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	This plan outlines the knowledge, skills and abilities (KSAs) or competencies that have been identified as indicators of successful performance for the position identified.  The outlined KSAs or competencies have been determined to be job related, essential to performance of the job, objective, and measurable from a written application.  Three quality levels - Highly Qualified, Well Qualified, and Minimally Qualified  - are defined in order to provide examples of experience, education and/or awards to assess each level.   

	INFORMATION DEVELOPMENT SPECIALIST, GS-0301-11

	Total Number and Description of KSAs/Competencies:

	1.  Ability to create, convert, edit, and organize Web pages using Hyper Text Markup Language (HTML) documents.



	2.  Ability to manage and organize the day-to-day operations of a computer-based or Internet-based office.


	3.  Skill in coordinating multiple tasks, and working tactfully with senior officials, representatives of the media, public information officers, and others.



	4. Knowledge of the Internet, World Wide Web, and databases.



	

	

	Organization

Office of Communications and Public Liaison, OD, NIH

	Program Official Signature                                                              Date



	Personnel Management Specialist Signature                                     Date
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Information Development Specialist, GS-0301-11

	NIH, Office of the director

crediting plan

	Individual KSAs/Competencies                                                                 Number __1_ of  _4__ 

	

	Knowledge, Skill or Ability OR Competency

1.  Ability to create, convert, edit, and organize Web pages using Hyper Text Markup Language (HTML) documents.



	Operational Definition of KSA/Competency (To be completed by Personnel Specialist).  Tasks from the position description associated with this KSA/Competency.



	Weight Assigned - Importance of this KSA/Competency to the position.  Check appropriate block.

High Importance (3) _X__   Medium Importance (2) ____   Low Importance (1) ____



	Highly Qualified Level - 3 points

    General Level Description – Coded HTML using a variety of tools for special purposes some being quite complex.

    Task Examples:

Redesigned a complex document involving the extensive use of specialized codes.  Mastered the use of programs associated with Web development such as desktop publishing and graphics programs.  

Developed unique solutions in order to work-around the inherent limitations of HTML

Created a structured multi-document site that involved developing an internal navigation scheme. 

	Well Qualified Level - 2 points

     General Level Description – Coded HTML for standard documentation.

     Task Examples
Mastered the use of an HTML editing program. Familiar with programs associated with Web development such as desktop publishing and graphics programs.  

Converted a marketing or advertising brochure for a private sector company or group of companies.



	Minimally Qualified Level - 1 point

    General Level Description – Basic HTML coding skills.

    Task Examples
Is familiar with basic HTML mark-up language codes. 




Form OD-HR-5








January 2001

Information Development Specialist, GS-0301-11

	NIH, Office of the director

crediting plan

	Individual KSAs/Competencies                                                                 Number __2_ of  _4__ 

	

	Knowledge, Skill or Ability OR Competency

2.   Ability to manage and organize the day-to-day operations of a computer-based or Internet-based office.


	Operational Definition of KSA/Competency (To be completed by Business Specialist).  Tasks from the position description associated with this KSA/Competency.



	Weight Assigned - Importance of this KSA/Competency to the position.  Check appropriate block.

High Importance (3) ___   Medium Importance (2) __X__   Low Importance (1) ____



	Highly Qualified Level - 3 points

    General Level Description – Ability to organize and prepare written guidance on technical procedures that involve Internet and computer-based operations.  Ability to systematize office procedures and guide others in complex computer-based tasks. 

    Task Examples
Documented and prepared detailed standard operating procedures for a variety of tasks.

Developed new procedures to improve operations in an office that makes heavy use of the Internet as a communications medium.  

Helped develop and maintained a database system to support office operations.



	Well Qualified Level - 2 points

    General Level Description – Ability to organize and prepare written guidance on technical procedures.   Ability to serve as a knowledgeable resource on computer problems. 

Task Examples

Created and organized a filing system for a medium, sized office. 

Solved many common and some complex computer problems that hindered the work of fellow employees. 

Maintains a database system to support office operations.



	Minimally Qualified Level - 1 point

General Level Description – Ability to organize and prepare written guidance. Ability to verbally communicate effectively. 

Task Examples
Created and organized a filing system for a small office. 

Solved common computer problems that hindered the work of fellow employees. 
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Information Development Specialist, GS-0301-11

	NIH, Office of the director

crediting plan

	Individual KSAs/Competencies                                                                 Number _3_ of  _4__ 

	

	Knowledge, Skill or Ability OR Competency

Skill in coordinating multiple tasks, and working tactfully with senior officials, representatives of the media, press officers, and others.



	Operational Definition of KSA/Competency (To be completed by Business Specialist).  Tasks from the position description associated with this KSA/Competency.



	Weight Assigned - Importance of this KSA/Competency to the position.  Check appropriate block.

High Importance (3) ___   Medium Importance (2) __X__   Low Importance (1) ____



	Highly Qualified Level - 3 points

    General Level Description – Demonstrated ability to manage multiple, high priority projects with senior staff on many levels concerning sensitive issues affecting the agency. 

    Task Examples
Flawlessly managed several time-critical projects concurrently and was able to then manage additional high-priority tasks that were assigned for immediate action.

Caught errors and worked with senior level officials in order to clarify problems on important agency-wide public information products. 

Can independently answers media and public inquires



	Well Qualified Level - 2 points

    General Level Description – Demonstrated ability to manage high priority project with senior staff on many levels concerning sensitive issues affecting the agency. 

    Task Examples
Managed several time-critical projects concurrently.

Worked with high-level officials in order to clarify issues on important agency-wide public information products. 



	Minimally Qualified Level - 1 point

    General Level Description – Can manage a single high priority projects with other staff on important issues. 

    Task Examples
Managed an important projects 

Can answer some media and public inquires
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	Individual KSAs/Competencies                                                                 Number __4_ of  _4__ 

	

	Knowledge, Skill or Ability OR Competency

Knowledge of the Internet, World Wide Web, and databases.



	Operational Definition of KSA/Competency (To be completed by Business Specialist).  Tasks from the position description associated with this KSA/Competency.



	Weight Assigned - Importance of this KSA/Competency to the position.  Check appropriate block.

High Importance (3) ___   Medium Importance (2) __X__   Low Importance (1) ____



	Highly Qualified Level – 3 points

    General Level Description – Conducted Internet research and managed database systems.  Has knowledge of Web technology. 
    Task Examples

Used a variety of Web based search tools and techniques, such as Boolean operators in conducting internet research.  

Worked with team of computer specialists in successfully designing and launching a Web site designed to convey important and/or sensitive program/organizational information.

Made recommendations on applying new Web technology to provide a solution to a Web site problem.



	Well Qualified Level - 2 points

    General Level Description – Assisted in developing design ideas and monitoring the production of materials for a Web page.

     Task Examples
Gathered and organized information for draft documents for an organization’s web page.

Suggested approaches for the presentation of information materials on a web page.



	Minimally Qualified Level - 1 point

    General Level Description – Edited and converted Web documents using a personal computer and standard Web software applications.

   Task Examples
Has completed training in the use of the Internet and the World-Wide Web. 
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