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	Critical Element Description: Administers a comprehensive regional marketing and media strategy. 


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards:  
The employee delivers a superior marketing and media strategy that informs media representatives of events, announcements and initiatives;

Researches and compiles accurate and complete information for HUD officials and provides recommendations on methods to handle highly sensitive media issues that promote HUD issues in a positive manner;
Organizes and/or pitches 95% of Agency messages and campaigns to media throughout the region;
Maintains direct communications with media contacts and managers throughout the region and offers advice and guidance on media opportunities and placement with 95% of Agency messages;
Able to reach thousands of Americans around the region through earned media outcomes by larger newsprint and nationally affiliated media outlets within region when media opportunities were solicited.

Fully Successful Performance Standards: 
Organizes a coordinated and consistent marketing and media strategy throughout the region;

Knowledgeable about HUD programs and communicates accurate, clear and concise information;

Coordinates media opportunities to promote HUD’s work, initiatives, and program information to educate the public, clients, industry leaders and Congressional members;

Provides public affairs guidance and support to principle staff members, Regional Director, managers and supervisors in regional field offices 80% of the time;

Works independently, manages workload, sets priorities 75% of the time;
Organizes and/or pitches 85 % of Agency messages to media throughout the region;
Maintains direct communications with media contacts and managers throughout the region and offers advice and guidance on media opportunities and placement with 75% of Agency messages. 

Reaches thousands of Americans through pickup of Agency messages by media outlets throughout the region.

Unacceptable Performance Standards: To be unsatisfactory, the employee consistently fails to meet the established performance standard and meets any of the following performance criteria:

Employee administered a regional media strategy that was disorganized and inconsistent throughout the region. 

Employee failed to advise HQs Office of Public Affairs, Regional Director, Field Office Directors and/or managers about highly sensitive media issues 3-4 times during the rating year.

Employee failed to localize grant announcements, distribute news releases and solicit media opportunities 25 percent of Agency messages and national campaigns.

When employee compiled information and offered advice and guidance to regional media contacts and management., erroneous and/or inconsistent information was identified 25 percent of the time.  
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	Critical Element Description: Works with HUD program offices to promote cross-program events and activities that offer media opportunities to increase the public’s awareness about HUD’s mission, i.e., homeownership programs, community development, fair housing, affordable housing.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: Employee has established excellent relationships with program office staff and management officials throughout the region and has demonstrated a superior ability to create cross-program events that offer media opportunities to increase the awareness of HUD’s programs.  Employee is viewed as an expert advisor to the region on media coverage and placement of HUD good stories, funding announcements and program initiatives.  Employee always researches and coordinates all events and activities with counterparts and superiors with respect to information provided to the media.  Employee establishes excellent working relationships with reporters and editors, and promptly provides them with material that encourages them to publish or broadcast stories that increase awareness of HUD’s mission, message and programs.   

Demonstrates outstanding performance by meeting the following conditions: 

During the rating period, the employee accomplished 95% of the proposed cross-program outreach events creating media opportunities to promote all of HUD’s programs. 

During the rating period, the employee arranged 95% of the proposed speaking events for FPM managers and staff to promote all of HUD’s programs in communities throughout the region.  

During the rating period, the employee succeeded in reaching thousands of Americans about HUD’s programs through the placement of HUD’s message in major media outlets throughout the region. 

Fully Successful Performance Standards: Employee demonstrates the ability to increase the awareness of HUD’s mission and programs by promoting cross-program activities that provided media opportunities.   Employee establishes working relationships with reporters and editors, and promptly provides them with material that encourages them to publish or broadcast the Agency’s message, good stories and national campaign initiatives.   

Demonstrates fully successful performance by meeting the following conditions: 
During the rating period, the employee accomplished 85% of the proposed cross-program outreach events with HUD’s program offices. 

During the rating period, the employee arranged 85% of the proposed speaking events and outreach activities for FPM managers and staff to promote the Agency’s message and increase awareness of HUD programs among the public, and build good will throughout the region.

During the rating period, the employee promoted HUD programs and initiatives by achieving placement of stories and interviews in major media outlets throughout the region. 

Unacceptable Performance Standards: Employee’s work fails to demonstrate ability to increase the awareness of HUD’s programs and initiatives due to employee’s failure to establish good working relationships with programs offices and management staff.  Seventy-five percent or less of HUD’s program messages are initiated through cross-program and outreach activities.  Employee fails to research and coordinate events and activities with counterparts and superiors with respect to information provided to the media.  Employee fails to establish working relationships with reporters and editors, and does not promptly provide them with material that encourages them to publish or broadcast stories about HUD’s programs.  

Demonstrates unacceptable performance by failing to meet the following conditions: 

During the rating period, the employee accomplished less than 75% of the proposed cross-program outreach events involving HUD’s message and program information. 

During the rating period, the employee arranged less than 75% of the proposed speaking events for the FPM managers and staff as speakers for activities that enhance the awareness of all HUD’s programs and initiatives. 

During the rating period, the employee was unable to create media opportunities that might otherwise have resulted in an increase in the pickup of the Agency’s good stories and program information and activities. 
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	Critical Element Description: Ability to promptly and accurately respond to news media questions, representing the Department’s position in a positive manner, after consulting with appropriate HUD staff and alerting the Office of Public Affairs to the most important and problematic calls.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards:  

Responses to news media questions are prompt, within (timeframe set by supervisor), whether submitted directly or passed on by other HUD staff; responses reflect expert knowledge of HUD programs, policies and mission, presenting these with expert public relations skills that portray them in an extremely positive light that is credible to the requester;  

Where and when necessary, invariably coordinates response with office and program area leadership to ensure information provided is correct and current and reflects their priorities;  

Is a valued and expert advisor to office leadership or any other responder to ensure their response is consistent with PAO protocols and HUD policy and reflects the same in a positive fashion;  

Always keeps RD and HQ PA Office aware of inquiries and response;  

Takes initiative to appropriately represent HUD to the press and public, providing a credible, positive, and professional image of the Department;  

Takes initiative to contact press to clarify issues involving HUD in a positive manner that does not appear defensive;  

Maintains contacts with press contacts as a reliable source for information about HUD;  

No more than 1-2 instances during the rating period of required information being provided that is more than one day after the deadline or of calls not being returned within the next day;

No more than 1-2 instances during the rating period of required information being provided that is incorrect or incomplete or inconsistent with HUD policy;

No more than 1-2 instances during the rating period of required information being provided in a less than positive fashion or that reflects unfavorably on the department and its leadership;  

No more than 1-2 instances during the rating period of failing to coordinate information with program areas or of failing to keep RD or HQ PAO appropriately informed of contact and result;

Demonstrates strong persuasive powers in portraying HUD programs and services in a favorable light.  Communicates effectively in high stress situations and demonstrates excellent judgment in selecting the proper mode of communication.

Fully Successful Performance Standards: 
Responses to news media questions are submitted within (timeframe established by supervisor), whether submitted directly or passed on by other HUD staff; responses reflect sound knowledge of HUD programs, policies and mission, generally presenting these in a positive light that is credible to the requester;

Where and when necessary, usually coordinates response with office and program area leadership to ensure information provided is correct and current;

Frequently acts as advisor to office leadership or any other responder to ensure their response is consistent with PAO protocols and HUD policy;  
Usually keeps RD and HQ PA Office aware of inquiries and response;  
When appropriate, represents HUD to the press and public, generally providing a credible, positive, and professional image of the Department; 
Occasionally takes initiative to contact press to clarify issues involving HUD in a positive manner that does not appear defensive;  
Maintains contacts with press contacts as a reliable source for information about HUD;  
No more than 3-4 instances during the rating period of required information being provided that is more than one day after the deadline or of calls not being returned within the next day;
No more than 3-4 instances during the rating period of required information being provided that is incorrect or incomplete or inconsistent with HUD policy;
No more than 3-4 instances during the rating period of required information being provided in a less than positive fashion or that reflects unfavorably on the department and its leadership;  

No more than 3-4 instances during the rating period of failing to coordinate information with program areas or of failing to keep RD or HQ PAO appropriately informed of contact and result;
Unacceptable Performance Standards: To be unsatisfactory, the performance consistently fails to meet the established standard and reflects any of the following:

More than 4 instances during the rating period of required information being provided that is more than one day after the deadline or of calls not being returned within the next day;
More than 4 instances during the rating period of required information being provided that is incorrect or incomplete or inconsistent with HUD policy;
More than 4 instances during the rating period of required information being provided in a less than positive fashion or that reflects unfavorably on the department and its leadership;  

More than 4 instances during the rating period of failing to coordinate information with program areas or of failing to keep RD or HQ PAO appropriately informed of contact and result;
Actual Accomplishments:       
