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| NTRODUCTI ON

This position is located in the Protocol Ofice, Admnistrative
Qperations Division, Ofice of the Chief of Staff for the

Simul ation, Training and Instrunentati on Command (STRI COM,
which is a Major Subordi nate Command (MSC) of the Arny Materi el
Command (AMC). The mission of STRICOMis to devel op, produce
and sustain training devices, sinulations and sinulators, test
and training instrunentation, threat sinmulators, targets and
related products and services. The position serves as an action
of ficer for Public Affairs and Protocol functions.

MAJOR DUTI ES

1. Plans and coordinates visits of international and donestic
visitors. Position is responsible for orienting visitors to
foster favorable inpressions of command activities and
personnel . Follows policies and any specific requirenents of

t he Commandi ng General to insure proper

managenent of the VIP visits. Plans and organi zes tours,
denonstrations, conferences, and trips (e.g., to local or
state industrial facilities) including planning for |ogistical
requi renents.

Exam nes current topics of interest and devel ops information
packets that would be of interest to the visitor. Develops a
basic plan for each visit. Serves as the planner for casual and
formal command functions involving cerenonies, banquets,
| uncheons, and receptions. Protocol functions include but are
not limted to establishing date, |ocation, nenu, invitations
and RSVP accountability, applicable entertainnent, table and
seating arrangenents, receiving line, flags, VIP courtesies,
phot ogr aphy scheduling and col |l ection of nonies. Provide
accounting for any nonies collected. Plans and nanages speci al
events and cerenonies for the Commanding O ficer. Events
i ncl ude Change of Conmmands, Retirenents and Award cerenoni es,
Commander's Calls, Dining Qut's, and other events as assi gned.
40%
2. Arranges for Conmand representatives to speak to |oca
civic or service groups. Inforns |ocal community of activities
t hrough various nedi a avail abl e. Supports the Command' s
Communi ty Rel ati ons program

Organi zes, prepares and publishes printed and graphic materials
or video products required to informcustoners, suppliers,
Command Staff and others on key matters involving projects,
products and ot her newsworthy itens which affect STRI COM

organi zation. Collects relevant materials, docunents and dat a,
and works independently or with nedia experts to devel op
products. Interacts with governnent/non government agencies as
wel | as broadcast and print nedia. Manages or assists at



various nedia events such as press conferences, nedia days,
Armed Forces Day, Open House events and ot her events as
assigned. Reviews and rel eases information for Public Rel ease.
Wites articles or information papers as required.

40%

3. Action officer for special projects as assigned. Analyzes
and resol ves problens as they occur. Researches information
required to acconplish special projects which require input
fromD rectors and Project Managers. Plans and nanages
conferences and neetings as assigned by the SGS or Chief of
Staff interfaces wth high | evel conference sponsors,
est abl i shes agendas, generates display materials, organizes
staffing plans, establishes and executes public affairs and
protocol plans. Exercises initiative and sound judgenent in
pl anni ng, coordi nating, and conpleting work within current
policies and constraints.

20%
Performs other duties as required.

FACTOR 1. Know edge required by the position

Know edge of nethods of nanagenent analysis to conpl ete broad
projects or assignnents under the control of the Chief of Staff

and the SGS. Must have skill in collecting and anal yzi ng
information and redirecting inputs to generate final form
reports, surveys, information papers and publications. Skill in
witten and oral communi cations. Know edge and skill sufficient

for devel oping and inplenenting policies and procedures
concerning visits and visitors and establishing protocol
requi renents for official functions for the conmand.

Skill in establishing and nmai ntaining effective working

rel ati onshi ps with personnel in the Headquarters, Departnents
of the Arny and other MSCs in order to provide protocol

assi stance i n acconplishing objectives.

Know edge and skill sufficient for conducting conferences and
identifies problens, issues, and goals.

Skill in applying tact and di pl omacy to preclude enbarrassing
situations.

Know edge and skill sufficient for interacting with visitors
and nedia in explaining the organization's prograns, objectives
and policies and obtaining the group's reaction to information
pr esent ed.

Know edge and skill sufficient for establishing and mai ntaining
effective working relationships with groups



when organi zing retirenments, conferences and other functions.
FACTOR 2. Supervisory Controls

The supervi sor determ nes objectives, priorities and deadlines
of assignments and assists the incunbent with unusual or
controversial problens or issues. The incunbent independently
carries out the various prograns. Problens arising are resol ved
according to established policies and procedures. Assignnents
are reviewed for technical accuracy, appropriateness, and

conf ormance to program obj ectives. Recomrendations are
general ly accepted as technically correct.

FACTOR 3. Cuidelines

Quidelines in the formof policies and regulations from
STRICOM AMC, DA and DOD and precedent situations apply
directly to sone aspects of the program but nost assignnents

i nvol ve new aspects for which no clearly applicable precedents
exi st or guidelines are too broad for specific application.

| ncunbent uses seasoned judgenent in applying guidelines and
devel oping interpretations regardi ng approaches to be taken in
achi eving objectives.

FACTOR 4. Conplexity

The work includes duties requiring the application of protocol
and public affairs policies and procedures, specifically to
visits, visitors, and nedia representatives, using a variety of
approaches and net hods. The i ncunbent determ nes priorities and
provi des assi stance as needed in neeting requirenments and

obj ectives. The work requires using a variety of oral and
witten nmethods and techniques in inplenmenting prograns.

FACTOR 5. Scope and Effect

Pur pose of the work is to devel op and i npl enent protocol and
public affairs policies and procedures. Wrk contributes to the
i mge of STRICOM AMC and DA with the reception of high-ranking
international and US visitors (mlitary and civilian), and
nedi a representatives.

FACTOR 6. Personal Contacts

Contacts are with personnel within STROCOM HQ AMC, HQ DA, DOD
as well as visiting international dignitaries and nedi a
representatives invol ving non-routine interchanges of data and
i nformation.



FACTOR 7. Purpose of Contacts

The purpose of the contacts is to coordinate activities or
advi se managenent officials on techniques and approaches for
the command or to provide information about the conmmand.
FACTOR 8. Physical Demands

The work is primarily sedentary although sone occasions involve
bei ng outdoors in natural settings.

FACTOR 9. Work Environment

The work is primarily perforned in an office setting.



