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	This form contains the common skills of the following occupation.

	Title:   Public Affairs Specialist
	PP/Ser/Gr:  GS-1035-09 through15



	Job Summary: Serves as a liaison, spokesperson, and/or expert in the overall formulation, development, planning, and evaluation related to public affairs and relations for various Department of the Navy organizations. Prepares and disseminates news releases, feature articles, news advisories, photo opportunities, statements, and position papers. Establishes and maintains effective relationships with representatives of the public, private sector, print and broadcast media.  Plans and coordinates briefings and tours for various military and civilian dignitaries. Develops visit itineraries, ensuring all requirements are met for security, transportation and site representation. Coordinates media coverage and press conferences for special events.  Develops and disseminates presentations, reports and information policies and programs.



	Qualifications (Skills): The following qualification terms have been identified for this position.  

Qualifications Terms (Skills):



	· Develop Briefing


· Event Planning


· Information Mgmt

· News Release



· Public Speaking
	· Press Conference


· Media Relations

· Newspaper


· Public Affairs


· Writing Skills
	· Problem Solving


· Analytical Ability

· Organizat'nl Skills

· Policy/Proc Review

· Conduct Studies


	Lead and/or supervisory qualifications:   The following lead and/or supervisory terms have been identified for this position as applicable.

Supervisory Duties

· Schedule Work

· EEO

· Performance Eval

· Grievance

· Supervision

· Personnel Actions

· Safety Skills



	Additional Qualifications (Skills) Requested, if any:   If there are important qualifications (skills) missing in the above section, please list them below.  

	Key or Most Important Qualifications (Skills), if any:   From the qualifications (skills) listed in the above sections, identify 3 to 5 "most important" qualifications (skills) that help to distinguish best qualified candidates from qualified candidates. 
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Confidentiality Statement:  To insure compliance with Merit Systems Principles as contained in Section 2301, Title 5, United States Code, the confidentiality of this information must be protected.
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