Information Development Specialist

GS-1001-12

  I.   INTRODUCTION

This position is in the Office of Communications and Public Liaison (OCPL), Office of   the Director, NIH. The OCPL is the central office for communications at the National   Institutes of Health. The OCPL takes the lead across NIH on organizing and communicating information  about NIH programs, issues, and accomplishments to the public and public interest  groups and, to a lesser extent, to the scientific community and the medical professions.   The office is the communications link between the Institutes and Centers and the Office of the Assistant Secretary for Public Affairs in the Department of Health and Human

 Services. It also sets certain communications policies for the NIH and coordinates communications and public liaison activities across the NIH. The OCPL coordinates how  NIH implements the Freedom of Information Act, and collects and exhibits medical research instruments and NIH historical information. The office encourages public participation in NIH activities through the NIH Director's Council of Public Representatives (COPR) and other means.

As part of  OCPL's overall communications mission, OCPL is responsible for the NIH World Wide Web site.  The incumbent is responsible for assisting in the management and operation of this site.  Using the Web site as a communication channel, the incumbent carries out a variety of professional and technical assignments in support of the operation of the information program as well as the communication needs of NIH components and various target audiences.  The incumbent performs a wide variety of duties in support of the public information goals of the Office of Communications and the NIH, involving the use of computers as communications tools. The incumbent organizes and writes information based on NIH programs, activities, and accomplishments; responds to inquiries sent to the NIH Home Page; assists in the management of the NIH Web Coordinating Committee and works with works with other NIH offices and committees in establishing and applying established operational standards and guidelines for NIH Web sites at NIH; conceptualizes and coordinates special studies on the selected areas of the NIH Web including evaluation projects of key areas of the NIH web site such as News and Events, Welcome to the NIH,   Information for Employees, and the Director's Page.

II. MAJOR DUTIES

In support of the NIH World Wide Web site, the incumbent conceptualizes, develops, maintains, and enhances the site.  This includes gathering, analyzing, writing, editing, and uploading materials to be posted on the server.   The incumbent proposes new categories of information to be provided and works with appropriate NIH staff to develop suitable information for these categories.  The incumbent works with other NIH staff on the most effective methods for presenting their material on the NIH Web site and recommends new techniques and technologies that could be incorporated on the site. The incumbent understands, promotes, and utilizes a user-driven and accessible approach to Web site development and refinement.  The incumbent is responsibility for answering public inquiries about the NIH Home Page. The incumbent is expected to suggest and initiate written information s/he may deem necessary for effective representation of the NIH and its components. Subjects that are addressed are frequently difficult because the incumbent must produce informational products that are sensitive to the given issue, as well as understandable to diverse audiences. Conducts follow-up evaluation to determine usefulness of the information to the public and the NIH.

B. The incumbent identifies target audiences, determines their informational needs, and then develops or solicits NIH Web site material to meet those needs.  The incumbent also takes audiences and their needs into consideration in determining the look and navigational features of the site.  He/she maintains contacts and working relationships with persons in the information technology and management information systems industry, academia, professional health and research organizations, and other government agencies and managerial staff at NIH and the general public. The purpose of these contacts is to ensure that NIH Web site content is fresh, effective, and relevant to the needs of the site's users.  The incumbent shows initiative in acquiring knowing about emerging Web-based techniques, information management and advances in our understanding of human-computer interaction in order to apply this knowledge in ways that will our site. 

C. The incumbent reviews the organization/architecture of the NIH Web site.  He/she will lead redesign efforts of the selected areas of site and works with designers, HTML coding specialists, and the NIH Center for Information Technology (CIT) staff in order to keep the site accessible, usable, and effective. The incumbent establishes standard operating procedures for on-going site operations and shares new procedures and standards with appropriate audiences within NIH using suitable communication channels.

D. The incumbent is responsible for conducting research and making recommendations on policy issues related to the use and functionality of the Web site and other on-line information tools. The incumbent drafts segments of policy documents and guidelines and assures that policies are consistent with current federal communications policies, regulations, and procedures.

E. The incumbent conducts or contracts for usability testing and incorporates the results of usability tests, as well as usability tests on other Web sites reported in the literature or otherwise available to the incumbent, to improve the usability of the NIH site.  In addition to usability testing, the incumbent employs user surveys and other evaluation methods to assess the Web site and implements the results to produce a Web site that is measurably easier and more satisfying to use.  When necessary, the incumbent ensures that proposed user surveys are approved by the Office of Management and Budget.

F. The incumbent keeps abreast of NIH initiatives and program changes and recommends additions or changes on the NIH site to reflect important issues, program and administrative changes. These modifications can range from minor updates to writing or soliciting new documents.  As necessary, the incumbent analyzes, edits, and clears material written by others before posting it on the Web site.  The incumbent establishes a timetable for change working with other staff or contract support staff ensures that changes to the site or the coding of new documents should be completed on time. When graphic elements are needed to accompany the material, the incumbent works with artists and designers, who produce this material under the incumbent's direction. 

G. Attends selected meetings, workshops, and symposia to learn about new trends and developments in information technology and information dissemination tools, as well as developments in biomedical research and health-related educational programs. Regularly reads press releases, newspapers, scientific journals and internal NIH reports in order to maintain up-to-date knowledge of progress in the fields of biomedical research of interest to the NIH and its publics and of what information is being communicated to the public.

H. Coordinates and supports the work of committees and work groups - contacting participants, scheduling meetings, developing agendas, prepares summary minutes and follows-up on action items. 

Factor 1. Knowledge required by the Position               FL 1-7, 1250 Points

Knowledge of World Wide Web technologies, trends, and applications and of Web site development and maintenance strategies to improve the design, functionality, and content of sites.  Knowledge of the standards for HTML coding and the principles of good Web design and usability in order to present information in effective ways that will increase the understanding and interest of target audiences with varying levels of comprehension of NIH programs, policies, and research areas.
Knowledge of the principles, methods, practices, and techniques of oral, graphic, and written

Communication; knowledge of the interests, practices, and methods of information technology and electronic information dissemination; and understanding of health-related issues to: (1) conceive and develop new approaches for the dissemination of information that enhances the public's understanding of the NIH and its activities; (2) consider and integrate diverse points of view in planning and organizing various informational materials; and (3) evaluate the effectiveness of programs and materials developed to communicate with various audiences.

Skill in Web-based design, editing, writing, research, interactive media, use of artwork and photographs, and distribution to present ideas and information in new ways that will increase understanding among various audiences with differing levels of interest in, and comprehension of, NIH programs and policies.

Skill in initiating, developing, and maintaining effective working relationships with representatives from NIH institutes and centers, information technology industry, other government organizations, and the media in order to gain their cooperation for the fullest possible dissemination of information about advances in biomedical research and NIH activities.

Skill in analyzing audience characteristics and information needs and applying the analysis to current information strategies. Ability to use all available resources as well as to conduct and/or interpret audience response to gain a realistic assessment of the level of understanding or resulting viewpoint.

Factor 2. Supervisory Controls                         FL 2-4, 450 Points

The Chief, On-Line Information Branch, Public Information Divisions, OCPL, sets the overall objectives, policies, and programs for the activities to be performed by the incumbent. The supervisor and the incumbent determine, through consultation, the various projects to be pursued and the time frames for meeting the objectives. Incumbent independently plans and carries out assignments according to guidelines and policies, resolving most issues on own initiative and interpreting policy based on the guidelines

Provided by the supervisor. The incumbent notifies supervisor of any potential problems that may reduce program effectiveness and offers constructive recommendations. Most issues are resolved, however, without the assistance of the supervisor. Incumbent's work is considered technically sound and recommendations are generally accepted. Completed work is reviewed through analysis of results achieved, objectives met or program enhancement.

Factor 3. Guidelines                                   FL 3-4, 450 Points

Guidelines include NIH and departmental policies and directives, standard communications practices and precedents, and previously encountered issues and situations. These guidelines have limited application to many of the problems or situations experienced by the incumbent or encountered in negotiations with NIH

Officials, public information officers, representatives of private industry, academia, and the media, or the general public with whom the incumbent must establish smooth working relationships. The incumbent exercises resourcefulness and initiative in using different approaches or strategies in handling, directly and through consultation, new or unique issues or situations requiring variation of standard methods or policies to deal with changing situations or emphasis.

Factor 4. Complexity                                   FL 4-5, 325 Points

The work involves developing new methods, strategies, and communication plans to convey information electronically about NIH research and supported-research and NIH policies and programs to various publics. This includes: identifying audiences; determining the most effective media to use in reaching them; developing electronic materials for Internet dissemination; establishing and maintaining effective working relationships to secure the assistance of various audiences who may be uninformed about or indifferent to NIH and its programs to facilitate the dissemination of information; and developing, on the basis of attitudes among and reactions by these audiences, recommendations for ways to communicate the

NIH message more effectively. The incumbent must evaluate shifts in public understanding of NIH programs and suggest ways to disseminate information accordingly. There are no ready means to obtain data on public understanding, so the incumbent must devise creative ways to gather feedback.

The work of the position is made more complex by the fact that information technology

changes rapidly. The incumbent must take advantage of such changes to devise innovative, creative approaches for effectively disseminating information to such audiences as those stressed by the burden of disease.

Factor 5. Scope and Effect                              FL 5-4, 225 Points

The purpose of the work is to convey accurate information through direct use of the Internet about the services, programs, policies, and functions of the NIH and the benefits of biomedical research to the American public. Thus, the work addresses the special needs of health care professionals, patients, medical researchers, members of the press, and the public. 

Factor 6. Personal Contacts                             FL 6-3, 60 Points

Personal contacts are with information technology specialists; NIH officials, public information officers, scientists, many of whom have attained national and international eminence; representatives of the commercial information technology industry, and members of the public. These contacts are not routine or of a casual nature, but involve significant interchanges of data, information, and differing viewpoints.

Factor 7. Purpose of Contacts                           FL 7-3, 120 Points

The purpose of the personal contacts include seeking the attention and cooperation of the media, professional associations and organizations, and other government agencies to promote more effective dissemination of information about NIH research and supported- research; conveying information electronically about NIH programs, policies, and activities; presenting clarifications of these areas to diverse audiences as needed; and obtaining information from scientists and program officials about research advances in order to prepare reports and other informational materials.

Factor 8. Physical Demands                              FL 8-1, 5 Points

The work is sedentary, requiring some walking and carrying of light items such as files.

Factor 9. Work Environment                              FL 9-1, 5 Points

Work is generally performed in office.

SUMMARY:

Factor 1      1250 Points

Factor 2      450 Points

Factor 3      450 Points

Factor4       325 Points

Factor 5      225 Points

Factor 6       60 Points

Factor 7      120 Points

Factor 8        5 Points

Factor 9        5 Points

Total         2890 Points = GS-12

