Preliminary Media & PR

Primary COI Competencies
0170 History Series

Skill Level I (Grade Level 5-9)

· Knowledge of military history with a working knowledge of the history of the USMC.

· Knowledge of archival methods as they apply to historical records, and with the methodology and techniques of historical publications.

· Ability to conduct research and prepare and present findings and recommendations orally and in writing.

· Ability to describe basic military operations, training, personnel and logistical problems, and administrative developments.

· Ability to unearth historical information, test this information for accuracy, and interpret it properly.

*Certification: Security clearance may be required.

**Academic:     Positive education requirement.

Skill Level II (Grade Level 11-14)

In addition to Level I skills, positions at this level require the following:

· Knowledge of military history with an in-depth knowledge of the history of the USMC.

· Knowledge of archival methods as they apply to historical records, and with the methodology and techniques of historical publications.

· Knowledge of the principles, methods, practices, and techniques of communication to function as a technical authority on military history.

· Ability to develop written materials to convey information, interpretations and conclusions in fully documented special and current studies and in published works.

· Ability to describe complex military operations, training, personnel and logistical problems, and administrative developments.

· Ability to unearth historical information, test this information for accuracy, and interpret it properly.

· Ability to organize, and execute a large and complex research and writing project with a minimum of guidance.

*Certification: Security clearance may be required.

**Academic:     Positive education requirement.

1001 General Arts and Information series

Skill Level I (Grade 5-9)

· Knowledge of substantial body of general arts and information program principles, concepts, policies, and objectives.

· Ability to analyze and evaluate a variety of general arts and information procedures, processes, policies and/or programs.    

· Ability to apply complex fact-finding analytical and problem-solving techniques.

· Ability to prepare and present findings and recommendations orally and in writing.

· Ability to influence others when implementing new ideas and concepts.

· Ability to gain acceptance of recommendations regarding controversial issues.

*Certification: Security clearance may be required.

Skill Level II (Grade Level 11-15)

In addition to Level I skills, positions at this level require the following:

· Knowledge of an extensive body of rules, guidelines, regulations, and precedents pertaining to specific general arts and information programs.

· Ability to prepare clear and concise reports/studies based upon in-depth analysis.

· Ability to provide substantive recommendations to specific general arts and information program areas based upon extensive research.

· Ability to use various automated programs to produce work products.

· Knowledge of the principles, methods, practices and techniques of communication to function as a technical authority in the specific general arts and information program areas.

*Certification:  Security clearance may be required.

1015 Museum Curator Series

Skill Level I (Grade Level 5-9)

· Knowledge of museum principles, practices, methods and techniques related to the collection, organization and presentation of exhibits.

· Ability to plan, coordinate and promote museum exhibitions and educational programs.

· Ability to conduct detailed research in order to collect, tabulate or summarize information from various sources to prepare bibliographies, draft responses to inquiries or obtain specific information.

 **Academic: Positive education requirement.

Skill Level II (Grade Level 11-15)

In addition to Level I skills, positions at this level require the following:

· Extensive knowledge of museum administration, exhibition, research, and educational and public service concepts in order to meet short- and long-range program goals.

· Ability to plan and develop policies regarding large exhibitions and allocate resources and funds in support of multiple museum programs.

· Knowledge of the principles, methods, practices and techniques of communication to function as a technical authority on museum curator functions.

**Academic: Positive education requirement.

1016 Museum Specialist and Tech Series

Skill Level I (Grade Level 2-6)

· Knowledge of routine procedures for handling museum collection material, records, storage and display methods and a practical knowledge of the classification system used in the collection.

· Knowledge of the particular subject matter specialization (e.g. geography, general science or biology, chemistry or physics, American or European history, archeology art, etc.)

· Knowledge of specialized subject pertaining to the collection where assigned.

· Knowledge of museum procedures, necessary techniques, required tools and materials, and the ability to use them.

Skill Level II (Grade Level 7-12)

In addition to Level I skills, positions at this level require the following:

· Extensive knowledge related to the specialization involved (i.e., the research methods related to the collection, the conservation techniques necessary to collection objects, the general scientific or historic knowledge represented in the museum, the procedures and methods used in the management of the collection or the operation of the museum.

· Knowledge (depending on the specialization) in the techniques of chemistry or physics, biology, cultural history, archeology or ethnology, geology, art, or any other field of learning.

· Ability to design complex museum collections using mastery of related the museum operating procedures.

· Ability to perform extensive research, develop bibliographies, and make presentations as the technical expert in the field.

· Ability to develop and operate a large educational program involving traveling exhibits, formal courses, lecturing services, etc., in a major museum.

1020 Illustrating Series

Skill Level I (Grade Level 5-9)

· Knowledge of a variety of methods and technologies and the materials used to produce layouts or illustration produces.

· Ability to depict images that best meet the target audience’s mission requirements.

· Skill in working with either a variety of art media, such as pen and ink, pencil, tempra, wash, oils, acrylics, airbrush, and computer generated graphics to depict a variety of general and technical subjects.

· Knowledge of a wide range of general subject matter to render illustrations as specified.

*Certification:  Security clearance may be required.

Skill Level II (Grade Level 10-13)

In addition to Level I skills, positions at this level require the following:

· Knowledge of state of the art principles and techniques for complex layouts or illustrations.

· Ability to create original designs, concepts, or visual styles for publications, exhibits or presentation materials to produce the desired image or idea for the intended audience.

*Certification:  Security clearance may be required.

1035 Public Affairs Series

Skill Level I (Grade Level 5-9)

· Knowledge of communication principles, methods and techniques in order to apply this to the development of public affairs campaigns that convey information to selected audiences interested in or affected by Marine Corps programs.

· Ability to interact and deal with a variety of individuals including news media representatives, state and local government officials, and Marine Corps program managers.

· Ability to analyze programs and identify the characteristics of target audiences and determine the most effective communication techniques to use in reaching the public.

· Ability to present information orally in a logical and clear manner to explain programs, projects or activities to individuals.

*Certification:  Security clearance may be required.

Skill Level II (Grade Level 11-14)

In addition to Level I skills, positions at this level require the following:

· Mastery of the principles, methods, practices and techniques of communication to function as the Marine Corps’ technical authority.

· Ability to develop written materials to convey information concerning complex programs and functions to publics having diverse levels of understanding of the Marine Corps’ programs and activities.

· Ability to respond orally to criticism of the Marine Corps’ functions or performance to logically and effectively explain programs, functions and activities and gain understanding of the Marine Corps’ efforts by concerned individuals.

· Ability to establish and maintain effective working relationships with individuals and groups interested in or affected by programs.

· Ability to evaluate the effectiveness of the public affairs program, analyze feedback from the media and general public, and develop recommendations to improve internal operations and enhance the overall public affairs program.

*Certification:  Security clearance may be required.

1060 Photography

Skill Level I (Grade Level 7-9)

· Knowledge of basic photographic composition in positioning subjects, arranging backgrounds, and selecting camera angles and views to achieve aesthetically pleasing results.

· Knowledge of the capabilities, limitations, compatibilities, and operation of a variety of standard and specialized cameras, including electronic still imaging, and accessories, including different films, filters, diffusers, lenses, and lights. 

· Basic knowledge of specialized subject matter terminology to understand instructions about what features of an object to photograph or emphasize. 

· Ability to apply a range of complicated techniques to photograph different types of subjects under varying environmental conditions.

· Knowledge of developing, copying, and printing processes.

· Skill in operating a variety of manual and automatic photographic laboratory equipment to assess the condition of source materials, make requisite adjustments in processing methods, and apply processing and printing quality control procedures. 

· Knowledge of the working characteristics of photographic chemicals and solutions, the effect of solution and air temperature on processing, and the interaction between a variety of chemicals and photographic films and papers.

· Ability to process a range of photographic products that are tailored to achieve proper contrast, density, and color.

Skill Level II (Grade Level 10-11)

In addition to Level I skills, positions at this level require the following:

· Comprehensive knowledge of the capabilities and limitations of specialized photographic equipment, films, and processes to adapt equipment to compensate for physical stresses and special wiring requirements. Comprehensive knowledge of specialized photography requirements, such as high-speed cameras, special films, wired or photoelectric triggering mechanisms, or other specialized equipment or techniques to complete assignments requiring unusually high degrees of detail, critical timing, or critical focus. 

· Knowledge of the operations or characteristics of a specialized subject matter field, such as anatomy, forensic science, or a category of technical equipment, or of a program area or topic being depicted to plan the photographic coverage of subjects, events, or activities. 

· Knowledge of the organization, the photographic objectives, and viewer reaction to various types of images to select or stage scenes and events that will evoke the desired responses.

· Knowledge of the physical and chemical properties of unusual archival materials, such as glass plate negatives, nitrate film, diazo prints, and lanternslides, to generate photographic reproductions. 

· Knowledge of the compatibility with modern equipment and chemicals, and the specialized techniques used in handling them to repair and print from damaged, fragile, or deteriorated source media. 

· Ability to operate special-purpose or high-precision photographic laboratory equipment to adapt standard procedures, techniques, and processes in processing film, and resolve difficult or unusual problems related to the enhancement or correction of photographic images.

1071 Audiovisual Production Series

Skill Level I (Grade Level 5-9)

· Knowledge of the processes, methodologies, personnel, equipment, and related requirements involved in planning and carrying out the steps necessary to produce well-precedented kinds of audiovisual productions, develop production schedules, coordinate staff activities, and make normal kinds of administrative and logistical arrangements.

· Knowledge of commonly used sources of audio-visual talent and special effects, such as casting lists, music libraries, stock footage, and post-production services, to acquire the elements needed for a completed audiovisual production.

· Knowledge of program objectives and directing skills to direct the production activities of a small television production crew and cast, in operating standard radio broadcast and recording equipment, or composing and directing prerecorded programs that consist largely of voice narration and involve minimal rehearsal or special visual, sound, or dramatic effects.

· Knowledge of contracting procedures and legal requirements to develop contract specifications for specific kinds of audiovisual services through competitive contract and acquisition channels.

Skill Level II (Grade 11-13)

In addition to Level I skills, positions at this level require the following:

· Mastery of the methods, techniques, and practices associated with the development of original television or motion picture productions, ability to apply this knowledge to the design of highly complex, large-scale projects. 

· Ability to conceptualize and design productions where there is no established format or where obstacles exist to traditional approaches, program content, and treatment of the subject. 

· Knowledge of the most recent advancements in the fields of video or motion picture technology and of the range and level of sophistication of national or international viewing habits. 

· Ability to develop programming technically and aesthetically comparable to that produced by the commercial television and film industries, adapted to audience characteristics and desired reactions to the product.

1082 Writing and Editing Series

Skill Level I (Grade Level 5-9)

· Skill in copy editing scholarly books and in recognizing errors and how to rectify them.

· Knowledge of the University Chicago Manual of Style, the GPO Style Manual, the Marine Corps’ Style Manual, and generally accepted writing and editing practices. 

· Knowledge of American history in general and US Marine Corps history in particular with an ability to interpret the importance of facts and to obtain accurate information.

· Knowledge of word processing and ability to operate a computer utilizing the word processing program in use by the Center.

· Ability to present facts, ideas, and concepts cogently and completely.

· Knowledge of the intended audiences for publications.

Skill Level II (Grade Level 11-13)

In addition to Level I skills, positions at this level require the following:

· Ability to write, rewrite or edit complex reports, articles, news stories and releases, which are to appear in publications, reports, periodicals, speeches or the press.

· Ability to acquire information about different subjects and to analyze, select, and present the information in a form suitable for the intended audience. 

· Ability to determine the adequacy of publications and articles prepared by others in the organization and recognize serious deficiencies in such aspects as presentation of concepts, illogical development of ideas, or unsuitable treatment of subject matter in terms of the audience for which they are designed.

1083 Technical Writing and Editing Series

Skill Level I (Grade Level 5-9)

· Knowledge of grammatical construction, sentence structure, spelling, punctuation, capitalization, abbreviations, and terminology.

· Ability to present ideas through layout, words, pictures, tables, graphs, and other illustrative material.

· Knowledge of layout for printing of illustrated material, to include the writing of specifications, use of computer word-processing programs, signing of illustrations, and selections of appropriate reproduction techniques.

· Knowledge of intended audience for the publication.

Skill Level II (Grade Level 11-13)

In addition to Level I skills, positions at this level require the following:

· Comprehensive knowledge of English, journalism, and publication production process.

· Knowledge and understanding of advanced theories and concepts in the subject matter field.

· Ability to express advanced subject matter theories and concepts, which are presented to the audience for the first time or being presented in a different context that care must be taken to assure a complete and cogent presentation of the subject.

· Knowledge of the most cost-effective presentation of ideas by words, illustrations, photographs, tables, graphs, charts, and other illustrative materials.

· Ability to write, edit, or rewrite technical materials for an intended audience.

· Ability to identify the differences in reports and development of ideas, or articles prepared by others in the organization.   

1084 Visual Information Series

Skill Level I (Grade Level 5-9)

· Knowledge of a variety of methods and technologies and the materials used to design and produce visual/electronic products. 

· Ability to depict as ideas or images that best meet the target audience’s mission requirements.

· Knowledge of graphic design presentations, publications, and composition and exhibit construction techniques and processes sufficient to incorporate related considerations into the design, scheduling, cost estimating, and final production of the products. 

· Ability to use computer graphic software/hardware systems.  

· Knowledge of the principles of artistic design and display to produce visual material samples for customers or contractors.

Skill Level II (Grade Level 11-13)

In addition to Level I skills, positions at this level require the following:

· Knowledge of state of the art principles and techniques of graphic design, hardware and software systems.  

· Ability to develop original designs, concepts, or visual styles for publications, exhibits, or presentation materials to produce the desired image or idea for the intended audience.

1087 Editorial Assistance Series

 Skill Level I (Grade Level 3-4)

· Knowledge or rules and examples of grammatical construction of sentences, requirements of punctuation, spelling and division of words.

· Ability to edit, prepare format or and/or proofread manuscripts.

· Ability to compare the proof with the marked copy.

Skill Level II (Grade Level 5-8)

In addition to Level I skills, positions at this level require the following:

· Knowledge of extensive familiarity with terminology, format and clarity of expression to assist in preparing manuscripts.

· Ability to read through text to locate disagreements between text and charts, tables and other graphics.

· Skill in organizing paragraphs and/or manuscripts in a clear and concise manner.

· Knowledge of organization specifications and procedures for preparing guidelines, manuals and other similar materials outlining publication styles and methods of presentation.

