INFORMATION/VIDEO TELECONFERENCE SPECIALIST
NH-1001-II (GS-11)
At this level the Specialist is responsible for independently presenting and promoting programs and activities through visual aids and written publications. Works under the general direction of the supervisor. The supervisor sets the overall objectives and in consultation with the employee and determines time frames and resources. The incumbent independently plans and carries out the work assignment; interprets established regulations, policies, and procedures in conformance with established mission objectives and goals. The employee resolves most conflicts and informs the supervisor of potentially controversial matters. The work requires knowledge of two or more series (e.g. audiovisual, writing & editing, visual information) where no one series is predominant. The work requires use of a wide range of principles, practices, methods, and techniques for communicating information. This typically includes knowledge of all phases of written or visual communications. It also requires knowledge of related information, previously released by the organization and knowledge of publishing concepts, practices, standards, and technologies for the media used. 

The incumbent is responsible for independently editing, writing, developing the layout, and publishing the final Command newsletter. Coordinates special events. Develops visual aids and printed publications. The employee operates the Video Teleconference Facility (VTC). The incumbent advises command personnel on determining the appropriate audiovisual and presentation techniques and operational requirements. 

Please select the paragraph below if the incumbent serves as a supervisor.
___Performs the full range of administrative and technical supervisory duties. Responsible for understanding and actively supporting the Command’s Affirmative/EEO Program; ensuring EEO principles are reflected in all aspects of personnel management. Assigns work and establishes priorities; evaluates performance of subordinates; give advice, counsel and/or instruction to subordinates on both work and administrative matters; interview and recommends selections of candidates for position, promotions and reassignments, hears and resolves complaints from subordinates. Exercises full authority as a member of the pay pool management, in assessing contribution and preparing statements of duties and experience for Demonstration employees.

Please select the following if the incumbent serves as a team leader on a regular basis leading three or more employees.
___Serves as a team leader providing guidance and direction to team members.
