Position Description for: Usability and User Experience Specialist (Detailee, Entry-Level) 
Office: First Fridays Usability Program, Center for Excellence in Digital Government (CEDG), Office of Citizen Services and Innovation Technologies, U.S. General Services Administration 
Website: GSA First Fridays Usability Program 
1. INTRODUCTION: The goal of GSA’s First Fridays Usability Program is to serve as a catalyst for usability and user experience in federal digital services, including websites, mobile sites, mobile apps and prototypes. First Fridays aims to accomplish its goals through three avenues: 
1 Education and Training 
2 Usability Demonstration Tests 
3 Awareness Campaigns 

By providing demonstration services and teaching agencies how to test for themselves, First Fridays has saved U.S. taxpayers more than $1.3 million to date. 
First Fridays has assisted more than 50 federal sites, intranets, and mobile sites to date. Approximately half of its clients are inside GSA, and the other half are from all sectors of government. Clients include the U.S. Army, NASA, U.S. Census, Dept. of Transportation, Dept. of State and the National Science Foundation. First Fridays has also involved more than 700 observers and participants from 60 different agencies and bureaus. 
First Fridays provides the following services: 
· Day-long tests of a website, mobile site, or wireframes or prototypes with three users 
· “Hallway” tests done in a public location, and with a sample size of 15-25 users each tested for about 15 minutes 
· Expert reviews (Heuristic analyses, typically take about 1-2 hours) 
· A Card Sort (navigation improvement test) that takes about 4 hours 
· Consultations 
· Presentations 
· Educational and volunteer opportunities 

 
About the Position (duration, hours and pay) 
Details are essentially “employee exchange” programs where you are reassigned to another agency to learn new skills. During your detail you will continue to be paid by your host agency. Talk to your supervisor to find out their policy towards details. 
GSA has an immediate detailee opening at its central office, 1275 First St., NE, 11th Floor Washington, DC 20417. Our detail for User Experience Specialist is an educational position where the detailee will gain hands-on experience in usability techniques and best practices. By the time the detailee returns to their host agency, they will have gained the skills to conduct their own effective, low-cost usability testing. Our office has worked with details from NASA, DHS and other GSA regions to date. 
The position lasts for a period of six to twelve months. This position is full-time, although we can be flexible with occasional work assignments. However, the expectation is that this will be your full-time job for the duration of the detail. Therefore, your supervisor will need to reassign your duties to other employees during this time. Our hours are generally 9-5. We do support telework for 1-2 days of telework per week, although for the beginning we'd keep that at a minimum. 
2. KNOWLEDGE REQUIRED BY THE POSITION 
· Interest in design and user experience / usability 
· Superb organizational and time management skills 
· Solid writing and communication skills 
· Comfortable with public speaking and presenting 
· Able to work under tight deadlines and quickly shift priorities based on emerging projects. 
· Basic tech skills, familiarity with computers, blogs, Google Applications, Youtube, etc. 
· Able to excel in both team-based and independent projects. 
· Working knowledge of social media, including Twitter, 

3. MAJOR DUTIES 
The candidate serves as a Usability & User Experience Specialist under the direction of Jonathan Rubin, First Fridays Program Manager. 
The detailee will perform a variety of the following duties: 
Usability Testing Support (60%) - Assist the First Fridays staff in planning, recruiting for, and implementing a variety of usability tests and evaluations. Hands-on planning and technical logistics of setting up a formal usability test. Conduct test facilitations with users and clients. Assist with Expert / Heuristics Evaluations of Federal sites. Plan and implement Card Sorts and Navigation Improvements. Operate usability testing equipment (screen sharing, audio / visual, mobile cameras). Collect data, usability metrics and anecdotes. Communicate with clients and create final reports. Assist with Facilitator in Training program and other educational initiatives. Help with presentations.
Content Creation (20%) - Write and edit educational web content for Howto.gov’s First Fridays page. Create usability resources and templates for First Fridays team and for external use. Create and edit presentations (Powerpoint, Prezi, etc.) for conferences and consultations. Create “Before and After” graphics that illustrate the benefits of usability testing. Recommend innovative ways to present information via graphics, video, etc. 
Research (15%) - Research and document usability best practices, innovative tools and techniques. Analyze test reports and look for commonalities and important conclusions. 
Marketing / Outreach (5%)-Assist in promotional efforts of First Fridays program via social media, GSA channels and other media. Support branding of First Fridays and assist as needed in planning and creation of video strategies. 
4. ABOUT OUR OFFICE 
Our mission at the Center for Excellence in Digital Government is to dramatically improve digital government by building agencies’ capacity to regularly engage with the public and improve the customer experience. In addition to First Fridays, the Center also supports: 
· Digital Government University - Practical and affordable training for anyone who works on a federal, state, or local government website 
· Challenge.gov - Using contests to engage the public in solving government problems 
· Howto.gov - Step-by-step instructions on social media, web content, mobile, challenges, tech solutions, and more 



5. SUPERVISORY CONTROLS 
The Program Manager for First Fridays is responsible for the program’s strategy, methodology, services, staffing and client selection, in consultation with the Director of CEDG. The detailee reports to and receives general direction from the Program Manager, and support from the Director of CEDG as needed. Supervision is essentially consultative and collaborative in nature. The detailee bears primary responsibility for carrying out a program from beginning to end after it is assigned or approved. 
The Program Manager will work with the detailee to establish priorities, deadlines, and a final completion date. Where aspects of the tasks are unfamiliar or lack clear, established precedents, the detailee is expected to obtain advice from the Program Manager, CEDG Director, or CEDG team leads. 
The Program Manager monitors the work in progress, reviews the proposed solutions for accuracy of methods and techniques, and evaluates the finished work for accuracy, timeliness, and compliance with standards. 
6. PHYSICAL DEMANDS 
The work is largely sedentary, with occasional lifting of equipment ranging from light (laptops) to heavy (chairs, tables, computers and monitors). 
7. WORK ENVIRONMENT 
The work is performed in an office setting, with occasional excursions to event sites or partnering government agencies. 
8. GSA CONTACT: 
Interested applicants should send resume to: 
