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Professional Writing and Communications Support Services 
Scope of Work 

 
 

1. Background 
 
The International Joint Commission (IJC), U.S. Section is seeking the services of an experienced Writer-
Communications Specialist to write science-based news articles for non-technical audiences and to 
assist the Public Information Officer in the IJC U.S. Section with carrying out a range of communication 
functions. Services would be provided under contract for approximately one year. The IJC serves as an 
independent and objective advisor to the governments of the United States of America and Canada 
under the 1909 Boundary Waters Treaty, and also carries out responsibilities assigned under the 2012 
Great Lakes Water Quality Agreement and other binational accords.  

 
2. Task Purpose  
 
The IJC has an immediate need for an experienced Writer-Communications Specialist to support new 
initiatives to fulfill the IJC’s communication responsibilities under the Great Lakes Water Quality 
Agreement and its growing communication activities in other areas along the boundary under the 
Boundary Waters Treaty. The former includes writing newsletter articles and other content that make 
current scientific findings relevant to boaters, anglers, beach goers, property owners, elected officials 
and other non-technical target audiences. The latter includes the growing engagement of local 
stakeholders by the IJC and its boards under the International Watersheds Initiative. 
 
3. Services to be Provided 
 

a. Writing news stories and other content: The Writer-Communication Specialist will propose, 
draft and finalize articles and other content for a variety of online and print media, including a 
newsletter for the Great Lakes region to be distributed every two weeks, a newsletter for the 
transboundary region to be distributed four times per year, web pages, social media, video 
scripts, fact sheets and other formats. He or she will maintain effective working relationships 
with a range of sources from entities in the United States and Canada, such as IJC boards, 
universities, business, industry, First Nations, tribes, non-governmental organizations, 
consultants and others that conduct research on matters affecting the waters shared by the two 
countries along the common border. 

 
b. Publishing content in electronic format and hard-copy: The Writer-Communication Specialist 

will publish articles and other content via the IJC.org content management system, newsletter 
template, social media, animated presentations and other applications. He or she will produce 
visually-appealing infographics and charts, and procure images to illustrate communication 
products from public domain, stock photography and in-house sources. He or she will use 
desktop publishing software to produce simple products and, on an occasion, provide direction 
to designers for more complex products. 

 
c. Serving as Deputy Spokesperson: The Writer-Communication Specialist will serve as Deputy 

Spokesperson in the U.S. Section of the IJC in responding to inquiries from news media, elected 
officials and other parties on select topics, and will represent the IJC in public settings.  
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d. Serving as Assistant Information Officer: The Writer-Communication Specialist will serve as an 
integral member of the interoffice IJC Communications Team. He or she will contribute to 
weekly planning meetings by proposing, planning and implementing select communication 
activities, and will assist the Public Information Officer on an occasion with conducting public 
meetings, organizing briefings, writing speeches, proof-reading documents and other duties.  

 
4. Required Knowledge, Skills and Abilities 
 
This position requires knowledge of a wide range of oral and written communication principles, 
practices, techniques and methods, analytical methods, and interpersonal relations practices. Skill in 
applying such knowledge and modifying standard methods and approaches is required to develop new 
information materials and enhance public understanding of issues related to the IJC’s programs. Ability 
to read, write and speak French on a professional level is preferred, but not required. The particular 
knowledge, skills and abilities that are required include: 
 

a. Knowledge of reporting methods and news writing style; outstanding skill in producing clear and 
compelling copy; and ability to meet tight deadlines;  

 
b. Knowledge of issues concerning the environment, water resources and competing societal 

interests; skill in explaining complex scientific issues in plain English; and ability to capture what 
is newsworthy, of the human interest and relevant to different user groups; 

 
c. Knowledge of online and social media methods and techniques; skill in using words 

economically and presenting content in an engaging manner; and ability to capture the 
attention the popular audience and a following among different age groups; 

 
d. Knowledge of various forms of information technology relevant to mass communication and 

ability to use content management systems, social media platforms, animation applications, and 
desktop design software; 

 
e. Outstanding interpersonal skills, ability to participate effectively in multi-disciplinary teams and 

skill in managing multiple priorities and deadlines; and 
 

f. Ability to explain established agency positions in an accurate and transparent manner, and skill 
in handling inquiries that may require internal consultation with colleagues before providing a 
full response. 
 

g. Ability to read, write and speak French on a professional level is an asset, but not required. 
 
5. Minimum Requirements  
 
The position requires a bachelor’s degree from an accredited college or university. The successful 
candidate will likely have a bachelor’s  or master’s degree  in journalism, communications or another 
field in which highly developed writing, speaking and multi-media skills are essential. The successful 
candidate will likely have been working professionally for five years writing about scientific, 
environmental or policy issues for non-technical audiences.  Candidates will provide writing samples and 
other evidence of their effective communications work as well as professional references.  
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6. Deliverables 
 
The contractor shall provide the following deliverables in accordance with establish schedules that 
include time for review and approval:  
 

a. Approximately eight high quality news stories per month and other content required for IJC 
newsletters, social media and other information products; 

b. Posting of content and design of print materials that are visually engaging; 
c. Professional assistance with a range of communication activities; and 
d. Status reports and other documents as required by the Contracting Officer’s Representative 

(COR). 
 
7. Acceptance Criteria 
 
Final products are subject to the COR’s review and approval. Deliverables, including newsletter articles 
and other content, will contain timely, relevant and accurate information. Content will adhere to proper 
grammar, spelling, and IJC style guidelines. Final products that represent the work of the IJC will be 
consistent with IJC positions and policy.   
 
8. Place of Work 
 
The work under this order will take place primarily at the IJC’s Washington Office, 2000 L Street NW, 
Suite 615, Washington, DC 20036. Travel to meetings of the IJC and partner organizations may be 
required. 
 
9. Further Information and Examples  
 
More information about the organization can be found on the IJC’s website at: http://ijc.org/en_/.  
Examples of communication products similar to those required in this scope of work can be found on 
the blog and brochures pages of the website. Inquiries about the scope of work may be sent by email to 
Frank Bevacqua at: bevacquaf@washington.ijc.org.   
 
11. Compensation 
 
Hourly rate is generally equivalent to that of a GS-13/1 with benefits. 
 
10. How to Apply 
 
Please send résumé and three writing samples by 5 p.m. on Friday, March 25, 2016 to: 
bevacquaf@washington.ijc.org.  

http://ijc.org/en_/
http://ijc.org/en_/blog
http://ijc.org/en_/Brochures
mailto:bevacquaf@washington.ijc.org
mailto:bevacquaf@washington.ijc.org

