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Performance Qualification System (PQS) Study Guide 
USCG Auxiliary Public Affairs Specialist II

PURPOSE AND USE
This study guide is intended to be used to prepare for completion of each of the tasks required for the Public Affairs (PA) Specialist qualification. It parallels the tasks which are listed in the PA Specialist Performance Qualification System (PQS) Workbook. Upon successful completion of this personal qualification, a person will hold the minimum competencies necessary to become a competent Public Affairs Specialist. This person's job duties include the dissemination of information to the local media outlets. Information is about Auxiliary Public Education Courses, Coast Guard and Coast Guard Auxiliary public policy, and Recreational Safe Boating information. 
Public Affairs Specialist 
This study guide is your personal ‘on the job training’ guide to qualification as a Public Affairs Specialist. It is your responsibility to document completed unit training items. For OJT, a person already holding this qualification code (called a verifying officer/mentor) is to review your qualifications and/or observe you perform each task and sign in the appropriate space provided in this booklet. It may be necessary to perform a task several times. The verifying officer will not give credit for any task that is not performed satisfactorily. 
Multiple verifying officers may make entries in your manual. Every verifying officer/mentor must enter his or her name, Auxiliary qualification, signature, and initials in the Record of Verifying Mentors section. When you have completed all of the items required for this qualification, the National Department of Public Affairs, Internal Communications Division will issue a letter of designation. You should forward the letter to your local Director of Auxiliary for entry into your permanent Auxiliary record and AUXDATA. 

This is a new program, so, initially there may be a limited number of verifying officers available to assist you. Active duty and Reserve Coast Guard personnel of equivalent experience can also serve as verifying officers. A PA staff officer or elected officer at the district, division or flotilla level may be able to serve as a qualifying officer if they have the requisite experience or knowledge of a particular accomplishment, i.e., article you have published, participation in a boat show, etc. If all else fails, contact the National Department of Public Affairs, Internal Communications Division, Training Branch at www.auxpa.org for guidance or assistance.
USCG Auxiliary Public Affairs Specialist 

Auxiliary Public Affairs Specialist (AUX-PAI) Training Requirements:

 (Optional items are at the discretion of National Staff) 
A. Completion of Public Affairs 1st Class course from Coast Guard Insititute

To obtain this course, you need to work with an educational services officer (ESO). Every Coast Guard unit (small boat station, marine safety office, etc.) has an ESO. Ask the ESO to register you for the course through the Coast Guard Institute online system. You will need to provide them with your member number, social security number, and address. You should receive the course materials in the mail within a couple of weeks. The course is designed for self study. Be sure to read through the course carefully, complete the questions at the end of each chapter, and then the end of course test. Then arrange with the ESO to take the proctored end of course test. Your test results are available online within a few days and should be mailed to you around the same time. In order to determine which test results apply to you, you will need the unit OPFAC number. If you passed, forward a copy of the letter to your DIRAUX for entry into your personnel record and AUXDATA. Be sure to keep a copy for your files to prove that you completed the course. If you did not pass the end of course test, ask your ESO to order a new test, go home and study, and try again as soon as you can. 

B. Completion of Specialist Tasks below

C. Completion of ICS200

ICS 100 and 200 are also available through the Coast Guard Institute. They are also available online through FEMA. ICS 200 is available here: http://training.fema.gov/EMIWeb/IS/is200.asp 
D. Oral Board

Like many Auxiliary qualifications (i.e. boat crew operations, marine safety PQSs, the Trident award) we require an oral board on completion of each public affairs specialist PQS. The board should be comprised of at least 2-3 personnel with experience in the field, such as your supervising SO-PA, DSO-PA, or elected officer. If possible, include an Active duty representative (collateral PA, XO or CO of a local Coast Guard unit) on the panel. The oral board may be waived by the Chief, Department of Public Affairs, upon written (email to DC-A@auxpa.org) request where it is deemed impractical or infeasible. However, we ask that you make every effort to employ this practice, which provides additional interaction, credibility and personal introspection to this qualification.

E.
Completed Packages of Documentation Submitted

Upon completion, forward your completed PQS Workbook with supporting documentation to DVC-AN Robert Nelson, who will review, approve, and forward to DC-A for issuance of the letter of designation. 

Introduction to U.S. Coast Guard Auxiliary Public Affairs

001- Define USCG Auxiliary Public Affairs


Auxiliary Public Affairs is a mission of the Auxiliary which involves promotion of our activities and personnel as well as that of all Coast Guard Forces. 

002- Outline organization of the CG Auxiliary public affairs program

Public affairs staff officers conduct PA efforts at the flotilla, division and district level. They also assist and support Coast Guard units where appropriate. The national Department of Public Affairs supports PA officers by developing programs and aids for those programs.

003- Discuss four reasons for having public affairs programs

Increase attendance at public education classes, interest in vessel safety checks, image of the Auxiliary, image of the Coast Guard, morale of Coast Guard personnel through Fleet Home Town News programs. Image of Coast Guard and Auxiliary has potential of increasing appropriations from Congress and within the military and Coast Guard appropriation process.

004- Explain three functions of public affairs

Communicate our activities to the public, Coast Guard, and other government (federal, state, local) agencies, build the image of the Auxiliary and Coast Guard Forces, manage the dissemination of information consistent with our policies and objective of honest communication, preservation of personal privacy, and law enforcement concerns.

005- Discuss two approaches to public affairs

The proactive approach involves actively distributing a PA message through media or static displays. The passive approach involves planning our response to external events which could prompt a PA message (includes preparation for response to queries).

006- Explain the four step public affairs process

Planning is the first step, in which you identify the message, intended audience, and media or other PA tactic. Execution is putting the plan into action. Analysis is determining the impact of your PA program. Followup is adjusting and repeating the PA effort.

007- Identify the guidance manual used in PA activities

USCG Auxiliary Public Affairs Guide, revised 1/1/05.

008- Identify the PA functions and responsibilities of the unit elected officer

Supervise the PA staff officer, rely on PA staff officer for guidance and counsel in public affairs matters, represent the unit as a spokesperson, appear as guest speaker in local area of responsibility. Identify public affairs opportunities in various mission areas.

009- Recognize the key elements of proactive PA programs

Identify your audience, target media, prepare media contact list, appropriate releases and other promotional materials, deliver the message consistently and frequently.

010- Discuss the three PA objectives with respect to public affairs

Publish announcements in community calendars, articles, PSAs and video news releases, static displays, safety booths, posters, billboards, newsletters.

Professional Ethics and Perceptions

TASKS:

011- Discuss professional ethics in Public Affairs.
012- Discuss the differences between the military and media cultures.
013- Explain how to avoid conflicts of interests.
014- Discuss the CG Auxiliary policies on accepting gifts.
015- Explain how to use attribution to avoid plagiarism.

016- Discuss Auxiliary guidelines for release of information.

Principles of Journalism
017- Definition and evaluation of the elements of news
018- State the purpose of a news release
019- Describe the writing style and format used in a news release

020- Describe the way a news release is organized. 

021- Explain two ways to handle attribution in a news release


022- Obtain and discuss Stylebook familiarization


023- Discuss the various copy editing symbols and exercises used


News Writing for Publication
024- Write a basic headline


025- Write Summary Lead

NATURE OF NEWS
026- Identify the elements of the nature of news

027- Identify the criteria that determines what is news.
028- Identify the ten essential elements that determine the mass appeal of news.
029- Identify the USCG AND AUX PAO's role in selecting and releasing news.

030- Compare and contrast the advantages and limitations of Radio and TV, newspapers, and magazines.

MEDIA INTERACTIONS
031- Demonstrates professional, telephone techniques.





032- Develop a trusted, positive relationship with local media





033- Discuss why we need to escort the media while on a facility or base.


034- Describe the various ground rules and how to enforce them.



035- Discuss the ways to prepare for a media visit and escort the media.


036- Describe how & why you want to prepare a staff members for an interview.


037- Discuss the special considerations for electronic media.





038- Explain what actions to take after a media visit.



CONDUCT A TELEVISION INTERVIEW
039- Identify actions to take before arriving for a TV interview.
040- Identify actions to take before going on camera.
041- Identify on-camera postures, gestures, and procedures.
042- Recognize the impact of non-verbal communication.
043- Identify the four general types of media questions.

044- Identify typical questioning techniques.

045- Identify methods to maintain control of an interview.
046- Successfully perform to questions in one-on-one interviews.
BASICS OF PHOTOJOURNALISM

TASKS: 

047- Introduction to Photojournalism

048- Basic Composition.
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