

INTERNATIONAL STUDENT INFORMATIONAL PROGRAM COORDINATOR

GS ### 12

Citation 1: OPM PCS PUBLIC AFFAIRS SERIES, GS -1035

Citation 2: RECREATION SPEC SERIES, GS-188, JUN 82

Citation 3: OPM PCS MISC ADMIN & PROGRAM SERIES, GS-301, JAN 79

Duties:

This position may have a specific leadership training requirement.  Prior to use, a training survey must be filled out.

MAJOR DUTIES

The primary purpose of this position is to plan, develop, and execute the Informational Program for the SATP.  It includes exposing International Military Students and their dependents to cultural, educational, and social programs, tours, and activities that provides a balanced view of American society, our way of life, our commitment to democratic government and support of human rights. 

1.Plans, develops, and conducts the Department of Defense/DA  Informational Program designed to give

the IMS a balanced understanding of American society, institutions, judicial systems, political parties, press and  media, diversity of American life, roles of women and minorities, agriculture, public and social welfare, and human rights. Designs a dynamic and continuous program for an annual average of 200 plus IMS and  dependents from over 65countries representing a large variety of cultures, religions, races, and languages. Formally briefs new IMS on the aspects of the DoD Informational Program.

a. Recruits volunteer civilian and military sponsors for IMS and their dependents through contact with unit

commanders, civic clubs, community leaders, and news media. Monitors all sponsor programs, to include the

military in-class sponsor program; recommends changes, if needed, and assists in making them appropriate to

each situation. Provides information and guidance to sponsors relative to religious, cultural and social beliefs and customs of different countries. Performs and participates in frequent after-duty hour speaking engagements at local schools, churches, and civic groups. Also, performs media appearances in connection with IMS training in order to recruit civilian sponsors from within the local communities.

b. Develops, arranges, and participates in annual social functions, graduations, protocol activities, and

Informational Program tours, taking into consideration IMS training schedules. Selects, coordinates, and conducts local educational field trips for groups up to 90 IMS for the purpose of augmenting classroom instruction and to meet program objectives. Field trips include plays, concerts, sporting events, historical sites, TV stations, state government, and industry tours, etc. Arranges long distance multi-day tours to areas within a 500 mile radius. Is responsible for the well being of all participants on the tour. Serves as tour director, escort or host/hostess for approved activities including the six-day Department of the Army School Tours (Washington, D.C.) for all IMS attending the Special Forces Detachment Officer Qualification course.  Arranges for local orientation tour of neighboring civilian communities for international students and dependents such as visits to local city government centers, businesses and industries, and educational and cultural facilities. Informally briefs students on the aspects of each tour, to include climate, attire, objectives, duration, and other relevant aspects.

C. Arranges media appearances and speaking engagements for IMS and dependents in order to expose the

military and civilian communities to the customs, beliefs, and functions of allied nations as represented by    IMS. Assists accompanied IMS in obtaining family quarters, suitable schools for their children, English language classes for wives and takes care of other requirements connected with dependents. Serves as public relations representative for International Military Student Office, to include close coordination with PAO. Plans annual social functions and informational program tours taking into consideration class and training schedules. 60%

2. Plans, manages and executes the Informational Program Budget based on student load. Maintains records in

order to monitor expenditures in excess of $75,000. Method of expenditure of IP funds is dependent on local use of IMPAC and or Unit Travel Credit cards, Class A Agent/Ordering officer or other means of funds expenditure. Is responsible for ensuring funds are available and local purchase authority exists for the transaction. 

Prepares quarterly, semi-annual and annual Informational Program Reports to HQ, TRADOC of all IP activities, to include FMS (Foreign Military Sales) and IMET (International Military Education and Training) breakdown and cost. 

30%

3.Creates, copies, edits, calculates, revises, retrieves, stores and prints a wide range of documents in final form

in support of IP program (e.g., correspondence, reports, graphs, statistics, mailing labels., tables, etc.). 

10%

Performs other duties as assigned.

Incumbent must maintain a valid drivers license and operate a 15-passenger van.

 Factor 1.Knowledge Required by the Position - Level 1-7, 1250 Points

a. Ability to competently and independently carry out continuing Informational Program of cultural, educational, and social programs, tours, and activities for International Military Students (IMS) and their dependents.  

b. Broad knowledge and understanding of the individual elements of the DOD Informational Program to include methods and processes, the varied needs and cultural differences of the IMS, which knowledge enables the employee to  plan and conduct an enhanced variety of activities, tours, and functions to support the program.

c. Skill in the application and utilization of such knowledge in planning and carrying out the Informational Program in order to achieve required objectives as well as serve the needs of the IMS and their dependents. Skill and ability to deal effectively in situations requiring cross-cultural communications. 

d. Knowledge of word processing, database, spreadsheets & publishing software.

Factor 2. Supervisory Controls-- Level 2-4 - 450 Points

Works under the administrative supervision of the Chief, IMSO.  Receives guidance of general nature.  Policies and guidelines are established at higher headquarters, but require the incumbent to develop and tailor programs to the geographic, social and economic conditions existing within the local community. Performance is evaluated in terms of results attained and measured against the Informational Program guidelines. Recommendations concerning the IP are generally accepted by Chief, IMSO. The supervisor does not make specific assignments, but defines broad objectives, sets certain priorities, and 

Factor 3. Guidelines - Level 3-4 - 450 Points

Guidelines, in the form of policies and directives from DOD and DA and precedent situations, are broadly stated and of limited use in applying them in specific situations. 

The incumbent uses ingenuity and seasoned judgment in developing new methods or strategies to solve problems not previously encountered.  

Factor 4. Complexity - Level 4-5 - 325 Points

Assignments include planning, synthesizing and directing the actions of the IP program plus responsibility for insuring all internal coordination and staff actions are completed in a timely manner.  This involves dealing directly with a wide variety of individuals, organizations and community groups.

Decisions regarding what needs to be done involve analyzing the scope and complexity of the issue and determining the most effective approaches to employ in resolving them to achieve DOD IP program objectives.

Factor 5. Scope and Effect - Level 5-4, 225 Points

The incumbent's duties are directly related to the success achievement of the Security Assistance Training program. Specifically, the Informational Program which is part of the congressionally mandated program designed in part to foster good will between the US and the often-influential international officers. The program is executed by providing a balanced understanding of US society, institutions, and ideals and support of democratic society and human rights through the various activities, field trips, and tours conducted. The position is highly sensitive in nature and improper judgements may impact at local, TRADOC, or DOD levels.

Factor 6. Personal Contacts - Level 6-4, 110 Points

Contacts are on a daily basis with co-workers, department heads of installation organizations, unit commanders, political officials, civic and social leaders, industry executives, TRADO/SATFA staff members, embassy attaches and consulates, in addition to daily contact with international officer students in the grade of enlisted  to general officer general.

Contacts with other installation personnel are to coordinate and obtain required support for program initiatives and objectives; contacts with volunteers, business and civic leaders are to solicit support for the cultural and social aspects of the program. 

Factor 7. Purpose of Contacts - Level 7-3 - 120 Points

Purpose of contacts is to obtain cooperation and assistance in planning and developing the  DOD IP program and related activities.  DA level contacts are necessary to stay abreast of latest policy and planning guidance so that it can be applied to the IP.

Factor 8. Physical Demands - Level 8-2 - 20 Points

Work involves long periods (three hours or more) of standing, walking, stopping and bending during IP activities.  Nonstandard duty hours are routine.  Multiple functions and weekend requirements are common.  Incumbent must observe safety precautions at industrial areas that involve risks or discomforts.  Requires extensive travel on both local and long distance trips that range from one to seven days in duration.  The incumbent must lift items up to 50 lbs, in preparation for IP activities.

Factor 9. Work Environment - Level 9-2 - 20 Points

Work environments vary, involving everyday risks or discomforts, but due to the nature of the IP activities, the incumbent is required to visit manufacturing, industrial, agricultural and rural areas that involve risks which require safety precautions beyond that of a atypical office environment. Incumbent is frequently required to spend full days out of doors while organizing or participating in various IP activities and tours. 

TOTAL POINTS 2970

(2755-3150 = GS 12)  

