Job Title: Public Affairs Specialist (Social Media)
Agency: Equal Employment Opportunity Commission

	SALARY RANGE:
	$63,091.00 to $82,019.00 / Per Year

	OPEN PERIOD:
	Tuesday, April 01, 2014 to Thursday, April 10, 2014

	SERIES & GRADE:
	GS-1035-11

	POSITION INFORMATION:
	 Full Time - Permanent

	PROMOTION POTENTIAL:  13

	DUTY LOCATIONS:
	1 vacancy in the following location:
Washington DC, DC View Map


	WHO MAY APPLY:
	United States Citizens

	SECURITY CLEARANCE:
	Public Trust - Background Investigation

	SUPERVISORY STATUS:
	No



JOB SUMMARY:
The Equal Employment Opportunity Commission (EEOC) is composed of a highly motivated and diverse team dedicated to the agency's mission - to eradicate employment discrimination.  Come join us and make a difference.

As a Public Affairs Specialist (Social Media) you will be responsible for advising and assisting the Director of Communications in the development, administration, coordination and execution of the plans, policies and procedures for carrying out EEOC's communications program activities. You will participate in writing, editing and conducting media relations, but will devote particular effort to new media activities using social media and other online tools.
 
TRAVEL REQUIRED
1. Occasional Travel
2. May require occasional travel
RELOCATION AUTHORIZED
· No
KEY REQUIREMENTS
· U.S. Citizenship
· Relevant experience (See Qualifications below)
· Males born after 12/31/59 must register with the Selective Service
· Travel may be required

DUTIES:
Back to top
 
· Provides technical assistance to the Director of Communications.
· Communicates with the media and external non-government organizations.
· Recommends and participates in the development and strategic planning of communications policies and goals.
· Prepares Commission responses to public inquiries, and coordinates internal communications.
· Develops, writes, and edits news releases and original articles for public dissemination and for EEOC publications.
· Provides advice to managers with the coordination, development and implementation of plans and projects relating to new media.
· Establishes and maintains effective relations with news media representatives.
· Develops regular content for use in social media (including Twitter, Facebook, YouTube, Flickr)
· Creates successful strategies using Facebook, YouTube, Twitter and other social media tools
· Develops and refines EEOC’s social media strategies, and supports its social media presence.
· Maintains awareness of agency policy and management initiatives, and identifies opportunities to use the Internet and social media outlets to publicize initiatives.
· Supports the planning, development and use of social media tools.
· Establishes and maintains standards and work processes to ensure that new and social media programs and delivery strategies are utilized effectively and efficiently.
· Drafts and edits articles on behalf of policy officials for public dissemination and inclusion in publications.
· Reviews draft news releases, articles and publications for style and content prior to release.
· Assist in development of strategic digital media strategies to promote agency message and overall communications plan.
· Gathers, researches, develops and analyzes internal and external data on Agency, government and private sector use of new and social media tools.
· Prepares data analysis reports and provides and provides input into system development, presentation development, and accessibility, network security to ensure complete, timely and accurate completion of social media components of Agency initiatives.
· Coordinates, develops, and implements plans and projects relating to ethnic, alternative and new media including: uniformity of presentation; developing and managing a strategic approach to new media; and exploring and recommending innovative information dissemination technologies.
· Ensures agency digital communication products and activities adhere to all applicable Federal policies and procedures, including compliance with Section 508.
 
 

QUALIFICATIONS REQUIRED:
Basic Qualification Requirements for the GS-11:

Applicants must have one year of specialized experience at the GS-09 level of difficulty and responsibility in the Federal service. 

Specialized experience is defined as researching, analyzing and applying established best practices in social media to integrate social platforms, media, and other networking tools into an organization’s existing communication strategies.  Examples may include effective use of social media as part of strategic communications within an organization as well as assisting in the development and delivery of social media policies and practices, guides or tools for training and awareness for employees and managers  
 
SUBSTITUTION OF EDUCATION FOR SPECIALIZED EXPERIENCE
 
Have successfully completed Ph.D. or equivalent doctoral degree, or completed 3 full years of progressively higher level education leading to such a degree, or completed LL.M, if related.  Such education must demonstrate the competencies necessary to do the work. 
 
 OR
 
Have a combination of specialized experience as described above and graduate education as described above. 
            
CORE COMPETENCIES:
 
· Ability to evaluate the efficiency or effectiveness of public information programs, projects or operations.
· Experience in explaining technical, non-technical, or other complex information orally and in writing.
· Experience in making oral presentations relating to process, policies or activities to the media or external organizations.
· Experience in serving as an official spokesperson in media segments, video tapes, live interview or other public forum.
· Knowledge of a variety of electronic media and communication print products.
· Ability to establish interpersonal working relationships and to secure support and cooperation.
· Experience in preparing products that must be delivered under the pressure of short deadlines with occasional-to-frequent interactions involving opposing views and conflicting interest.
· Experience in conducting media relations on a national level, while integrating new media elements into overall communications strategy.
· Ability to write news releases, original articles for publication, or scripts for broadcast on radio or television
 
--  This is a non-bargaining unit position.
--  The EEOC will not pay travel or relocation expenses.
 
All qualification requirements must be met by the closing date of this announcement. Additional information on the qualification requirements is outlined in the OPM Qualifications Standards Handbook of General Schedule Positions. It is available for your review on OPM's web site at http://www.opm.gov/qualifications.
 

Occupational/Assessment Questions:
1. Carefully read the following descriptions. Select the one that best describes your qualifications for a GS-11 Public Affairs Specialist (Social Media) position.

A. I have at least 1 year of specialized experience, directly related to the duties of this position equivalent to at least GS-09 in the federal service. Specialized experience is defined as researching, analyzing and applying established best practices in social media to integrate social platforms, media, and other networking tools into an organization’s existing communication strategies. Examples may include effective use of social media as part of strategic communications within an organization as well as assisting in the development and delivery of social media policies and practices, guides or tools for training and awareness for employees and managers.
B. I do not have the experience as described above.


2. From the following list, identify whether you have routinely and successfully performed the nature of work described in a professional setting by answering:

A. I have not had education, training or experience in performing this task.
B. I have had education or training in performing the task, but have not yet performed it on the job.
C. I have performed this task on the job. My work on this task was monitored closely by a supervisor or senior employee to ensure compliance with proper procedures.
D. I have performed this task as a regular part of a job. I have performed it independently and normally without review by a supervisor or senior employee.
E. I am considered an expert in performing this task. I have supervised performance of this task or am normally the person who is consulted by other workers to assist them in doing this task because of my expertise.
3. Served as a public affairs, external affairs, or outreach officer responding to press inquiries.

4. Researched, analyzed and applied best practices in social media to integrate social platforms.

5. Recommended improvements or solutions to public information problems to appropriate officials, and suggested appropriate actions, particularly on projects relating to new media.

6. Worked cooperatively, effectively, and cordially with key officials, managers, and technical personnel of an organization to achieve a goal.

7. Promoted or developed and maintained good working relationships with key individuals and/or stakeholders.

8. Written and edited news articles and press releases for senior officials.

9. Explained technical, non-technical, or other complex information orally and in writing.

10. Provided regular content for use in social media (Twitter, Facebook, YouTube, Flickr).

11. Coordinated media interviews between the media and subject matter experts.

12. Defended an organization's policies and activities to non-hostile and hostile audiences, including through social media.

13. Created successful strategies using Facebook, YouTube, Twitter and other social media tools.

14. Leveraged digital communications and channels to build, maintain and enhance relationships with potential or current stakeholders.

15. Participated in internal meetings and keep management apprised on the performance, accomplishments, and needs of the digital communication and new media activities.

16. Drafted and reviewed a variety of internal documents that detail and provide rationale for the use of digital communication and new media activities.

17. Are you eligible for non-competitive appointment under Schedule A indicating you have a severe physical or psychiatric disability?

A. Yes
B. No

Review and Evaluation

HOW YOU WILL BE EVALUATED:
We will review and evaluate your résumé and supporting documentation to determine if you meet the minimum qualifications for this position. If you meet the minimum qualifications for this job, we will evaluate your résumé and supporting documentation to assess the quality, depth and complexity of your accomplishments, experience and education as they relate to the competencies listed above. Depending on the results of our evaluation, you will be placed in one of three categories; (1) Best Qualified, (2) Well Qualified, or (3) Qualified. Those placed in the Best Qualified category will most likely be forwarded to the selecting official.
 
You should be aware that all of your submissions and responses are subject to evaluation and verification. Deliberate attempts to falsify information may be grounds for not selecting you.

