
   

POSTAL REGULATORY COMMISSION 
JOB VACANCY NOTICE 

 
VACANCY NUMBER: PRC 06-03 

OPEN:  JANUARY 7, 2009 
CLOSE: JANUARY 30, 2009 

 
POSITION TITLE: MEDIA RELATIONS SPECIALIST 
GRADE:  PRC-4 
SALARY RANGE: $72,929 - $116,688 
LOCATION:  POSTAL REGULATORY COMMISSION 
   901 NEW YORK AVENUE, NW, SUITE 200 
   WASHINGTON, DC  20268-0001 
 
The Postal Regulatory Commission has an exciting employment opportunity for a highly 
motivated, highly skilled person with extensive and varied experience in journalism, 
communications, media relations, and Congressional relations. 

OVERVIEW 

The Postal Regulatory Commission is an independent agency that is part of the executive 
branch of the Federal government. As a small agency, we provide the opportunity to work in a 
professional and collegial environment with talented and committed staff and to directly 
contribute to the Commission’s mission.  
On December 20, 2006, President George W. Bush signed into law the Postal Accountability 
and Enhancement Act, Public Law 109-435 (PAEA), thereby transforming the Postal Rate 
Commission into the Postal Regulatory Commission. The PAEA has given the Commission a 
new mission to ensure transparency and accountability of the United States Postal Service to 
foster a viable and efficient postal system. The person selected for this position will be a vital 
contributor to the development and implementation of the regulations and procedures that will 
help us fulfill our mission. 

 

OFFICE 
This Office is responsible for representing and advocating on behalf of the Commission to the 
public, to the Executive and Legislative branches of government, to the US Postal Service, and 
to the media. The Office of Public Affairs and Government Relations serves as the primary 
resource to the Commission in support of all public relations programs and activities and directs 
the development and implementation of the Commission’s legislative goals and strategies; 
liaisons with Congress, other government agencies and the Postal Service; conducts media 
outreach activities; and manages general consumer relations with the public by responding to 
inquiries and correspondence. This Office will also set editorial appearance standards for 
Commission reports and other public documents, including the Commission website, and will 
assist the Commissioners in the development of speeches and testimony.  
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DUTIES 
As a Media Relations Specialist in the Office of Public Affairs and Government Relations, the 
incumbent will assist in coordinating internal and external communications matters for the Office 
and the Commission at large, including preparing media products such as press releases, 
reports, and other notices; assisting in the coordination of media outreach activities; ensuring 
that document production deadlines are met, and providing support for other Office activities.  
He/she also: 

• Assists in developing congressional testimony, speeches, press releases, studies, 
briefing papers, reports and other written material under the direction of the Public 
Affairs and Government Relations Director for use by the Commissioners and Office 
Heads. 

 
• Assists in the preparation and editing of Commission reports; makes recommendations 

on editorial appearance standards for Commission reports and other public documents, 
including the PRC website; and works closely with other departments to ensure 
deadlines are met for document production. 

 
• Assists the Public Affairs and Government Relations Director in the preparation of 

technical presentations to the Commissioners and senior staff to communicate agency’s 
goals and strategies. 

 
• Assists the Office Director in preparing Commissioners and Senior Staff for interaction 

with the media, including development of talking points and potential questions and 
answers. 

 
• Under the direction of the Public Affairs and Government Relations Director, 

communicates with stakeholders, including Congress, other government agencies, state 
and federal officials, the mailing community, business and private individuals, and the 
USPS. 

QUALIFICATIONS AND EVALUATION 
 
You will be evaluated on the Mandatory Technical Qualifications described below.   

You will be considered under noncompetitive appointment procedures and will be evaluated and 
ranked by a screening panel based on evidence of your ability to successfully perform the duties 
of the position. The panel will forward the highest ranked candidates to the Office Director for 
further evaluation and selection. 

To be eligible for consideration, you must meet all of the mandatory technical qualifications.   
You must describe your qualifications relative to these qualifications.  We recommend you 
address each one individually, specifically and completely.  Your application should focus on 
accomplishments which demonstrate possession of each qualification.   

Mandatory Technical Qualifications 

1. Knowledge of the principles of Public and Media Relations 
2. Knowledge of investigative and research techniques 
3. Outstanding writing and editorial skills 
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4. Outstanding problem solving skills  
5. Ability to work with and counsel senior executives at the highest levels 
6. Ability to think strategically and quickly grasp complex issues  
7. Ability to develop and execute proactive communications 
8. Ability to communicate complex concepts verbally and in writing effectively 
9. Ability to organize time and tasks to complete activities successfully 
10. Ability to work well with others and foster a team environment. 

Desirable Education/Experience Includes: 

• A bachelor’s degree in journalism, communications, political science or English from an 
accredited college or university, or 

• At least two years of work experience in a commensurate professional position. 
 

BENEFITS AND OTHER INFO 
 
You may participate in the Federal Employees Health Benefits program, with costs shared 
with your employer.  
 
Life insurance coverage is provided under the Federal Employees’ Group Life Insurance 
program.  
 
Long-Term Care Insurance is offered and carries into your retirement.  
 
New employees are automatically covered by the Federal Employees Retirement System 
(FERS). If you are transferring from another agency and covered by CSRS, you may continue in 
this program.  
 
You will earn annual vacation leave and sick leave.  
 
You will be paid for federal holidays that fall within your regularly scheduled tour of duty.  
 
Tele-work / telecommuting and Alternative work schedule options may be made available to 
you.  
 
If you use public transportation, part of your transportation costs may be subsidized.  
 
You can use Flexible Spending Accounts dependent care expenses and out-of-pocket health 
care expenses that you incur.   
 
Relocation expenses are not authorized. 

You must be a U.S. citizen or national to be eligible for this position. 

If you are a male born after December 31, 1959, must certify that you have registered with the 
Selective Service System, or are exempt from having to do so under Selective Service Law. 

The Postal Regulatory Commission is an Equal Opportunity Employer.  Selection for this 
position will be made solely on the basis of merit, fitness for duty, and job related qualifications 
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without regard to race, gender, religion, color, age, marital status, national origin, non-
disqualifying handicapping condition, or any other non-merit factor. 

Applications will not be accepted if you use franked envelopes, or postage paid agency 
envelopes or metered mail. 

Where can I get additional information? 

You can get forms and additional information from the Commission’s personnel office at 202-
789-6840. 

Whom do I contact if I need a reasonable accommodation? 

If you need reasonable accommodation for a disability, please contact 202-789-6840.  If you 
have a hearing impairment, you may call the Federal Information Relay Service at 1-800-877-
8339 for assistance in contacting the person named above.  

HOW TO APPLY 
 
You may use any written format you choose to apply.  Be sure your application or resume 
includes all of the items listed in Optional Form 612, Optional Application for Federal 
Employment (available at http://www.opm.gov/forms/html/of.htm#of612).  If your 
application/resume does not include the required information, you may lose consideration for 
the job.    
 
We will use your application/resume and your responses to the mandatory technical 
qualifications to determine if you meet the minimum requirements for the position.  Please 
indicate the lowest salary you are willing to accept.  Also, submit: 

• Your supplemental narrative statement that provides a description and examples of your 
accomplishments separately addressing each of the MandatoryTechnical Qualifications.  Do 
not exceed one page per qualification.   

• A copy of your most recent performance rating of record. 

• A list of training completed in the last five years and dates completed. 

• A list of awards received in the last 3 years and dates received. 
 
 
Submit application or resume to: 
  
 Postal Regulatory Commission 
 Attn: Personnel Officer 
 Vacancy Number PRC: 06-03  
 901 New York Avenue, NW – Suite 200 
 Washington DC 20628-0001 
 
Faxed applications will be accepted. Fax to 202-789-6886. Applications will also be accepted by 
email at personnel@prc.gov. 
 
All applications must be received no later than January 30, 2009. 

http://www.opm.gov/forms/html/of.htm#of612
mailto:personnel@prc.gov

