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Advisory Council on Historic Preservation Vacancy Announcement for 

Director, Office of Communications, Education, and Outreach 
 
Closing Date: 19 October 2007 
 
Job Summary 
 
The Advisory Council on Historic Preservation (ACHP) is an independent federal agency that provides a 
public forum to influence federal policy, programs, and activities that affect historic resources nationwide. 
 The ACHP promotes the preservation, enhancement, and productive use of our nation’s historic 
resources, and advises the President and Congress on national historic preservation policy. The ACHP 
was established by the National Historic Preservation Act (NHPA), which entrusts to the ACHP the 
unique mission of advancing historic preservation within the federal government and the national historic 
preservation program. The ACHP has 35 full-time staff operating with a budget of $4.8 million for fiscal 
year 2007. 
 
The Director of the Office of Communications, Education, and Outreach (OCEO) reports to the Executive 
Director of the ACHP and operates under his general supervision. Using print, electronic, and other 
media, the incumbent has responsibility for conveying the ACHP’s message and image, in addition to 
information about the economic, educational, and cultural benefits of historic preservation, to the 
Administration, Congress, federal agencies, the preservation community, and the public. 
 
The Director identifies and fulfills communications needs and strategies, and informs appropriate entities 
of the ACHP’s policies, programs, services, and activities. The Director plans, executes, and evaluates the 
effectiveness of information and communication exchanges in furthering agency goals. To that end, the 
incumbent oversees four ACHP professional staff responsible for conducting all agency communications, 
education, and outreach activities.  
 
Who May Be Considered
 
Open to all United States citizens. 
 
Pay Plan: GG (Excepted Service)   Grade: 15 
 
Salary Range:  $110,363 to $143,471 
 
Appointment Duration: permanent   Work Schedule: full time 
 
Duty Location:  Advisory Council on Historic Preservation, Old Post Office Building, 1100 
Pennsylvania Avenue NW, Room 803, Washington, D.C.   20004-2501 
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Major Duties  
 
With general oversight by the Executive Director, the Director is responsible for planning, developing, 
and executing all ACHP communications and outreach efforts to inform and educate the Administration, 
Congress, federal agencies, and the general public about agency mission, and the economic, cultural, and 
educational benefits of historic preservation and heritage tourism. The Director coordinates with the 
ACHP Chairman on high-level policy issues and matters pertaining to coordination with the White 
House, and works closely with the ACHP’s CEO Committee and its chairman on establishing priorities 
and carrying out office activities.  
 
The Director 
 
1. Determines communications needs and informs appropriate entities of ACHP policies, programs, 

services, and activities, and plans, executes, and evaluates the effectiveness of information and 
communication exchange in furtherance of agency goals; 

 
2. Determines the content, design, and distribution of all ACHP print and electronic material to convey 

agency image and message, and the benefits of historic preservation; 
 
3. Establishes and maintains effective working relationships with key national historic preservation 

organizations, Congress, the Administration, federal agencies, and other specialized groups interested 
in the ACHP’s programs, initiatives, and activities; 

 
4. Directs all ACHP award programs, including development of award criteria, management of the 

nomination and review process, and media outreach; 
 
5. Ensures appropriate ACHP presence and participation in workshops, conferences, seminars, and other 

meetings with various organizations to stimulate interest in and understanding of ACHP activities, 
historic preservation, and heritage tourism; 

 
6. Ensures that appropriate members of Congress and the Administration are kept apprized of relevant 

ACHP activities and issues; 
 
7. Targets or develops special events, ceremonies, and other activities intended to foster interest in 

historic preservation, heritage tourism, and the full range of ACHP duties under NHPA; 
 
8. Oversees appearance, design, and content of all ACHP-managed Web sites; 
 
9. Manages contracts with outside sources for production of print and electronic products critical to 

agency success when necessary; 
 
10. Provides print and electronic media with timely, relevant information about the ACHP, its activities, 

and the economic, educational, and cultural benefits of historic preservation, ensuring broad and 
appropriate distribution of such information. 

 
Qualifications 
 
Experience in managing communications and media outreach is required for this position. 
 
Expertise in using print and electronic media, overseeing design and production of publications, and 
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development of innovative strategies to reach constituencies through all forms of media, as well as 
through marketing and promotional venues, is essential. The ability to oversee the creation of innovative 
and high-quality Web and print products, exhibits, and other communications vehicles is mandatory.  
 
Familiarity with the field of historic preservation and the National Historic Preservation Program and 
roles of the federal, state, and local governments, private organizations, and the public is important. Also 
required is the ability to analyze and convey ACHP preservation policy and practice to federal, state, and 
local preservation partners and the public. 
 
Knowledge of interagency coordination, intergovernmental relations, and public participation principles 
and techniques to enable precise analysis, assessment, and development of ACHP policy direction is 
important. Experience in managing a communications unit and coordinating the activities of the other 
professional staff is essential. 
 
Knowledge of federal contracting, issuing Requests for Proposals, and bid review is desirable.  
 
Education Requirement: An advanced degree in journalism, marketing, management, historic 
preservation, or public administration is desirable but not required.   
 
How You Will Be Evaluated 
 
The following set of knowledge, skills, and abilities have been identified as being important to the 
performance of this position. Along with your resume, please submit a narrative statement addressing 
your experience, knowledge, and ability with the following factors bulleted below. Include in your write-
up such things as various work experiences that gave you the specific knowledge, skill, or ability, and 
objectives of your work, and evidence of your success (such as accomplishments, awards received, etc.) 
 
1. Knowledge of and experience with the use of print and electronic media, oversight of the design and 

production of publications, and the development of innovative strategies to reach constituencies 
through all forms of media, as well as through marketing and promotional venues. 

 
2. The ability to oversee the creation of high-quality Web and print products, exhibits, and other 

communications vehicles. 
 
3. Knowledge of and experience with interagency coordinating, intergovernmental relations, and public 

participation principles and techniques; ability to work with many varying personalities, the exercise 
of tact, independent judgment, and discretion. 

 
4. Knowledge of a wide variety of complex subject areas and the ability to recommend and establish 

office policy relating to communications and media affairs in close coordination with federal 
decision-makers in furtherance of a full range of policies and components of the federal historic 
preservation program and the Preserve America initiative. 

 
5. Experience in managing a communications unit and coordinating the activities of other professional 

staff. Knowledge of federal employee relations practices, government-wide legal and ethics 
requirements, customer service standards, and fiscal controls. 
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Benefits 
 
As an employee of the ACHP you will be entitled to a wide array of benefits. The Federal Employees 
Health Benefits program has many plans to choose from all at reasonable rates that can be paid from pre-
tax income. The Federal Employee Retirement System is one of the premier retirement programs in the 
nation and features three components: a retirement pension; the Thrift Savings Plan (an employee 
controlled investment program); and Social Security. Federal Employee Group Life Insurance offers 
numerous life insurance policy options covering employees and dependents.  
 
The leave program offers exceptional time off benefits including annual leave, sick leave, an employee 
leave share program, Family Friendly Leave, Family Medical Leave, and 10 paid holidays per year.  
Employee Assistance Programs provide confidential counseling and referral services to employees and 
their family members at no cost as well as periodic seminars on behavioral health issues.  
 
You may also be entitled to career development and enrichment training, including tuition 
reimbursement. As an employee of the ACHP you will enjoy additional benefits such as the 
Transportation Subsidy program (MetroCheks, vanpool, commuter vehicle, etc.), a direct subsidy to 
qualifying employees; and family friendly policies. 
 
Other Information
 
A copy of the full position description can be found on the ACHP Web site at www.achp.gov. 
 
For additional information about the ACHP and its programs, see www.achp.gov and our related Web 
site, www.preserveamerica.gov.   
 
How To Apply 
 
Please send your resume with supporting portfolio and cover letter for receipt by the closing date to: 
 
Mr. Ralston Cox 
Director, Office of Administration 
Advisory Council on Historic Preservation 
1100 Pennsylvania Avenue, NW 
Room 803 
Washington, DC 20004-2501 
 
The Advisory Council on Historic Preservation is an Equal Opportunity Employer. Selection for this 
position will be made solely on the basis of merit, fitness, and qualifications without regard to race, 
gender, color, religion, age, marital status, national origin, non-disqualifying handicap conditions, sexual 
orientation, political affiliation, or any other non-merit factors.  
 
This agency provides reasonable accommodation to applicants with disabilities. If you need a reasonable 
accommodation for any part of the application and hiring process, please notify the agency. The decision 
on granting reasonable accommodation will be on a case-by-case basis. 
 
 
 
 
 

 

http://www.achp.gov/
http://www.achp.gov/
http://www.preserveamerica.gov/
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What To Expect Next  
 
Initial interviews will be conducted in person or by telephone after the closing date of this announcement. 
Follow-up interviews will take place shortly after. This is a critically important position to the ACHP’s 
program; it is our intention to fill this position within 45 days of the closing date of this announcement. 
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