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Public Affairs Specialist (GS-11) 
Major Duties 
 A Public Affairs Specialist (GS-11) is responsible for planning and putting together a comprehensive public 
affairs program for the Forest Service unit they will work in. What kinds of things does a Forest Service Public 
Affairs Specialist do? 

• Planning and implementing public affairs programs 
• Making sure both the public and Forest Service employees understand Forest Service programs and 

policies  
• Putting together programs and materials to tell the public about Forest Service activities and programs 
• Coordinating efforts to involve the public in making decisions 
• Giving advice to Forest Service managers on how to get and use advice from the public  
• Planning and conducting public meetings, workshops, field trips, and other activities that get the public 

participating  
• Making presentations to the public 
• Giving advice to Forest Service managers on how the public might react to specific proposals, policies, and 

Forest Service actions. This includes giving advice on how to deal with controversial issues (like the 
spotted owl and logging) 

• Reviewing public comments in input about Forest Service issues, and tells the public how their ideas and 
comments were used by the Forest Service 

• Writing and preparing news releases for newspapers, radio, and television 
• Developing  a positive working relationship with reporters 
• Staying in contact with local congressional offices to keep them informed about programs and policies 

that affect the public they represent  
• Writing, editing and supervising the creation of publications and brochures 
• Interacting with educational community in Natural Resource Education  

A Public Affairs Specialist’s job is mostly an in-office job with some travel to the field to gather information or 
arrange for the media to cover an event. A person at this level may also supervise other employees. This can 
require monitoring employee performance, conducting performance appraisals, developing budgets, coordinating 
staff efforts, etc. 

 
A Typical Day  
 Ann spent all morning talking to different people about a controversial Forest Service proposal to dam a 
river in one of the recreation areas. After she talked to the governor’s office about the proposal, she met with a 
group of concerned environmentalists, and talked to the president of a fishing club that has members in the area. 
All these people wanted more information about the proposal. Some (like the environmental group) were already 
against it. Some favored it. Ann wants to get the word about the proposal in the newspaper so she can get a better 
idea of what the general public thinks about the idea. In order to do that, she asked an assistant to arrange for a 
meeting with the media (press, radio, and TV) in the afternoon. For the presentation to the media, she had Forest 
Service graphic artist produce some charts and photos of the area (along with a drawing showing exactly what the 
dam will look like). 
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Knowledge and Education  
 A college degree is helpful for those interested in becoming a Public Affairs Specialist. College courses that 
would be useful to take include 

• Public Relations 
• Journalism  
• Psychology 
• Advertising  
• Television  
• English  
• Public Speaking  

Career Path  
 Jobs that lead to becoming a Public Affairs Specialist (GS-11) include  

• Information Assistant (GS-6) – Helps to write, design and produce broachers, promotional materials, 
newsletters, and plans. Recommends format, pictures, and graphics to be used. Prepares newsletter 
for distribution to employees. Answers questions from visitors, telephone callers, and the media. 
Develops slide talks using slide files and taking more photographs when needed.  

• Public Affairs Specialist (GS-7) – this is an advanced trainee position leading to the next higher level 
of GS-11. This position participates in planning, organizing, and putting together public affairs 
programs. They prepare news releases for the media. They write pamphlets, brochures, booklets, and 
make presentations to different public groups. They also prepare audio visual materials and programs 
repeated use. 

  


