS pay plan. 

     2.  Series:  The primary purpose of this position is to collect, assemble, prepare and disseminate information concerning the various National Guard activities that occur within the state.  This is a match to positions in the GS-1035 series, which perform work, involved in establishing and maintaining mutual communication between Federal agencies and the general public.  Positions in the GS-1035 series identify communication needs and develop informational materials that inform appropriate publics of the agency’s policies, programs, services and activities.  Therefore, the correct series for this position is Public Affairs, GS-1035.    

     3.  Title:  The basic title for positions classified to the GS-1035 series is Public Affairs Specialist.

    4. Grade:  See attached Factor Evaluation System (FES) Position Evaluation Statement.

E.  Conclusion:  Public Affairs Specialist, GS-1035-13.

FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT

	FACTOR
	LEVEL
	POINTS
	REMARKS

	1.  KNOWLEDGE REQUIRED
	1-7
	1250
	See attached analysis below

	2.  SUPERVISORY CONTROLS
	2-5
	650
	See attached analysis below

	3.  GUIDELINES
	3-4
	450
	See attached analysis below

	4.  COMPLEXITY
	4-5
	325
	See attached analysis below

	5.  SCOPE AND EFFECT
	5-4
	225
	See attached analysis below

	6.  PERSONAL CONTACTS 
	6-4
	110
	See attached analysis below

	7. PURPOSE OF CONTACTS
	7-3
	120
	See attached analysis below

	8.   PHYSICAL DEMANDS   
	8-2
	  20 
	     See attached analysis below

	9.   WORK ENVIRONMENT
	9-2
	  20 
	     See attached analysis below

	         TOTAL POINTS ASSIGNED   3170
	   GS-13     


FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION
FL 1-7, 1250 Points

FL 1-7, is the highest knowledge level attainable for a Public Affairs Specialist who is not in a position directly impacting program direction at the agency level.  At FL 1-7, assignments require knowledge applicable to a wide range of duties involving oral and written communication; skill in modifying standard methods and approaches in developing new information materials; and skill in assessing public reaction, identifying the extent of understanding achieved, and explaining significant issues to generally responsive groups or individuals interested in the agency’s programs.  

In this position, the incumbent applies advanced oral and written communication skills to a variety of assignments, including the development of news releases, radio spots, television announcements, fact sheets, feature stories, background statements, special reports, etc.  Applies judgment to determine when it is appropriate to release sensitive or controversial information.  Edits developed materials for content, format and approach to ensure the released message portrays a positive image of the NG.  Advises the state’s Adjutant General (AG) on issues, programs or topics of interest. Assists Unit Public Affairs Representatives (UPARs) in the development of informational releases or when interacting with local representatives of the national media, etc.  Statistical analysis survey data to determine communications campaign success in reaching the intended audience.  Applies accepted statistical and analytical techniques to assess overall public affairs program success or failure in meeting the identified needs and expectations of the state’s NG internal and external audiences.  FL 1-7 is met.  

In contrast to the 1-7 level, FL1-8, is characterized assignments requiring mastery of communication principals and techniques; skill in developing and applying new approaches to the most difficult and complex public affairs problems by developing or evaluating information programs to enhance understanding among publics opposed to or indifferent to agency programs; skill in analyzing public reaction to agency program and policies in developing recommendations that significantly modify an agency’s major programs or policies; and skill in integrating diverse points of view in a communication plan to establish and maintain mutual understanding with various agency publics.  FL1-8 clearly exceeds the position found at the state level.  FL 1-8 is not met.  

In reviewing the Benchmark position descriptions located at the end of the GS-1035 standard, FL 1-8 is addressed in those benchmarks describing work performed primarily at the agency headquarters covering a nationwide program.  Public Affairs Specialist, GS-1035-13, Bmk #1, refers to a position responsible for conducting a public affairs program for a region of an agency.  The NG “state” is equivalent to an entire installation.  Regional program managers are responsible for a grouping of states.  Each of the advisory councils and committees in the NG are divided into regions which also encompass multiple states.  The PAO in a state is only responsible for managing the PA program for the state in which the specialist works.  Office of Personnel Management (OPM) Classification Appeal Decision number C-1035-11-02 provides further guidance in determining the difference between Factor Level 1-7 and 1-8 for the GS-1035 series.  

FACTOR 2.  SUPERVISORY CONTROLS
FL 2-5, 650 Points

The work of this position exceeds Level 2-4.  At Level 2-4, the employee and the supervisor together develop a mutually acceptable project plan.  

It is not common for a position located at the state level to operate at a level of independence equivalent to that of Level 2-5.  Nor is it common to find this level of independence in a position for which the knowledge requirement is less than Level 1-8.  However, while OPM states that it is rare for this combination to occur, it is not impossible.  In fact, in OPM’s August 2003 Interpretive Guidance for Project Manager Positions, OPM recognizes the potential in certain circumstances for the combination of Factor Level 2-5 with Factor Level 1-7 as reflected in the first table on page 12 of the guide (Reference 5).  The incumbent of this position is recognized as the expert in the state regarding all public affairs issues and is expected to independently determine his/her own work assignments, priorities and projects based on his/her personal knowledge of the state mission, the TAG’s goals, objectives and priorities, etc.  Analyses, evaluations, and recommendations developed by the incumbent are normally accepted without significant change and are reviewed in terms of potential influence on broad state mission requirements.  This is a direct match to work described in the standard for Level 2-5.  

FACTOR 3. GUIDELINES
FL 3-4, 450 Points

At FL 3-4, assignments are covered by guidelines consisting of agency policy statements or broad precedents which are applicable in establishing a general program direction or setting a tone, but are not totally sufficient for dealing specifically with the more complex, intricate or unusual situations.  The specialist at this level is required to develop new ways to communicate the agency’s message on controversial and sensitive issues where public reaction has been indifferent and understanding of the agency’s mission is essential to the success of the mission. 

In this position, guidelines include DOD, NG and state level policies, directives and public affairs manuals.  These resources fail to provide specific direction on how to resolve recurring problems or issues with communication campaign development, modification or evaluation.  FL 3-4 is met.  

In contrast to FL 3-4, FL 3-5 is characterized by specialists who are guided by general policy statements and statutes; however, there are no precedents applicable to unusual or sensitive public issues or problems encountered.  They exercise considerable judgment in interpreting and adapting existing precedents and using them as a foundation for developing new approaches that coordinate and integrate various aspects of the agency’s mission in creating a unified public affairs strategy or plan.  Frequently, the public affairs specialist is recognized as the agency’s authority in the development and interpretation of guidelines in the public affairs area.  In this position, the incumbent is not a recognized agency PA authority.  As such, the incumbent is not responsible for interpreting general policy and statutory mandates and applying these to unusual or sensitive public affairs issues or problems found at the agency level.  This position does not meet the requirements for the general nature of policy direction associated with level.  FL 3-5 is not met. 

Benchmark position descriptions located at the end of some standards reflect the factor levels that would typically be associated with the duties, responsibilities, and organizational location of positions described.  None of the benchmark descriptions in the GS-1035 series include a description of work that would meet the requirements for FL 3-5, another indication that this level is rarely applicable for most Public Affairs Specialist positions.  Office of Personnel Management (OPM) Classification Appeal Decision number C-1035-11-02 provides further guidance in determining the difference between Factor Level 3-4 and 3-5 for the GS-1035 series.  

FACTOR 4.  COMPLEXITY
FL 4-5, 325 Points

At FL 4-5, assignments involve establishing and maintaining effective working relationships with groups indifferent to or having opposing points of view to NG programs and policies.  The employee utilizes results from the analysis of conflicting reactions from the agency’s publics to prepare recommendations to increase communication campaign effectiveness.  The level of creativity and communication expertise required at this factor level meets that of the incumbent in this position.  FL 4-5 is met.  

FACTOR 5.  SCOPE AND EFFECT
FL 5-4, 225 Points

At FL 5-4, the work involves the development of complete communications plans for an organization.  The work contributes to the achievement of program objectives by clarifying the issues and alternative facing agency managers in achieving a meaningful communication between the agency and the various affected publics. 

In this position, assignments involve advising state and agency level program managers on the design, format and communication methods (radio, television, e-mail, special program, etc.), which will effectively communicate their message to receptive citizens or NG members in that state.  This involves researching the demographics of the target audience and using this information to select the most effective media communication method from a variety of standardized, modified, or past practices.  Designs the format of the message (wording, pictures, film footage, etc.) and determines the most appropriate survey data gathering and analysis technique(s) in order to assess the campaign’s effectiveness.  The results of assignments are communication campaigns that reach, inform and educate their targeted internal/external NG audience on agency and state level programs or activities.   FL 5-4 is met.  

In contrast to Level 5-4, FL 5-5 is characterized by work entailing the identification of problems concerned with public misunderstanding or indifference to agency programs and policies and the development of alternative communication strategies that enable the agency to establish and maintain mutual understanding with the various publics.  The work affects the successful achievement of major agency programs and the social and economic well-being of substantial numbers of people in the groups affected.  This position does not meet the 5-5 Level because the public affairs program, at the state level, does not require the development of alternative communication strategies nor does it have agency-wide implications.  FL 5-5 is not met.    

In reviewing the Benchmark position descriptions located at the end of the GS-1035 standard, FL 5-5 is only addressed in those benchmarks describing work performed at the agency headquarters.  Office of Personnel Management (OPM) Classification Appeal Decision number C-1035-11-02 provides further guidance in determining the difference between Factor Level 5-4 and 5-5 for the GS-1035 series.  

FACTOR 6.  PERSONAL CONTACTS
FL 6-4, 110 Points

At FL 6-3, personal contacts are with specialized community groups or individuals from outside the employing agency where contact is not routinely established and the purpose for each is different and the roles of the participants are established during the contact.  In this position, personal contacts include officials in and outside of the NGB, special interest groups or citizens having an interest or concern with NG operations, activities or functions within the state, local representatives of the national news media and professional or trade organizations.  The incumbent also provides assistance and advice to state level program managers on sensitive or controversial matters.  FL 6-3 is met.  At FL 6-4, contacts are with nationally or internationally known groups or individuals from outside the employing agency where the contact is not routinely or easily established and each contact is conducted for different reasons and under different circumstances. Typical of these contacts are meetings with nationally known members of the news media, national leaders of civic or trade organizations having an interest in or affected by agency policies or programs, State governors, mayors of large cities or high-level county or regional governmental officials.  With the current OPSTEMPO impacted by the GWOT and major natural disasters, contacts at the 6-4 level are now occurring on a regular and recurring basis.  Even if this level were to decrease back to the previous level of FL 6-3, the reduction in points would still support the current grade level of GS-12.  Pen-and-ink changes would have to be made by the state classifier to reflect the lower level of contact.   
FACTOR 7.  PURPOSE OF CONTACTS
FL 7-3, 120 Points

At FL 7-3, contacts are for the purpose of analyzing, developing and presenting alternative approaches to the development of communication campaigns for the clarification of agency activities or policies to specialized groups, the general population, the news media, or individuals.  In this position, the purpose of contacts is to clarify the state’s targeted audience’s understanding of the communication campaign’s message and to develop and implement changes to the campaign’s format to enhance or clarify the message with the target audience.  Conducts targeted surveys to determine message effectiveness.  FL 7-3 is met.  At FL 7-4, the employee is responsible for explaining or defending significant or controversial agency actions or decisions, or to mediate between groups or individuals with differing points of view on agency program or policy issues.  These duties are found at the agency level and exceed those of the state based PA incumbent.  FL 7-4 is not met.           

FACTOR 8.  PHYSICAL DEMANDS 
FL 8-2, 20 Points

At FL 8-1, work is performed in an office or equivalent setting.  This position exceeds this level.  At FL 8-2, assignments require long periods of standing, stooping or other rigorous physical activity for extended periods of time.  Site visits involving participation in exercises and military support operations require extended periods of walking, stooping, bending, walking on uneven surfaces, etc.  FL 8-2 is met.

FACTOR 9.  WORK ENVIRONMENT
FL 9-2, 20 Points

At FL 9-1, the work environment involves the risks and safety precautions found in an office environment.  This position exceeds this level.  At FL 9-2, assignments are performed in a warehouse or similar environment with an increased safety risk and requirements for special safety equipment or other protective measures.  The incumbent is often required to travel on board tactical military aircraft (helicopters and fixed wing transport aircraft).  The work often takes the incumbent out into the field to gather facts on training programs conducted in field training and operational environments.  These transportation and field setting environments usually require personal protective equipment due to the inherent safety risks involved. FL 9-2 is met.  

FINAL CLASSIFICATION:  GS-1035-13, Public Affairs Specialist.

CLASSIFIER:  Lt. Col. Thomas H. Shaw, NBG-J1-TNC                    DATE:  22 Dec 05 

