DA intern assigned to the Civilian Personnel Administration (CP-10) Career Program, Pacific CPOC, Fort Richardson, AK.   Receives formal and on-the-job training on the basic principles, applications, concepts, work processes, policies, regulations, laws, references, etc. which govern all functional areas of Civilian Personnel Administration.  Training is designed to develop required technical and professional competencies as employee rotates through the functional areas of:  Position Management and Classification; Recruitment and Placement; Human Resources Development, and Personnel Systems.  Duties consists of tasks designed to provide experience in applying personnel principles, policies, procedures, techniques and ethics within the assigned functional areas. 

ORIENTATION:

Become familiar with the Federal government and department of the Army structure; basic civilian personnel 

functions, US Army Code of Ethics,  region’s servicing activities, and the fundamentals of Civilian Personnel Operations. To be accomplished via:

· Successfully complete the Intern Leadership Development Course (ILDC), TMD.

· Meetings/OJT/discussions with peers/senior specialists/supervisors/etc.

· View US Army Building the Total Team video.

· View Soldiers and Civilians, The Total Army Team video.

· Become familiar with the Region’s New Employees’ Handbook.

POSITION MANAGEMENT AND CLASSIFICATION:
· Successfully complete of the Position Management and Classification Skills and Principles, TMD.

· Become familiar and develop a basic understanding of classification policies and procedures IAW Classifier’s Handbook, Introduction to Position Classification Standards and the Indexes for GS and WG series.  

·  Become familiar with  the Code of Federal Regulations,  5 CFR 511- Classification Under the     

       General Schedule.

· Develop the knowledge of determining when an evaluation statement is required and the proper format.   Under the guidance of a senior classification specialist, prepare an evaluation statement.

-     Under the guidance of a senior classification specialist and utilizing the references above, 

      develop a working  knowledge of position management concepts.

-     Develop GS and WG positions which meet OPM Standards of Adequacy and DA Accuracy Standards.

· Under the guidance of a senior classification specialist, acquire a working knowledge of COREDOC, PDL, Regional Applications and DCPDS position build processes.

· Under the guidance of a senior classification specialist, develop a classification advisory.

-     Conduct a position audit via telephone and/or on-site visit.

· Communicates orally and in writing in a clear, concise and timely manner.  

· Treatment of customers/coworkers is courteous and cooperative.

STAFFING SERVICES:

· Successfully complete Basic Staffing, TMD.

-     Become familiar with basic staffing principles/guidance IAW Qualification Standards (X-118 and X-118C), Federal 

      Personnel Manual (FPM) Chapter 296 (Processing Personnel Actions), the Pacific Region Merit Promotion Plan, and 

      Title 5 of the CFR  (reference sections pertinent to Staffing Services).

· Develop a working knowledge of the PPIs, CPOL, RESUMIX and ASARS.  

· Under the guidance of a senior staffing specialist and Army Civilian Central Evaluation System (ACCES) guidelines, request and process an Army Civilian Central Evaluation System (ACCES) Referral from beginning to end.

· With respect to preparing referrals, have a working knowledge of the applicable laws/rules in relation to Veteran’s Preference , Competitive Areas, Priority Placement, etc.  

-     Become familiar with Reduction-In-Force regulations to be able to determine the cause, alternatives, competitive 

      areas, competitive levels, retention registers, and placement rights. 

· Under the guidance of a senior specialist and regional procedures, develop a working knowledge of RESUMIX..  Prepare  RESUMIX  vacancy  announcements  from initial recruitment to employee placement  IAW manager’s requests and DA/regional guidelines.

-     Become familiar with the Delegated of Examining Unit’s (DEU) procedures and external recruitment authority.  Assist 

      DEU specialist in the development of Certificate of Eligibles from initial request, rating and ranking of applicants,      

      issuance  and closeout  of  Certificate of Eligibles.

· Prepare a valid referral IAW X-118/X118C Qualification Standards, Veteran’s Preference, Priority Placement,  Local 

      Merit Promotion Plan, etc.

· Communicates orally and in writing in a clear, concise and timely manner.  

· Treatment of customers/coworkers is courteous and cooperative.

INFORMATION SERVICES:

· Under the guidance of an Information Management Specialist, successfully download and print DCPDS out put 

products.

· Become familiar with the various types of user accounts and how they are created.

· Successfully build, modify, and reset user accounts (PPI/FPI, DCPDS).

· Under the guidance of an Information Management Specialist, troubleshoot minor FPI/PPI problems.

· Execute a  simple DESIRE from the library.

· Successfully enter a problem description into HEAT, modify using a journal entry, assign, and close a HEAT ticket.

· Download productivity information and load local productivity databases.

· Modify status information on closed personnel action requests (normally conducted in staffing or classification).

· Communicates orally and in writing in a clear, concise and timely manner.  

· Treatment of customers/coworkers is courteous and cooperative.

HUMAN RESOURCE DEVELOPMENT:

· Successfully complete Basic Human Resources Development, TMD.

-     Become familiar governing training/human resource development policies, procedures, laws, etc. (i.e OPM Training 

Policy Handbook, AR 690-950 Career Programs, 5 CFR Chapter 410, CPOL, Army Formal Schools

· Develop a regional course announcement IAW established guidelines.

· Become familiar with Army ACTED and its purpose.

· Become familiar with the Army Civilian Career Evaluation System.

· Become familiar with ATTRS and it’s purpose.  Acquire Army Formal Schools quota utilizing ATRRS.

· Become familiar with the TRAIN FPI/PPI (Now, the Modern System) and it’s purpose.  

· Assist in the development of the regions Training Needs Survey and Training Plan.

· Communicates orally and in writing in a clear, concise and timely manner.  

· Treatment of customers/coworkers is courteous and cooperative.

*  (During the period 21 Jun - 13 Aug 99  the two current interns will be assigned special projects in the HRD Team to include:  setting up one "Managing the Civilian Workforce Under Regionalization" class at Fort Richardson;  working "cradle to grave" in producing several on-site training courses to be presented at a selected location in the Pacific Region; assisting with the development of the FY 00 annual training plan; understanding the role ACTEDS plays for courses such as OLE, PME, LEAD, & SBLM); discussing the HRD SOP for all "players" of the training process; attending the Basic Staffing course; and more)

