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POSITION VACANCY ANNOUNCEMENT 

	ANNOUNCEMENT NO: ES-05-2015
           
	POSITION TITLE: Community Outreach Specialist 

	POSITION GRADE & SERIES: ES-301-06

	SALARY RANGE: ***$62,285 Per Annum 
 ( Budgeted at $62,285 Only )                              

	TOUR OF DUTY: 8:15 am – 4:45 pm  (MAY BE REQUIRED TO WORK                    

                                 Monday - Friday   NIGHTS & WEEKENDS)                                  
	OPENING DATE:  February 18, 2015
CLOSING DATE:  February 27, 2015

	AREA OF CONSIDERATION: Open to the general public

	PROMOTION POTENTIAL:  None

	WORKSITE LOCATION:  Office of the Attorney General
                                           for the District of Columbia   
                                           Immediate Office                                    
                                           441- 4th Street, N.W.                                                                                                 
                                           Washington, D.C. 20001
	NO. OF VACANCIES:  One (1)


	DURATION OF APPOINTMENT: Excepted Service – At Will 
	

	COLLECTIVE BARGAINING UNIT: This position is not in the collective bargaining unit.
INTRODUCTION: This position is located in the Office of the Attorney General, Immediate Office and reports to the Director of Community Outreach. The incumbent is responsible for assisting the Director of Community Outreach with developing and implementing strategies to enhance the relationships between OAG, District residents, government agencies and outside organizations to accomplish the Attorney General’s short - and long-term community outreach and community engagements agendas.
MAJOR DUTIES: The incumbent will be responsible for the tasks associated with developing and implementing a plan for identifying and involving Advisory Neighborhood Councils (ANCs), civic associations, DC Public Schools, churches, and other community groups in the agency’s outreach activities. Schedules outreach activities and education programs. Ensures the development of materials including, but not limited to:  brochures, pamphlets, and presentations, regarding the agency’s functions.  Assists in all outreach and involves others from the agency as participants in a variety of informational sessions, conferences, etc., and implements new program initiatives as appropriate. Represents the agency and makes presentations to various groups and general public and participates in community relations efforts to public/private civic groups and organizations for the purpose of conveying agency information to community groups and involving the public in agency activities. Furnishes information and responds to request for data, reports, and additional personal appearances. Maintains an ongoing liaison with churches, community and government organizations, etc. for the purpose of disseminating agency promotional information and materials. Identifies community resources that will carry out, support, or participate in agency promotional activities. Serves as technical resource to groups, organizations, and other agencies for planning and scheduling agency activities. Acts as liaison between the agency, other government entities and/or the community.  Maintains log of participation and utilization of project activities.  Conducts studies, performs analysis, reviews data, and makes recommendations to management on topics and/or issues the agency should handle in its outreach efforts. Analyzes outreach activities and makes recommendations to improve effectiveness. Prepares reports to management on outreach and education activities. Reviews records, researches and analyzes applicable FOIA statute(s) and regulations; determines applicable exemptions and provides appropriate responses. Makes determinations on what records are sought in requests and determine where records are located, filed and/or stored, and which operations units are responsible for maintaining such records. Refers request to outside agencies, when appropriate. Prepares written or electronic responses within the applicable timeframe including disclosing or withholding records. Responds to requests for data, reports and personal appearances. Generates annual FOIA report for submission to the Attorney General and other applicable authorities. Reviews and analyzes appeals from denials of access to records requested under the FOIA and withheld after initial review and/or the imposition of fees and recommends the final agency decision on release/non-release of records and whether to charge, reduce or waive fees. Ensures that requesters are afforded due consideration in the amendment of records.
QUALIFICATIONS:  Bachelor’s Degree in communications, journalism, public administration, business, management, writing, English, or a closely related field, plus four (4) years of demonstrated experience dealing with community relations; OR an equivalent combination of education and/or experience sufficient to demonstrate that the applicant possesses the knowledge, skills, and abilities required to perform work in the position is required. 
SELECTIVE PLACEMENT FACTOR: Incumbent must have three (3) years of Freedom of Information Act experience, plus management prefers applicant to have some legal training.
FACTOR #1:    Knowledge of the agency, mission, its organization and responsibilities, and implementation strategies such as to be able to represent the agency in meetings or public forums. 
FACTOR #2:   Knowledge of the accepted methods, principles, practices, and techniques of successfully working in/with a community. Knowledge of and skill in applying analytical and evaluative methods and techniques to issues concerning the efficiency and effectiveness of community outreach operations.
FACTOR #3:   Knowledge of and familiarity with political organizations, social, and cultural organizations operating within Washington, D.C. and any community based agencies and organizations with which to work in disseminating information about the agency and/or serving the assigned constituency. 
FACTOR #4:    Demonstrated written and verbal communication skill and ability to prepare accurate and appropriate reports and informative or promotional information.  Skill and ability to convene and conduct effective community meetings and work with/for a variety of constituents.
FACTOR #5:   Knowledge of the District of Columbia Freedom of Information Act (D.C. Official Code 2-531, et seq.), as well as other applicable information, access laws, pertinent court cases and organizational policy. Knowledge is applied to analyze records and make evaluations as to what records, portions of records, or information may be released. 
FACTOR #6:   Ability to analyze appeals for information withheld under the Freedom of Information Act and evaluate the merit of the appeals for information denied.

***This position is subject to Domicile Requirements:  Any person appointed to this position shall be domiciled in the District of Columbia or become a domiciliary in the District of Columbia within 180 days from effective date of appointment, and shall remain a resident for the duration of the appointment. Failure to establish or maintain residency in the District of Columbia shall result in forfeiture of employment. 
HOW TO APPLY:  Candidates may apply in person, or send a completed DC 2000, Employment application for the District of Columbia Government, to the office of the Attorney General for the District of Columbia, Human Resources section, Suite 1100S, located at Judiciary Square Bldg, 441 4th Street, N.W., Washington, D.C. 20001. Candidates may send applications via e-mail to: OAG.Recruitment@DC.GOV.  Resumes are not considered job applications; therefore, a DC-2000 must be submitted to receive consideration.  Resumes will be accepted in addition to, the DC- 2000. Inquiries related to employment and job applications should be directed to Doris Roseborough, Management Liaison Specialist (202) 724-7316. To download Employment Application Form, DC-2000, visit our website at: www.oag.dc.gov.

OFFICIAL JOB OFFERS ARE TO BE MADE ONLY BY THE HUMAN RESOURCES SECTION OF THE OFFICE OF THE ATTORNEY GENERAL ONLY.
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