Information Development Specialist
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  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 plays a key role in the operation of this site and supporting OCPL’s role as a leader in the use of  computers as communication tools.   Using the Web site as a communication channel, the incumbent carries out a variety of operational and technical assignments in support 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. The incumbent develops new products, refines and adapts existing products, organizes, reviews, and uploads information associated with the NIH programs, activities, and accomplishments; responds to inquiries sent to the NIH Home Page; assists in the operations of the On-line Information Branch and works with works with other NIH offices and committees in coordinating the orderly operation of communications activities assigned to the On-line Information branch. 

Major Duties and Responsibilities
•Oversees the program for developing and maintaining the NIH Home Page on the World Wide Web through the Internet.  Is lead OCPL staff person for uploading and converting electronic information on the NIH Home Page server.  Determines appropriate hypertext links based on audience and audience needs.  Completes other electronic or computer communications projects for OD/OCPL.

•Creates new and original Web-based products that are designed to reach special audiences. Makes recommendations on ways to improve and enhance existing products.

•Analyzes existing communications procedures in order to develop more efficient operations for the On-line Information Branch.

•Translates material from final printed form to final electronic form, collecting, organizing and designing it, and writing and editing sections to make documents appropriate for electronic format.

•Provides direction and guidance to other staff in OCPL and OD concerning Web-based communications activities. 

•Develops and maintains standard operating procedures manuals for all facets of daily operations of the On-line Information Branch.

•In planning materials, employee considers audience, subject, depth and breadth of information to be covered, presentation and form.  Multiple sources of information and media are used, including information interviews with appropriate technical advisers.

•Searches World Wide Web sites to keep NIH Home Page links current and accurate and to keep abreast of current trends and protocol on the Internet.  Reviews electronic news media services and determines which reporters’ queries are relevant to NIH programs.  Responds appropriately.  Seeks out and attends meetings, seminars, lectures, and courses in order to gain new knowledge in the area of communications techniques and practices.

•Develops, drafts and clears policies and procedures regarding electronic representation and communications on the World Wide Web (WWW).  Develops and maintains constructive working relationships with NIH staff and administration for the purpose of communicating NIH policies and ensuring cooperation on issues relating to the WWW.

•Responds to inquiries from Congress, other Government agencies, news media and professional and lay individuals and voluntary organizations.  Directs queries to other sources as necessary and responds directly when possible.

•Proofs and edits all materials ensuring proper grammar, syntax, and spelling.

•Maintains good communication with other NIH Institutes, OD Offices, and other agencies of the Department, and voluntary health agencies to stay abreast of policy and organizational developments.  The position also requires ability to deal tactfully with Government and non-Government personnel at all levels.

•Performs other related duties as assigned.

Factor 1 - Knowledge

Knowledge of the principles, concepts, and methods of written and oral communication and skill in applying principles and using methods in developing and disseminating information about the organization’s programs and activities to the general public through the appropriate print and electronic media. Knowledge of Web-based communications’ principles, practices, and guidelines and the ability to apply and adapt these concepts in novel ways in order to address specialized communications needs.  


Skill in HTML editing and HTML editing applications such as Macromedia’s Dream weaver and other text based editors.


Ability to use other Web-based applications such as browsers, search engines, plug-ins, and graphics editing applications. 


Skill in effectively interacting with news media representatives.


Skill sufficient for establishing and maintaining effective working relationships with groups interested in or affected by the NIH programs and policies.


Ability to maintain a good working relationship with voluntaries and other private organizations.


Ability to respond to information requests from the news media, members of Congress, the White House, health professionals, and patients and their families.

Factor 2 - Supervisory Controls

Incumbent works under the direction of the Chief, OLB, OCPL, who provides policy guidance and defines the objectives, priorities, and deadlines of assignments and assists incumbent with unusual or controversial problems or issues.  Incumbent independently plans and carries out work recurring assignments and projects and disseminates informational materials in accordance with established policies, procedures, and previous experience.  Incumbent independently proposes initiatives and improvements and, with supervisory approval, plans and carries them out.  The Chief, OLB, OCPL, reviews completed work only when necessary for technical accuracy, conformance to policy requirements, and overall effectiveness in meeting program and mission objectives.

Factor 3 - Guidelines

Guidelines consist of OD, NIH, PHS, DHHS, and government-wide policies, directives, and regulations, operating instructions, specialized Web best-practices, principals of HTML page design, and-based and public affairs manuals. Incumbent utilizes and follows the procedures of the Government Printing Office (GPO) for quality attributes for on-line and printing inspection and quality assurance.  Incumbent independently exercises judgment in selecting, interpreting, and applying guidelines to specific situations, and modifying and adapting them to meet unusual cases.  Incumbent implements new or improved procedures based on individual initiative with wide latitude for independent judgment.  Deviations are referred to the supervisor for resolution.

Factor 4 - Complexity

Incumbent oversees the operation and maintenance of several critical areas of the NIH Home Page on the World Wide Web through the Internet.  Assignments involve retrieving information materials and disseminating them using standard written and communication practices and techniques and analyzes needs and determines most appropriate approach.  Incumbent determines the most appropriate communication methods and techniques to achieve information needs of the public.  Based on analysis, recommends changes in the design or dissemination of informational materials.


Work is complex due to the nature of the printing and emerging nature of electronic publishing processes and the variety of materials produced.  Incumbent works with highly technical computer systems, sophisticated software, and intricate electronic we-based composition and layout technology.  Adding to the complexity of the position are the demands created by being responsive to the needs of the Director, NIH and other senior agency staff. All activities are deadline driven and non-deferrable, placing unavoidable demands on the incumbent for personal reliability and good judgment.  In the area of electronic dissemination of information, incumbent is expected to seek out and attend appropriate workshops, training, and symposia to keep up to date with the latest techniques in the field.

Factor 5 - Scope and Effect

The work of the position has a significant impact on the programs and perceptions of the NIH.  Materials produced by the incumbent are distributed to the general public, scientists, and health professionals as well as to members of Congress and other high-level government and industry officials and the news media.  The work of the position affects dissemination activities within the agency, and organizations outside the Federal Government.


Purpose of the work is to translate NIH-related informational materials and research results into final electronic form; collecting, organizing, and designing it; and writing and editing sections to make documents appropriate for electronic format on the Home Page of the World Wide Web through the Internet.  Purpose is accomplished by direct contact with the public and by working with the media and representatives of health and scientific organizations having communication links with the NIH’s target audiences. 

Factor 6 - Personal Contacts

Contacts include DHHS, PHS, NIH, and OD staff, writers, editors, designers, printers, support specialists and program officials both inside and outside the government, health and scientific professionals, representatives of the print and broadcast news media, and private sector individuals and/or trade organizations affected by the agency programs.

Factor 7 - Purpose of the Contacts

Contacts are for the purpose of collecting and disseminating health-related informational materials pertinent to the organization’s programs, objectives, and goals, and exchanging information to perform the job effectively and to keep informed of OHRR objectives and activities.  Contacts with printing and support service contractors are for the purpose of procuring and monitoring the delivery of products and services.

Factor 8 - Physical Demands

Work is primarily sedentary with special demands for spending long periods of time at a computer terminal.

Factor 9 - Work Environment

Work is performed in a typical office setting, which involves normal, everyday risks and discomforts with occasional visits to design and printing facilities.

