
Position Description: Public Engagement Specialist (Press 

and Media)   

 Basic Function of Position: 

The Press and Media Specialist works under the direct supervision of the Information Officer OR 

Public Affairs Officer (or PAO designee), and supervises three LE Staff (Information Assistants).  

Oversees press and media operations for the Mission, promoting understanding of and support for 

U.S. policy.  Serves as chief advisor to the Mission on policy advocacy through media engagement. 

Identifies long-term trends and emerging policy-relevant issues and advises Mission leadership on 

strategies for promoting accurate, balanced host-country press and media coverage of U.S. foreign 

policy and American interests; correcting misinformation; and countering disinformation.  Monitors, 

analyzes and reports on host-country press and media coverage of issues of importance to the U.S.  

Builds productive relationships with press and media professionals, including media owners, editors, 

producers, and journalists.  Develops and coordinates media tours and journalist training and 

exchange programs. 

 

 Major Duties and Responsibilities: 

I.          Press and Media Engagement Operations (50%)  

Advances U.S. foreign policy objectives through engagement with opinion leaders in the media and 

information spheres.  Oversees press and media operations for the Mission, to explain and advocate 

for U.S. policy positions in host-country broadcast, print, and online media.  Serves as chief advisor to 

the Mission on media engagement, the host-country media landscape, and issues relevant to U.S. 

policy and interests reflected in the media.  Advises the Ambassador, Deputy Chief of Mission and 

senior Mission leadership and Washington policy offices on strategies for communicating U.S. policy 

effectively in the host country.  Leads efforts to ensure balanced and informed coverage of all aspects 

of the United States, such as U.S. foreign policy, economy and trade, culture, society, and education.  

Advises on tact and tone for Mission/U.S. Government responses to breaking stories, misinformation, 

and dis-information in traditional and online media.  

Calibrates Mission media engagement through all interactions at all levels.  Is the Mission expert on 

the interplay of various media platforms (broadcast, print, online) and the proper sequence, timing, 

and target audiences for Mission media interactions. Recommends priority engagement wi th outlets 

that reach audience groups of greatest importance to and impact on Mission priorities.  Advises on 

specific media outlets/journalists for optimal Mission media engagement; negotiates timing, 

reporting and coverage ground rules and other concerns.   

Oversees regular analysis of host-country media trends and the impact of the Mission’s own 

communications; produces reports and analyses for Mission and Washington policy makers.  Analyzes 

and reports on media’s audience, geographic reach, political tendencies, and credibility. Designs and 

oversees implementation of public opinion polling in the host country, conducted either directly or 

through contractors.  Assesses, through experience and contacts, the political, legal and societal 



issues that affect press freedom and transparency in the host-country.   

Continuously monitors host-country press and media for coverage of issues important to U.S. policy 

and American interests; manages production of/curates/edits daily and/or regular analysis and 

summary of host-country and international news for the Ambassador and interagency country team, 

including input from the Strategic Content Coordination (SCC) team.  Assesses local and international 

media reaction to the full spectrum of U.S. Government engagement and U.S. issues and events that 

resonate with host-country audiences.   

Supervises production of accurate, persuasive, policy-specific information (e.g., press releases, media 

kits, fact sheets, background papers) that regularly becomes the official statement of U.S. policy in 

the host country.  Oversees their translation to/from Sinhala and Tamil and issuance to the 

media/public.  Reviews Ambassador and senior Mission leadership remarks and talking points prior to 

speeches, conferences or media interviews to ensure accuracy and appropriate tone for host-country 

context. Engages with journalists and media outlets to determine their interests, ideological 

orientation and editorial priorities, and creates targeted distribution of policy-relevant information.  

Collaborates with SCC team to develop content for Mission’s digital properties and online 

dissemination.   

Plans and coordinates host-country and U.S. media coverage and press logistics for high-level visits 

(Presidential, Cabinet-level, Congressional, etc.)  Reviews DOS/White House VIP visit briefing 

materials prior to distribution to host-country media to ensure accuracy for host-country context.   

Develops and coordinates PD-sponsored press and media tours, training and exchange programs.  

Develops Notices of Funding Opportunities for press and media activities.  Facilitates journalist visa 

processing for professional travel of host-country media the U.S. 

Acts as Mission spokesperson, designated by the PAO and/or Front Office, as needed.  Trains and 

coaches Ambassador and Mission colleagues on media engagement skills such as on-camera 

interviewing, engaging hostile audiences, and responding to difficult questions. 

Manages press and media aspects of crises, under the guidance of the PAO or PAO designee. 

Supports the Mission’s Emergency Action Committee (EAC) and manages communications during 

Mission/host-country crises in coordination with the SCC team.  Participates in routine EAC exercises 

and maintains readiness to serve as the Mission’s crisis communications manager.   

Designs and oversees programs and projects tailored to counter disinformation, promote media 

development, professionalism, and literacy.  Plans, develops, coordinates, oversees and evaluates 

projects and initiatives, such as speaker programs, to promote and defend media freedom.   

II.       Strategic Planning (20%) 

Recommends communications strategies to shape host-country opinion and affect behavior of host-

country policymakers using the full range of U.S. Government communications tools at post, in the 

broader region, and among interagency partners. Leads staff in design and recommendations for 

Mission strategies to engage effectively with the press and media, both in response to host-country 

coverage and to initiate dialogue on specific issues.  Recommends media engagement strategies for 

the Ambassador and other Mission leadership, based on analysis of individual skill, language ability, 

portfolio, experience and expertise.   



Is the Missions’ lead strategist and advisor for Mission’s PD engagement with individuals and 

institutions within the media sector.  Serves as chief Mission point of contact for and cultivates 

professional relationships with key media owners, outlets, journalists, editors, and commentators, to 

ensure optimal Mission media access and credibility, and to shape coverage of U.S. and Mission 

priorities.  Recommends and facilitates off-the-record, relationship-building interactions for the PAO, 

Ambassador and Mission sections/agencies with press and media contacts at all levels.  

Actively plans at least one year in advance for initiatives to maintain editorial focus on long -term 

policy priorities and to develop initiatives that initiate and maintain contact with rising professionals 

in the press and media sector, including through the award of grants to support long-term 

professional development.  Contributes to the Mission Integrated Country Strategy (ICS), the annual 

Public Diplomacy Implementation Plan (PDIP), and the Public Diplomacy Country Context (PDCC).  

Assesses previous activities to fine-tune future initiatives; identifies press and media engagement 

project and performance objectives, assessment methods, and outcomes.    

  III.      Intra- and Interagency Coordination (20%) 

Develops and recommends Mission-wide press strategies and activities, and coordinates press and 

media engagement for all Mission agencies on judicial, legal, consular, economic, political, cultural, 

military, security and other issues.  Plays a leadership role in ensuring that messaging and 

engagement are consistent across all Mission sections and agencies.  Advises Mission personnel on 

how best to promote U.S. policy positions and interests with press, media, and online outlets, to 

maximize accurate and balanced coverage; counsels Mission colleagues on unique challenges, 

constraints and opportunities for host-country media engagement, including responses to coverage 

of sensitive issues.   

Prepares Mission personnel for direct interactions with press/media, including coaching on 

presentation style, language use, and ground rules, and on-camera skills.  Provides background 

information on media outlet(s) and individual journalists, and relevant DOS or other guidance on the 

policy topics to be covered and issues that may arise.  Represents the PD Section at internal meetings 

to contribute press/media analysis and engagement plans to Mission strategies and events.   

IV.      Administrative Functions (10%) 

Prepares, manages and tracks annual budgets for press and media related activities; monitors and 

tracks USG funds allocated to counter disinformation and for media grantees; ensures appropriate 

accountability measures are in place, USG branding requirements are observed; Recommends audits 

to prevent misuse of resources and contributes to the overall PD Resource Allocation Module 

(PDRAM), in consultation with the Resource Coordination unit.   Serves as Grants Officer 

Representative (GOR), for press and media training grants/ cooperative agreements, with 

responsibilities as indicated in Delegation of Authority letter.  For DOS-initiated grants, acts as liaison 

between Department-based GOR and local implementing institution(s) as required. 

With the Resource Coordination team, and in coordination with subordinate staff,  oversees 

maintenance office records and files, and ensures that press and media activities and initiatives are 

recorded in Mission Activity Tracker (MAT) and contact databases.  Drafts office correspondence in 

English and Sinhala and/or Tamil, including media summaries, cables, and evaluation reports.  

Provides informal interpretation and translation from/to English and English and Sinhala and/or Tami 

when required.   


