Basic (Non-Recharged) Communications Office Responsibilities
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These are activities that continue throughout the year, regardless of the amount of recharge work we receive.

Print and Graphics

· Support the Program Development Office with proposal covers and design/layout services.

· Support Mark Levine’s  (and other Division office staff) requests for PowerPoint and other graphics-related needs. 

· Support Annual Review with PowerPoint development.

· Special report design services (e.g. recent LBNL reports supervised by Division Director—Japan GHG mitigation study).

· Photograph Division events and staff, and regularly update the photo archive with new photosets. 

· Develop page proofs of newsletter. (Included print production supervision and mailing until  summer 2005.)

· Update the Division’s graphics server with all posters, brochures, and illustrations produced by the Communications Office.

· Scanning documents and images.

Web

· Maintain and update the Division website, including posting News items, updating links, staff pages, and other changing information.

· Post newsletter and other Division publications to the web. 

· Update the Division’s Intranet pages per requests from Division office staff. 

· Answer questions from Division staff on website development.

· Troubleshooting help with various programs, i.e. GoLive, Dreamweaver, BBEdit, Word, Word Perfect, PowerPoint, Adobe Acrobat, and AutoCAD.

Public Information and Community Relations

· Search for and write press releases, Science @ Berkeley Lab articles (the Lab’s  science webzine), and Today at Berkeley Lab articles.

· Prepare R&D 100 nominations, and other award applications, such as Flex Your Power, Technology Review Under 35, and Lemelson. 

· Answer and refer all calls and email from the news media, corporations interested in our technologies, policymakers at government agencies, colleagues at other universities, and the general public. 

· Arrange media visits, including television and radio reporters and supervise media interviews.

· Provide staff portraits and other pictures from archives to media on request.

· Work with Government Relations Department to answer calls for assistance from government officials.

· Answer and refer questions from the general public, and from EETDInfo@lbl.gov general information email.

· Answer questions from Division staff about media relations issues; handle problems.

· Plan and implement EETD tours and meetings for professional, government and media visitors.

· Prepare materials for special events—examples include 

· the Congressional Energy Efficiency Expo, 

· Division 30th anniversary celebration,

· ACEEE reception

· Lab’s 75th anniversary celebration,

· Governor’s Inaugural (January 07), 

· Energy Awareness Month events (e.g. PG&E fair in November), 

· educational events, in cooperation with CSEE.

· Work with Community Relations to handle tour requests, set up special tours, and participate in the Lab’s community outreach events. 

· Work with CSEE to find speakers, judges, mentors and others for Lab participation in student poster sessions, high school and college intern programs, school visits, science fairs. 

· Participate on behalf of the Division in both the Lab’s and local community Earth Month events (mostly in April).

Seminars and Conference/Trade Show Logistics

· Manage the weekly seminars, including the online calendar and database,  preparation and posting of announcements, set-up of rooms, and audio visual equipment.

· Provide other videoconference support as requested.

· Check in and check out the Division’s laptops, camera and projection equipment.

· Coordinate maintenance and repair of equipment. 

· Maintain and update the Division’s postal mail and email lists. 

· Respond to requests that come in on the EETDInfo general email account. 

· Ship equipment, displays, posters and literature to and from tradeshows and other events.

Special Category: Initiatives Support

Division initiatives (industrial energy, water-energy technology team, and other special initiatives) receive Communications Office support, but are funded from Division office accounts set up for these initiatives. Services received by the initiatives include the full range of Communications Office capabilities:

· Website development and maintenance (graphics and structure)

· Website hosting

· Brochures and posters

· Conference and Tradeshow logistics

· Seminar coordination

Systems Administration

· Maintain the security of Division office servers, and provide advice to other Division personnel on how to do the same. 

· We have had two incidents, no root exploits, no public defacements on Division servers in six years.
· Respond to security directives from DOE, via the Lab’s computer support directorate.

· Serve Division's representative to Computer Protection Implementation Committee (CPIC) and respond to questions about incidents.
· Manage six Division office servers, host three servers from Energy Analysis Department.

EETD and virtual hosts:

· berc.lbl.gov

· best-winery.lbl.gov

· buildingairflow.lbl.gov

· buildings.lbl.gov

· certs.lbl.gov

· china.lbl.gov

· darfurstoves.lbl.gov

· dr.lbl.gov eetd.lbl.gov

· eetd.lbl.gov

· energizedlearning.lbl.gov

· energy.lbl.gov

· energybenchmarking.lbl.gov

· heatisland.lbl.gov

· hightech.lbl.gov

· ies.lbl.gov

· industrial-innov.lbl.gov

· insurance.lbl.gov

· light.lbl.gov

· savepower.lbl.gov

· sciencecamp.lbl.gov

· securebuildings.lbl.gov

· sensors.lbl.gov

· standby.lbl.gov

· EETD2 (web survey server - DRRC, BEST-Winery)

· Hepcat  (web survey server)

· Bleer (Blog server & any future wikis)

· MOMA (CO graphics server)
· Camel (Dave Fridley's UN database)
· Troubleshooting advice and providing system utilities programs (Tech Tools Pro, Norton Utilities, DiskWarrior, etc.) to EETD staff (mostly Mac related)
· Keep operating system and management software up to date—upgrades to Apache, PHP, mySQL, graphics libraries, patches to blog scripts.
· Serve as back-up to Webmaster when server issues come up—such as HTML coding and file system issues. Intercede when server management tools do not meet needs (configuration of virtual hosts, command line tasks).
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