	Universal Accreditation Board

The Practice Analysis of the Public Relations Profession

	[image: image1.jpg]





	
	[image: image2]


	[image: image3]
	[image: image4]
	[image: image5]
	[image: image6]
	[image: image7]
	[image: image8]

	[image: image9]
	[image: image10]
	Appendix E: Taxonomy of Major Areas of Work in Public Relations

There are many ways to classify the work performed in public relations. Our intention was to develop a taxonomy that would be the basis for the content specifications for the APR examination. The taxonomy had to meet certain criteria. We wanted it to reflect the work that people actually perform on the job; to be concise, yet comprehensive; and to provide guidance to both APR exam developers and candidates. Based on numerous interviews with public relations practitioners working in a variety of settings, and the advice of a panel of leaders in the public relations profession, the taxonomy classifies work in public relations into tasks, work activities, and work categories. 

Tasks: These are the smallest components of work -- the steps necessary to perform a work activity. 

Work Activities: These are major areas of work that are accomplished by performing one or more tasks. 

Work Categories: These are the umbrella categories. Several work activities are performed under each category. 

For example, media relations, crisis management, and special events are work categories. 

Work activities that fall under the media relations category include research and fact- finding, developing a media strategy, identifying audiences, developing messages for each audience, creating media lists, producing media kits, etc. 

To complete each work activity various tasks have to be performed. For example creating the media list requires a public relations practitioner to identify relevant media outlets, identify key people at each outlet, enter information into a database, etc. 

We have divided work in public relations into 12 major categories, dozens of work activities, and hundreds of tasks. 

The 12 work categories are described below. Under each category, some representative work activities are listed. The list of work activities is not meant to be exhaustive. Any given work activity may fall under more than one work category. We did not show all of the categories under which a work activity might fall. No tasks are listed. 

1. Account/client management 

This work category focuses on the relationship with external clients (agency) and internal clients (corporations, not-for-profit organizations, etc.). 

Typical work activities may include: 

· establish and maintain client relationships 

· understand client's business/ industry/ markets 

· understand and interpret client requirements 

· advise clients 

· establish and manage client expectations 

· train spokespeople 

· coach and counsel client 

· manage the budget 

· keep client informed 

· help client set goals and objectives 

· prepare memos, reports and presentations 

· respond to client requests 

2. Strategic planning 
This work category focuses on the overall approach to PR and reputation management. 

Typical work activities may include: 

· understand and interpret client requirements 

· participate in senior-level decision-making 

· plan and conduct research 

· integrate public relations into the organization's strategic plan 

· set measurable goals and objectives 

· identify public relations problems and opportunities 

· develop policy 

· advise clients 

· develop plan to influence or change public opinion or public policy 

· develop plan for communications programs 

· develop key messages for each audience 

· develop crisis communications plan 

· develop strategy for branding and brand management 

· recognize and deal with ethical and legal issues 

· evaluate outcomes 

3. Public relations program planning 

This work category focuses on the implementation of the strategic plan. 

Typical work activities may include: 

· conduct research (industry and competitive analysis, attitude research, etc.) 

· identify audiences 

· develop key messages for each audience 

· produce detailed PR plan - tactics for reaching each audience 

· set measurable goals and objectives 

· plan special events 

· develop publications, press releases, presentations 

· identify speaking opportunities 

· coordinate PR with advertising agency 

· develop ideas for advertising and promotions 

· evaluate outcomes 

4. Project management 
The focus of this work category is on project implementation and project logistics. 

Typical work activities may include: 

· conduct research 

· prepare appropriate planning documents 

· manage logistics (timelines, schedules, resources, deliveries, etc.) 

· assign tasks to team 

· develop and monitor the budget 

· manage and direct people (teams, consultants, vendors, etc.) 

· report to clients 

· respond to client requests 

· evaluate outcomes 

5. Media relations: 

Typical work activities may include: 

· conduct research; fact-finding 

· develop a media strategy 

· identify audiences 

· develop key messages for each audience 

· set goals and objectives 

· develop and maintain media lists 

· establish relationships with key media 

· identify speaking opportunities 

· conduct media training/coaching for senior management/ spokespeople 

· produce media kits 

· develop media invitations 

· generate publicity 

· pitch stories and ideas to media representatives 

· media placement 

· prepare press releases/announcements 

· participate in editorial board sessions 

· produce special events designed for media coverage 

· plan and manage press conferences 

· develop public service programming/public service announcements 

· develop publications and presentations 

· develop videos, radio and television spots 

· set up, plan, and coordinate tours/meetings 

· set up plan to use the Internet 

· analyze media coverage (communications audit) 

· evaluate relations with media 

6. Relations with Special Audiences 

This work category is concerned with identifying, profiling and communicating with key publics and target audiences. 

Special audiences may include: 

· industry analysts 

· financial analysts 

· investors and stockholders 

· boards of directors 

· business partners and affiliates 

· community leaders 

· customers, consultants, research organizations 

· government agencies and elected and appointed officials 

· demographic/ psychographic groups 

· for each audience: 

· conduct research 

· set goals and objectives 

· develop strategy 

· develop key messages 

· write and prepare literature (background information, press releases, etc.) 

· develop and manage Internet-based capabilities 

· arrange special events/tours/meetings 

· evaluate relationships with key audiences 

7. Issues management 
This work category focuses on an organization's long-range effort to anticipate potential problems, to be proactive, and to plan for crises. 

Typical work activities may include: 

· anticipate issues/problems 

· set goals and objectives 

· conduct research 

· develop strategy for reputation management 

· write crisis management plan 

· develop media relations plan - plan for communication with all relevant audiences 

· develop key messages for each audience 

· develop media materials - news releases, fact sheets, background information, etc. 

· plan media placement - strategy for disseminating messages 

· train senior management and spokespeople for media 

· develop presentations 

· develop direct communication programs (e.g., mass mailings) 

· incorporate Internet into communications plan 

· write materials for web sites 

· counsel clients 

· develop plan to resolve conflict 

· conduct opposition research 

· coordinate release of information 

· evaluate process/outcome 

8. Crisis management 

This category focuses on reacting to immediate problems such as workplace violence, poor earnings report, industrial accidents, etc. 

Typical work activities may include: 

· set goals and objectives 

· write crisis management plan 

· execute crisis management plan 

· train spokespeople 

· develop media relations plan - plan for communication with all relevant audiences 

· counsel clients 

· buy media time or space to communicate messages 

· write materials for web sites 

· coordinate release of information 

· evaluate process/outcomes 

9. Internal relations 
The focus of this work category is on communication with employees, management, members, and other internal audiences. 

Typical work activities may include: 

· set measurable goals and objectives 

· conduct research 

· develop action plan (including strategies, tactics, timelines, etc.) 

· segment and prioritize target audiences 

· develop key messages 

· establish feedback and dialogue mechanisms 

· determine intranet content 

· develop web site content 

· coach and counsel clients (typically senior management) 

· determine appropriate channels and delivery mechanisms 

· produce special events 

· write speeches 

· prepare publications - newsletters, fact sheets, etc. 

· develop and execute change management plans 

· develop crisis communication plan 

· establish positive corporate culture 

· seek input and feedback 

· evaluate outcomes 

· evaluate relationships with key audiences 

10. Special events, conferences, and meetings 

Typical work activities may include: 

· determine purpose, goals, objectives 

· conduct research 

· participate in product promotion and roll-out 

· develop theme 

· plan and manage special events 

· coordinate logistics 

· develop plan for internal and external promotions 

· arrange for security/ control 

· develop crisis plan 

· manage budgets 

· media relations (develop materials, arrange for coverage of event, media kit, etc.) 

· evaluate outcomes 

11. Community relations 

Typical work activities may include: 

· conduct research 

· set goals and objectives 

· communicate with different audiences 

· sponsor community events 

· engage in visible community service 

· establish relationships with community leaders 

· train spokespeople 

· determine web content 

· build alliances 

· develop corporate giving programs 

· participate in philanthropy, fund raising, and institutional development programs 

· evaluate relationships with key audiences 

12. Managing the Business 

This work category focuses on managing the PR function in an organization. 

Typical work activities may include: 

· identify new business opportunities 

· develop new business 

· human resources management 

· manage technologies 

· establish office rules and procedures 

· manage budgets and profitability 

· hire, train and mentor staff 

· manage staff 

· participate in public relations planning and functions training 

· manage compliance issues (EEO, ADA, environmental, etc.) 

· manage legal/ ethical issues (sexual harassment, discrimination, etc.) 
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