2005 ACTIVITY CODE & DEFINITIONS

W100 - MANAGEMENT HEADQUARTERS – THE BOARD - The Broadcasting Board of Governors supervises the nation's publicly funded non-military overseas broadcasters. These broadcasters include the Voice of America, Office of Cuba Broadcasting (Radio and TV Marti), all support services including the Office of Engineering and Technical Services and the nonprofit private grantees, Radio Free Europe/Radio Liberty (RFE/RL, Inc.), Radio Free Asia  (RFA) and the Middle East Broadcasting Networks (MBN). The President of the United States, with the consent of the Senate, appoints the Director of International Broadcasting Bureau.  The BBG supervises all of the nation's publicly funded non-military overseas broadcasting activities, reviewing and evaluating all such activities within the broad foreign policy objectives of the United States, ensuring all such activities are operating in compliance with the broadcasting standards and principles of the Smith-Mundt Act, the International Broadcasting Act of 1994 and the Foreign Affairs Reform and Restructuring Act of l998, determining, at least annually, after consultation with the Secretary of State, the addition or deletion of language services, allocating and supervising grants to RFE/RL and RFA, allocating and supervising funds among the broadcasters, and making budget recommendations for broadcasting as part of its budget submission to the Office of Management and Budget, reviewing engineering activities to ensure that all broadcasting elements receive the highest quality and cost-effective delivery services, and submit an annual report on broadcasting activities to the President and the Congress, including steps taken by the Board to reduce unnecessary overhead costs for each of the broadcasting services.

PERSONNEL SERVICES

B700 – Personnel Management Specialist – includes functions such as recruitment, staffing, position classification, etc.   

B710 – Management Headquarters – Civilian Headquarters – This function includes the oversight, direction and control of civilian personnel programs and/or subordinate civilian personnel offices.  Management headquarters civilian personnel operations include development, issuance and of personnel policies; and provide policy, guidance; review and evaluation of performance and conducts mid and long-range planning. 

B720 – Civilian Personnel Operations - This function includes operations performed by civilian personnel and/or human resources offices.  It includes recruitment, staffing, employee relations, advisory services, classification of positions, benefits, compensation retirement counseling and processing.  Processing of personnel actions to include awards; labor relations; and administration of the performance management process.

B999 – Other Personnel Activities - This function includes personnel activities not covered by other function codes.
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FINANCE AND ACCOUNTING

C110 – Management Headquarters – Financial Management – This function includes the oversight, direction, and control of subordinate financial management organizations.  This includes conducting mid- and long-range planning, programming, and budgeting; developing and issuing policies; providing policy guidance; reviewing, analyzing and evaluating program performance; and, allocating and distributing resources.

C300 – Accounting Technicians - This function includes those accounting processes that record, classify, and report financial information.  The financial operations include the recording and processing of financial transactions to include; invoice logging and processing, voucher examination, collection and receipts, and disbursements.  It encompasses the procedures and processes from the point a transaction is authorized through processing the data and issuance of payment.

C310 – Payroll Processing  - This function includes those payroll processes that record, classify, and report payroll information.  The payroll operations include the recording and processing of time and attendance and personnel transactions to ensure employees are paid timely and accurately.

C403 – Financial Program Management – This function includes the oversight, direction, and control of subordinate financial management organizations over millions of dollars, most of which are funded with State Department and the United States Agency for International Development (USAID).  This function also includes budget formulation, justification and analysis activities, development and reporting cost information for activities within the agency as well as inter-agency agreements with State Department and USAID.

C404 – Business Performance Reporting – This function includes the tracking, verifying and reporting of performance results for elements and sub-elements of the BBG.  The reporting must comply with legislative requirements of the Government Performance Results Act (GPRA) and other directives

C405 – Business Performance Analysis – This function includes the analysis and integration of performance data against funding levels, analysis of performance results over time and setting targets for future expected results.

C000 – Administrative Support – This function includes financial management activities not addressed by other function codes.
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REGULATORY AND PROGRAM MANAGEMENT SUPPORT SERVICES

D-200 – Data Collection and Analysis – This function includes the collection of pertinent data necessary to meet obligational requirements established, and the analysis to report on all facets of the data regarding the examination and interpretation of the material.

D410 - Compliance Operations – This function determines whether stations under contract to rebroadcast IBB programs are complying with the terms of their agreement.  This function also includes tracking affiliates and agreements and updating records and agreements as necessary.  Also works with others to independently verify that broadcasters are complying with their agreements.

D701 - Program Marketing and Outreach - Marketing and Program Placement - Responsible for seeking placement prospects for International Broadcasting programming; identifies potential client stations and negotiates re-broadcasting agreements; advises relevant elements on equipment donations; coordinates placement activities with posts in the region, as well as with Transmitting Stations. The Prague office works in conjunction with RFE/RL and the Bangkok office works in conjunction with RFA in coordinating affiliate activities including equipment training and workshops. Represents International Broadcasting at regional conferences and trade fairs.

D702 – Program Planning and Support – This function includes managing and supervising employees responsible for reviewing program content, analyzing and evaluating program performance of VOA programming worldwide.  This position is managerial, which is responsible for contractual oversight over millions of dollars, most of which are funded with the United States Agency for International Development (USAID).  These contractual agreements bind the United States with foreign vendors located domestically, and overseas.  This involvement with contractors and solicitation of contractual funding outside of the agency precludes this position from classification under “Commercial Activity Inventory.” 

D707 – Program Evaluation – This function include managing and supervising employees responsible for reviewing program content and conducting research for VOA programming worldwide.

D712 – Safety and Occupational Health Management – This function includes coordination of safety initiatives with the IBB Office of Personnel and compiles reports on occupational accidents and injuries and the Bureau's program for providing safe and healthy conditions worldwide.  Reviews and edits each Transmitting Stations Emergency Action Safety Plan each year, for thoroughness and adherence to all OSHA regulations.  Responsible for implementing and overseeing the Automated External Defibrillator Program.  This involves training, maintenance, and strict oversight.  Inspects work sites, work operations, and conditions at all IBB locations, IBB Transmitting Stations and makes specific recommendations on ways in which safety and occupational health may 
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D712 – Safety and Occupational Health Management Continued - be improved.  Evaluates contractor safety plans to ensure adequacy and compliance with Federal regulations and standards.  Provides facilities related support as required.  The work contributes to the safety of IBB personnel worldwide.  Program results affect the efficiency of IBB broadcast operations.

D000 – Administrative Support – Functions not covered elsewhere on the activity code listing.

PROCUREMENT

F200 – Contracting (Operational) – This function includes all of the tasks and/or steps of the Federal procurement process that are performed individually or collectively by the Agency’s warranted Contracting Officers, Contracting Specialists, Purchasing Agents, and other “Acquisition Career Field” personnel, who participate in the soliciting, negotiating, awarding, administering, and terminating phases of contracts that directly support the Agency’s multi-media broadcasting operations. 

F310 – Management Headquarters – Procurement and Contracting – This function includes the oversight and direction of procurement and contracting organizations through developing policies; policy guidance; and, reviewing and analyzing solicitations and/or contracts.  This also includes recommending and/or directing the acquisition process for the negotiation, award, and administration of contracts. 

F399 – Other Procurement and Contracting Activities – This function includes procurement and contracting activities not covered by other function codes.

F400 – Recurring Purchasing – This function includes Agency procurement that results from using the Federal Acquisition Regulation’s (FAR) Part 13 simplified acquisition procedures (including Blanket Purchase Agreements and Government Purchase Cards) to solicit, negotiate, award and administer purchase and delivery orders for the Agency’s recurring supplies and services. 

F000 – Administrative Support – This function provides administrative support to procurement personnel.

SOCIAL SERVICES

G210 – Postal Services - Sort incoming mail and telegrams for delivery to the proper Divisions and offices.  Metering of outgoing mail and sorting airmail for pick-up daily by contractor support service. Distribute newspapers daily.  Collates and distributes VOA Announcements and bulk mail.  Process incoming communications for routine or priority delivery.  Handle all register and certified mail.
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INVESTIGATIONS

I510 – Personnel Security Clearances and Background Investigations – This function includes the administration, investigation, and analyses of personnel security investigations conducted as the bases for both suitability and personnel security clearance eligibility for agency personnel, contractors, etc.  This includes initial investigations, reinvestigations, and adjudications.  It requires agency-to-agency contacts on National Agency Checks, FBI fingerprint/name checks, and other similar inquiries.  The investigations may include checks into law enforcement files, financial records, and other pertinent records.  They may also entail interviews of the subject, the subject’s friends, co-workers, employers, neighbors, and other individuals, as appropriate.  

I520 – Criminal, Counter Intelligence, and Administrative Investigative Services – This function includes administration, investigation, and analysis of special investigations (to include counter intelligence and fraud investigations and intelligence oversight reviews).  

INTERMEDIATE, DIRECT OR GENERAL REPAIR AND MAINTENANCE OF EQUIPMENT

J507 – Electronic and Communication Equipment - This function includes the maintenance and/or repair of mobile or portable electronic and communications equipment.  This includes maintenance of television, still cameras and audio and video recording equipment, and other equipment. 

RESEARCH AND DEVELOPMENT

R110 – Management Headquarters – Research and Development – The function includes systematic social science research and current foreign media opinion and commentary to provide comprehensive insights into the overseas environment within which policy and program decisions must be made. This includes reporting on the climate of foreign public opinion relative to the U.S. and its policies and actions; providing analyses of the climate of commentary in both print and electronic (TV/radio) media relevant to the U.S. and its policies and actions; reporting on the influence and social structures of foreign societies, including communications preferences of mass publics and elites (radio, television, and print media), and, as requested, doing analyses of the effectiveness of Agency and post programs in reaching designated audiences with specific themes;

R140 – Management and Support to Research and Development - The Office of Research is responsible for developing formal research projects such as sample surveys and focus groups to evaluate the audience reach and effectiveness of programs and to track changes in patterns of media use around the world. The Office designs, contracts, and oversees research projects in the countries of interest to broadcasting management, analyzes the results of such projects, and reports the findings to management and programming staff.
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R140 – Management and Support to Research and Development cont’d –The Office also produces regular estimates of the size of the VOA audience and the audience for other international broadcasters. 

INSTALLATION SERVICES

S210 – Building Maintenance - This function includes planning minor construction, space management, moving and handling of office furniture and equipment.

S510 – Law Enforcement, Physical Security, and Security Guard Operations – This function included operations that provide for the physical security of government facilities and property and in-transit protection of property from loss or damage.

S999 – Other Installation Services - This function is performed at the IBB domestic and overseas transmitting stations.  This function is responsible for the administration, operation, maintenance and security of all IBB resources at the transmitting stations.  This function maintains proper and effective relations with other elements of the U.S. Government, the host government or with the local community.  This function includes directing and coordinating the activities of a staff, determining personnel staffing requirements and establishing and operating a training program.  This function is responsible for directing the establishment and use of effective procedures to ensure economical, efficient and reliable operation of transmitting station facilities in accordance with established IBB technical standards, coordinating station activities in finance, procurement, personnel, general services, shipping, customs and travel with appropriate U.S. Government offices.  This also includes representing the Agency, as required, in negotiations and representing the United States and the Agency at technical conferences, seminars and meetings in matters pertaining to broadcasting and communications as required.  This function also includes the responsibility for planning, directing and executing the administrative/management operations of the transmitting station, directing the formulation, establishment, implementation and control of internal policies and procedures to insure proper discharge of budgetary and fiscal responsibilities; oversee contracting and procurement policies, procedures and operations and establishing and reviewing internal station management policies and procedures on all administrative management aspects of the transmitting station operations.

OTHER NON-MANUFACTURING OPERATIONS

T199 – Other Supply Activities - This function provides for the development and implementation of appropriate policies and procedures for management and control of real and personal property, vehicles and energy reporting.

T700 – Miscellaneous Program Management – Marketing and Placement - Responsible for determining agency policy in the selection of and compensation for affiliate stations for re-broadcasting programs, consistent with BBG's strategic plan.  Devises and
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T700 – Miscellaneous Program Management – Marketing and Placement Continued - manages overall department budget for distributing programs across the worldwide network.  Supervises office operations - work of both employees and contractors.

T710 – Traffic/Transportation Management Services – This function entails processing of documents and obligations of funds related to travel and transportation services, including common carrier transportation of passengers, household goods, passport and visa services and other related services.

T813 – Engineering and Technical Services - This function is typically performed by the Office of Engineering and Technical Services’ Senior Management Officials, Administrative Staff and Contracting Officers. This function provides executive leadership in the management, and planning of engineering and technical systems necessary to accomplish and enhance the ability of IBB, Radio Free Europe/Radio Liberty (RFE/RL) MTN Radio Free Asia (RFA), to communicate with the people of the world by radio and TV.  This function includes developing the framework that will provide a creative and innovative atmosphere for the design, development and execution of engineering initiatives for the present and future of the BBG.  This function is responsible for directing and managing the operations and maintenance of the central engineering organizations and of the worldwide complex that converts media programs into the appropriate electrical signals, and distributes and transmits these signals to intended audiences throughout the globe.  This function provides expert advice in the management of all Engineering’s facility implementation and broadcast equipment projects through completion and acceptance to operational readiness, while ensuring that all performance and facility requirements are met.  This function determines and develops appropriate coordination among engineering, manpower, equipment, and budgetary resources for all projects that include but are not limited to the following requirements:

· Ensuring that key national and organizational goals, priorities, values and other issues are considered in making program decisions and exercising leadership to implement and ensure that the organization’s mission and strategic vision are reflected in the management

· Designing human resource strategies to meet the organization’s mission, strategic vision, and goals and achieving maximum potential of all staff

·  Establishing program and policy goals and the structure and processes necessary to implement the organization’s mission and strategic vision

·  Acquiring and administering financial, material, and information resources to support the accomplishment of the organization’s mission
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T813 – Engineering and Technical Services Continued
· Explaining, advocating and negotiating with individuals and groups internally and externally, including developing an expansive professional network with other organizations and organizational units.

T817 – Other Communications and Electronic Systems – includes broadcast technicians required for radio broadcasting operations.

T999 – Other Non-Manufacturing Operations – other functions not covered above including International Radio Broadcasters. 

T000 – Administrative Support – includes administrative support for non-manufacturing operations such as Radio News and Programs Departments

EDUCATION AND TRAINING

U302 – Training Administration – Media Training – This function provides international media training.

COMMUNICATIONS, COMPUTING, AND OTHER INFORMATION SERVICES

W220 – Telecommunication Centers - This requirement involves knowledge of telecommunications regulations, techniques, and practices. Handles operational and administrative operations.  Evaluate needs and recommend best telecommunications system, which includes telephones, long distance services, and voice mail, installation of lines/cabling and additional hardware and software. Special studies designed to determine headquarters and nationwide utility and applicability of new or advanced telecommunica-tions system services, operating concepts, techniques, and equipment, and recommends appropriate actions and or policy changes.

W299 – Other Communications Systems - Creation, Preparation and Production of International Broadcasting Programs - This function includes writing, editing, planning, coordinating, directing, managing, producing, presenting and voicing international broadcasting programs on radio, television and the internet, including researching, reporting, conducting interviews and translating and adapting broadcast materials.

W399 – Other Computing Services - This function includes the development and management of computing networks and internet networks.  This function includes managing the specialized and non-specialized servers for departmental, directory and 
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W399 – Other Computing Services continued - enterprise computer file server systems.  This function also includes developing and implementing standards and guidelines for the configuration and operation of current, new or upgraded network computer systems and computer technologies.

W410 - Information Operations and Information Assurance/Security – This function is performed by the senior information security/leader/specialists in the Office of Engineering and Technical Services.  This function is responsible for developing proactive approaches to improve IBB’s general information security posture.  This function provides technical leadership, expertise, and education working with technical staff for the inclusion of network security throughout the design, development, and deployment of program and administrative information systems.   This function also provides expertise for system administrators and technical staff to ensure conformance to security policy standards, participates in the development and documentation of information security standards for IBB, proactively monitors the security levels of information systems throughout the IBB domestic and overseas network, participates in preparing disaster recovery plans for IT security components, and conducts continual surveys of all offices, departments and functions to determine the need for additional security services. This function also includes working with law enforcement agencies when necessary concerning potential criminal matters related to computer and information system security incidents.
W499 – Other Information Operations Services - Operation and Maintenance of Broadcast Facilities and Equipment - This function includes the development, operation, maintenance and management of radio, television and internet broadcasting facilities, technologies and equipment, including studio and satellite operations, internet systems for web casting, and transmission facilities and equipment.  Generally this function includes radio and television broadcast technicians, master control and network control technicians and specialists; antenna personnel, radio electronic technicians, facilities managers and managerial personnel at transmission stations; and engineers and internet designers in the field and at Headquarters.   

W601 - Information Technology Management - This function is responsible for developing and supporting a global internet transmission strategy to reach growing audiences for online news and information and overseeing the development and implementation of a wide variety of projects to enhance multimedia content on the web site.  This function requires close coordination with senior IBB and VOA managers, with VOA newsroom and VOA language services, with technical specialists in the IBB and with formal and informal internet groups formed across organizational lines.  This function is also responsible for overseeing the specialized database support and administration required to sustain a large dynamic web site, ensuring the effective administration of the web site on a day to day basis and ensuring that the investigation, design, purchase and implementation of new IBB multimedia systems within the IBB and the modification of existing systems support organizational goals.
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W825 – Maintenance of ADP Equipment – includes computer specialists who deal primarily with maintenance of ADP equipment

W826 - Systems Design, Development and Programming Services – This function is responsible for designing, developing, testing, debugging and the implementation of computing software and occasionally hardware systems.  This function reviews hardware platforms, operating systems and run-time environments to support new computing applications.  This function is also responsible for selecting development tools to use in designing and building required software in support of Broadcasting’s international mission.

W827 – Software Services – includes computer specialists who deal primarily with software.

W829 – Client Services – This function is responsible for providing comprehensive end-user services 24 hours a day, 7 days a week.  This function is also responsible for developing or enhancing computer technology within Broadcasting, conducting reviews of system configurations and application software requirements.  This function provides training to customers on the use of new or upgraded software applications.

W999 – Other ADP Functions - includes information technology specialists and others who work on the Agency’s web site.

LEGAL SERVICES

Y401 – General Attorney Services - This function includes a broad variety of general legal activities, including engaging, or assisting in, the conduct of litigation, administrative proceedings, arbitration, and mediation representing the BBG (including legal research, drafting pleading and motions, conducting discovery and attending hearings) in many different causes of action, including Federal Tort Claims Act, Title VII, MSPB and disciplinary cases, EEO complaints and other discrimination actions, FOIA and Privacy Act cases, Procurement protests and contract claims; Engage in drafting documents representing BBG interests, including contracts, International Agreements, monetary settlements, licenses, leases, memos of understanding, and Interagency Agreements; Research and prepare agency responses to the GAO, the Inspector General, Congress, and other oversight organizations regarding BBG activities and mission; Conduct training on designated legal issues involving agency personnel, including Intellectual Property and Ethics; Provide binding legal opinions to BBG officials and relevant advice to agency personnel on administrative matters. 

Y405 – Management Headquarters – Legal Services – This function includes oversight, management, and control of legal programs and/or subordinate legal offices.  Legal services include, but are not limited to, providing legal advice to or on behalf of senior Departmental officials; developing, issuing, and defending legal policies and providing policy guidance.
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Y415 – Legal Services and Support – This function includes the management of, and operations typically performed by, legal offices at all levels within the BBG.  Legal operations typically include, but are not limited to, legal advice to the BBG Board, directors, managers, and supervisors.

PUBLIC AFFAIRS

Y501 – Management Headquarters – Public Affairs - Responsible for conducting annual reviews and periodic spot checks of programs broadcast by the Voice of America (VOA), and the Office of Cuba Broadcasting (OCB); evaluating programming for conformity with the VOA Charter, the VOA Programming Handbook, accepted journalistic standards, and other relevant guidelines; evaluates program content, presentation and delivery against the informational needs of the various audiences and the media environment in each listening/viewing area; hosts formal program review discussions based on staff analyses and independent outside evaluations, attended by concerned International Broadcasting elements (News Division, Research, Affiliates, Engineering, Broadcast Operations, Policy, External Affairs, Personnel); develops recommendations for improving programs in consultation with the Offices of Programs, television, Cuba Broadcasting, and Research; monitors the implementation of recommendations at a follow-up session held three to four months after the review; conducts partial reviews or spot checks as warranted by events in target area or programming concerns; participates in program development discussions and provides expert advice on a variety of special studies, surveys and projects; oversees the preparation of reports and documents for Broadcast-wide or general circulation as requested by the Director, International Broadcasting.

Y515 – Public Affairs and Program Activities and Operations – This function includes providing program management and operational guidance of public affairs activities and operations to include producing and providing public affairs policies, products, and services.  Functional objectives are achieved by reviewing policies; development and issuance of policies and operating guidance; planning, programming, and budgeting; and evaluating operational performance and management of public affairs operating activities and their associated policies products and services.

Y530 – Personnel, Community Activities and Manpower Program Management - This function includes the federally mandated activities/duties described in and pursuant to Title 29 Code of Federal Regulations Part 1614 which requires that the Agency maintains a continuing Affirmative Employment Program to promote equal employment opportunity and to identify and eliminate discriminatory practices and policies.

Y570 – Visual Information Program Activities and Operations – This function include program management and operational guidance of visual information operations to include producing and providing visual information products and services.  This also includes the design, generation, storage, production, distribution, disposition, and life cycle management 
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Y570 – Visual Information Program Activities and Operations Continued - of still photographs, digital still images, motion pictures, analog and digital video recordings, visual information production, and certain graphic arts.

ADMINISTRATIVE SUPPORT

Y810 – Management Headquarters – Administrative Support – This function includes the oversight, direction, and control of administrative support programs and subordinate offices to include Paperwork Reduction Act and the Administrative Procedures Act); provides policy guidance; and analyzing, evaluating, and reviewing performance.  Administration support services include administrative management and correspondence services; documentation services; directives and records and forms management services, printing and reproduction services, travel and transportation services, facilities management, etc.

Y815 – Administrative Support Program Management – This function provides program management support and operational guidance for administrative support programs.

Y820 – Administrative Management and Correspondence Services – This function includes general clerical, secretarial, and administrative support duties; coordination, processing, and distribution of paper communications.

Y840 – Directives, Forms and Records Management Services – this function provides directives, forms, and records management services, including retirement and retrieval of records, design, distribution, and periodic review of forms, directives, and regulations.

Y850 – Microfilming and Library Services – This function includes services typically

provided by microfilming services; technical information centers; and reference and technical libraries. This includes television program distribution and inventory systems; liaison with the National Archives and the Library of Congress for identification and transfer of historically important film and videotape programs for preservation; maintenance of inventories of programs; distribution of catalog information; storage of videotape materials; and duplication of release prints, videotapes and scripts.

Y860 – Printing and Reproduction Services - To establish, maintain, and operate duplication and/or reprographics systems with media conversion features, including electronic input, scanning, digital processing, printing, transmission of electronic data and finishing technology employed by publishing and/or computer equipment.  Prioritize and coordinate printing, through the Government Printing Office, and duplications of work to assure control and timely completion in order to meet Agency requirements.

Y899 – Other Administrative Support Services – This function includes administrative support activities not addressed by other function codes.
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Y999 – Other Functions – includes functions not covered above such as media monitors who compile news and information from various media. 

Y000 – Administrative Support – This function includes administrative management activities not addressed by other function codes.

