Performance Plan for Public Affairs Specialist

CPO#1  - Serves as the Federal Railroad Administration’s (FRA) spokesperson to ensure that FRAs goals, objectives, issues and policies are accurately communicated to the public.  

Proficient Performance Standard:

The following duties are routinely completed in a timely manner that accurately represents FRAs strategic goals and objectives.  

· Establishes and maintains effective working relationships with representatives of various news media outlets, local and state government officials, elected officials, members of the railroad industry, business organizations and citizen groups.

· Oversees arrangements with the media involving FRA activities.

· Develops and makes presentations that are designed to seek the cooperation of others in furthering organizational goals and objectives. 

· Actions taken usually increase understanding of railroad issues and policy among the public.

Targets:

· Facilitates effective communication between the FRA and the Departmental Office of Public Affairs

· Develops and maintains effective relationships with individuals with diverse interests.  
· Voice mail messages are usually responded to within 24 hours of receipt.  
CPO#2 – Develops and/or reviews written communication to external customers to ensure FRA’s goals, objectives, issues and policies are accurately communicated.

Proficient Performance Standard:

The following duties are routinely completed in a timely manner that accurately represents FRAs strategic goals and objectives.  

· Prepares and/or edits various written correspondence including:  press releases, articles, fact sheets, speeches, official statements, talking points and/or outlines.  
· Applies analytical techniques in the collection, summary and analysis of information from a variety of sources.

· Develops policy recommendations that impact FRA programs/policies and integrates diverse points of view in a communication plan to establish and maintain mutual understanding with various organizations.
Targets:

· Usually reviews and/or edits written correspondence submitted from other FRA Offices within two business days of receipt.  
· E-mails are usually responded to within 24 hours of receipt.  
CPO#3 – Coordinates external and internal information programs, activities and events to further FRA and Departmental efforts to achieve strategic goals.  

Proficient Performance Standard:

The following duties are routinely completed within established timeframes.  
· Plans, develops, and implements FRA’s external information programs and activities.  

· Conducts comprehensive public information campaigns to convey FRA programs and operations to the public.  

· Performs effective research in coordinating external information programs.  

· Performs logistical planning through communication with other parties to coordinate public/media events.  

· Analyzes the results and effectiveness of campaign programs and activities.  

· Organizes and coordinates print and broadcast media interviews for the Administrator or other FRA officials

Targets:

CPO#4 – Provides internal communication to FRA employees to enhance FRA’s effectiveness in achieving strategic goals.  

Proficient Performance Standard:
· Routinely makes sound recommendations to Senior Staff, Office Directors and other FRA employees regarding actual policy and/or proposed policy.  

· Provides consultation to FRA senior management and members of their staff to develop directions in public affairs activities to support FRA mission.  

· Gives advice to employees on handling problems and incidents related to FRA programs.  

· Develops and/or makes recommendations for the design and content of FRAs Internet and Intranet website.  

· Develops, reviews and/or edits various FRA publications.  

Targets:
