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INTRODUCTION

This position is located in the Kansas State Office (SO). The incumbent serves as a
public affairs specialist and has responsibility for developing, coordinating, and carrying
out a sound public information program to communicate agency policies, programs,
services, and activities throughout the state.

DUTIES AND RESPONSIBILITIES

Serves as a member of the Kansas Management Team (MT). Takes leadership in
planning and coordinating an effective public information program throughout the state.
Works closely with program managers and other MT members providing information on
the need for and progress of the Natural Resources Conservation Service (NRCS) in
reaching goals by making recommendations on key issues and concerns.

Consults with and advises area and field office (FO) staffs and works with area
information committee in planning and developing training programs in soil and water
conservation information work, such as, writing of news articles, press releases, radio
and television presentations, visual aids, and photography.

Writes news releases, canned releases, and feature stories describing NRCS projects
and programs, presentation ceremonies, and related staff activities. Disseminates
these to local print and broadcast media representatives and to FOs for inclusion in their
local papers.

Advises on and edits articles and other material written by field, area, and SO staffs in
consultation with the technical supervisor and/or the staff specialist involved.
Recommends approaches, form, style, and techniques to be used for most
effectiveness.

Serves as state outreach coordinator.

Establishes and maintains working relations with representatives of state and federal
agencies and public organizations in sharing, developing, and producing conservation
information.

Works with state and local leaders in the education field in the development of and
carrying out of conservation courses, workshops, and other studies in the field of
conservation.

Organizes and coordinates public participation activities with appropriate staff for
conservation activities and programs. Designs strategies and procedures to obtain
input and opinions from a variety of audiences which are used for policy decisions.

Provides guidance for developing brochures, bulletins, charts, photographs, and other
materials to promote NRCS programs. Edits news articles prepared by FO personnel
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for inclusion in state and other magazines. Designs and selects appropriate permanent
or portable displays and exhibits. Prepares talks, slide presentations, information
packages, and similar materials for distribution to NRCS FOs.

Assists conservation districts (CDs) and the State Conservation Commission (SCC) in
their information efforts by developing news articles and feature stories relative to
activities of these groups, and adapts these releases for use by available media outlets.

Establishes and maintains contacts with news media representatives. Arranges for
television or radio coverage concerning conservation and/or provides scripts to media
for release.

Provides training to individuals on the use of equipment, writing articles, photography,
and other communication techniques.

Works with state staff in the development of the business plan to integrate information
activities in the goals and actions.

Maintains the imagery files and directory for the state. Selects images for filing,
numbering, and distribution.

Maintains centralized files, records, handbooks, other reference materials, and
equipment for the information function of the state. Orders and maintains an inventory
of information publications. Provides offices with publications based on requisitioning or
special requests.

Writes, assembles, edits, and reviews for inclusion in the Kansas Highlights, annual
reports and annual state story/highlighting activities of the state for the state
conservationist.

Operates and maintains the SO library. Processes requests and maintains control
records for orderly distribution and inventories to meet the needs of NRCS personnel,
representatives of outside agencies, organizations, editors, and similar groups and
individuals.

Performs other duties as assigned.

Works within a team concept to develop and implement ways to improve the efficiency,
effectiveness, and quality of the products and/or services provided to internal and
external customers.

Responsible for providing and maintaining a safe and healthy working environment,
requiring subordinates and others to use safety precautions when exposed to
dangerous objects, chemicals, extreme temperatures, etc.
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Provides leadership and guidance in the design, development, and implementation of
administrative procedures to assure that civil rights (CR) policies regarding the delivery
of NRCS programs and services and the application of personnel rules and regulations
are carried out without regard to race, color, national origin, religion, sex, age, marital
status, or physical or mental handicap. Actively supports CR policies regarding
personnel rules and regulations.

To perform the above duties, the incumbent must serve as an incidental motor vehicle

operator. This may require the operation of a motor vehicle on both public and private

roads during daylight hours and occasionally after dark. A valid state driver’s license is
required.

EVALUATION FACTORS

1. Knowledge Required by the Position, FLD 1-7, 1250 points

Knowledge of the principles and methods of written and oral communication and skill in
applying these principles and methods in conducting a public affairs program involving
public information, internal information, and community relations activities for internal
and external audiences.

Skill in writing a variety of articles, feature stories, and news releases in conveying
information and clarifying NRCS operations, programs, and activities to specialized
audiences and the general public.

Skill in establishing and maintaining effective working relationships with local media
representatives, community groups, and state and federal agency representatives.

Skill in making oral presentations to various internal and external groups informing them
of programs, objectives and activities.

Skill in oral presentation techniques in training agency staff in conducting public
involvement meetings and workshops designed to elicit public input on program issues
through stimulation of interest among various concerned publics.

Ability to inspire, motivate, and guide individuals and groups in order to accomplish
program objectives.

Ability to identify and analyze problems, generate alternatives, and make decisions in
order to ensure efficient processes and quality products.

Ability to utilize marketing, total quality management, and team building, in order to work
effectively with individuals, groups, and units of government.

Knowledge of computer systems required in order to effectively perform assigned
duties.
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2. Supervisory Controls, BMK 12-3, 450 points

The incumbent is under the supervision of the state conservationist (STC) who assigns
work in terms of priorities and objectives and is available for consultation in resolving
controversial issues. The incumbent independently plans and carries out the projects,
selecting the approaches and methods to be used in completing assignments.

The work is reviewed to determine that objectives are met for compliance with agency
policies and conformance with broad program goals and other national priorities.

3. Guidelines, FLD 3-4, 450 points

Guidelines typically include the state business plan, national and regional NRCS
policies and procedures, technical guides and handbooks, textbooks, professional
journals, previous experiences, and/or technical worksheets. Available guidelines are
often inadequate for resolving contested, difficult questions. The incumbent must use
initiative and experienced judgment gained through work-related problem-solving
operations to modify accepted methods and practices and develop techniques
appropriate for successfully addressing deficiencies encountered.

4. Complexity, BMK 12-1, 325 points

The incumbent plans and directs all aspects of the public information program for the
state. This includes: establishing and maintaining effective relationships with both
external and internal publics; developing written and oral presentations transmitting
information concerning programs and activities; developing recommendations for
improvement of public affairs program based on analysis of feedback from affected or
interested audiences; and advising FO program directors on handling adverse
developments which can negatively impact the agency.

Decisions regarding what needs to be done require the analysis of program activities
and objectives in identifying the most appropriate audiences, understanding the
characteristics of these groups, and designing information programs to assure effective
communication with such publics.

The work requires planning and coordinating a public information program among five
administrative areas throughout the state including the SO, and analyzing a variety of
feedback from external and internal audiences in developing recommendations for the
MT on the overall improvement of the public information program.

5. Scope and Effect, BMK 12-1, 225 points

The purpose of the work is to plan and conduct a public information program. It
requires developing informational publications and materials to inform and educate both
internal and external customers about NRCS programs, objectives, and activities;
encouraging more cooperative efforts with farmers, ranchers and conservation groups;
and evaluating the effectiveness of the program.
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The work contributes to the efficient accomplishment of organization objectives by
promoting greater involvement by employees in improving the operation and work of the
state information program in the state which facilitates the total mission of the agency
and the department.

6. Personal Contacts, FLD 6-3, 60 points
7. Purpose of Contacts, BMK 12-1, 120 points

Personal contacts are in the employing agency but outside the immediate office setting.
Contacts are with agency employees who are at different organizational levels.
Contacts are made with local officials, representatives of county, state, and federal
government bodies, the media, and community and civic group representatives.

The purpose of the contacts is to inform internal and external publics of the programs,
objectives, and activities of the agency; develop an increased sense of dedication to
improve operations; encourage greater intercommunication among state, area, FO, and
local communities; and provide advice to offices on responding to local group or media
misunderstandings of agency programs.

8. Physical Demands, FLD 8-1, 5 points

The work is generally sedentary; however, it may require some physical exertion such
as lifting and carrying video equipment and moving bulky equipment with some
frequency.

9. Work Environment, FLD 9-1, 5 points

The work is generally performed in an office setting and involves normal, everyday risks
and discomforts.

This position is determined to be exempt from the provisions of FLSA.
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