COMMUNICATIONS AND INFORMATION CAREER PROGRAM (CICP) 

PALACE ACQUIRE (PAQ) INTERN PROGRAM

ELECTRONIC ENGINEER GS-0855-07/09/11

GENERIC TRAINING AND DEVELOPMENT PLAN (TWO AND ONE HALF YEARS)

GS-07     - At the GS-07 level, the intern will receive introductory knowledge and skills related to areas of 

    assignment.  This is an accelerated promotion schedule for the GS-07 level.  Acceleration of training will

    be in Unit IX, Accelerated Training Plan page 12 of the training plan and will be accomplished for each intern

    by the Supervisor of Record.

GS-09     - At the GS-09 level, the intern applies skills and knowledge acquired at the GS-07 level related to all areas of assignment.

GS-11     - At the GS-11 level, the intern completes assigned engineering projects, where applicable and required formal training.

    NOTE: The amount of OJT required in any area of assignment will depend upon the intern’s educational background, knowledge, skills, and abilities required in the position.

    ** - ACCESS TO TRAINING IS DEPENDENT UPON SECURITY CLEARANCE STATUS OF INTERN
GRADE
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Unit I, General Orientation










GS-07


A.  Introduction to civil service employment, local orientation

    1.  DOD, AF, command, local assigned unit organizational structure

    2.  Military and civilian grade structure

    3.  Explanation of PAQ Intern Program (PAQ interns may have received this info from SOR)
Briefing,

Research


AFI 36 SERIES, JTR

Local CCPO

AFI 38-101

AFI 36-602

AFMAN 36-606 
















GS-07


B.  Orientation of local policy and work assignments
Briefing,

Discussion
Unit of assignment














GS-07


C.  Operation Security
Briefing
AFI 10-1101

AFI 31-401

AFSSI 5100

AFMAN 33-270














GS-07


D.  Safeguarding Information/Material
Briefing,

Research
AFI 37-132

AFI 31-401

AFSSI 5100

AFMAN 33-270














GS-07


E.  Communications-Computer Systems Security
Briefing, Research
AFI 33 SERIES

AFMAN 33-270














GS-07


F.  Miscellaneous Topics

    1.  Travel/TDY

    2.  Training

    3.  Working hours

    4.  Safety/Injury

    5.  Telephone usage

    6.  Base services

    7.  Facility tour

    8.  Regulation familiarity

    9.  Discipline

   10.  Base orientation
Briefing, Research
AFI 37-128

AFCAT 36-2223

AFI 31-401

AFSSI 5100











































Unit II, Base Level Communications-Computer Systems










GS-7/11


A.  Communications-Computer Systems

    1.  Record communication -- the function of communications centers and relationship to base level support

    2.  Telephone systems - the various types of service provided to users including unique services, i.e. conferencing

    3.  Secure voice — what it is, why it is needed and how it is used


Briefing, Research, Observation, Application, Formal trng (Determined by intern supervisor), etc.
AFI 33 SERIES











































Unit II, Base Level Communications-Computer Systems continued...










GS-7/11


B.  Communications Maintenance

    1.  Ground communication support — what is maintained by AF personnel and contractor personnel.  Identify systems by name; supply procedures and status reporting

    2.  DATA — Types of equipment included in that category, maintenance concepts and relationship to other systems.  Priority of maintenance by systems

    3.  Air Force satellite communications — maintenance responsibilities, concepts, central repair facilities when appropriate

    4.  Telephone/Wire Branch —difference between inside/outside plant.  Distribution system and switching equipment

    5.  Chief of maintenance overhead support — Those functions providing centralized control or quality control, maintenance control and logistic support
Briefing, Research, Observation, Formal trng (Determined by Intern Supervisor), OJT
AFI 33 

SERIES














Unit II, Base Level Communications-Computer Systems continued...










GS-7/11


C.  Communications Plans & Programming

    1.  Plans — retained in library pertaining to communications and base or higher headquarters affecting the organization

    2.  Programs — programmed communications requirements, scheme actions, civil engineer interface and associated support actions; PD and PC are included

    3.  Communication — AF Equipment Management System (AFEMS)
Briefing, Research, Observation, Formal trng (Determined by Intern)
AFI 33

SERIES
































Unit III, Resources and Plans Function










GS-7/11


A.  Budget/Funds Management

    1.  Budget Creation/Execution

    2.  Invoice Processing/Execution

    3.  Cost Tracking

    4.  Requirements Processing

    5.  Requirements Surveys/Work Orders

    1.  Learn budget cycle — POM, planning PRs, commitment, obligation and expenditure

    2.  Learn the PR process — preparation, certification, sole source justification of hardware and software, statements of work, GSA task orders, certify invoices, etc.

    3.  Learn the use of MIPRs, Project             

        Orders, etc.

    4.  Project current and outyear requirements for equipment rental/lease, relocation, maintenance, contractor services and MIS supplies

    5.  Learn to use standard AF accounting and finance reports
OJT,

Research, Available local trng
Unit of assignment















Unit III, Resources and Plans Function continued...










GS-7/11


B.  Plans and Resources

    1.  Strategic planning

    2.  Production Management

    3.  AF Planning Program

    4.  Self-Inspection Program

    5.  Contingency Planning
OJT,

Research, Available local trng
Unit of assignment














GS-7/11


C.  Network Operations

    1.  Layout spec tree to acquaint with configuration management

    2.  Run an internal project or task order which involves:(1-5 months)

       (a)  Writing the SOW

       (b)  Meeting with user & contractor

       (c)  Purchasing & installation of equipment

       (d)  PMRT
OJT,

Research, Available local trng
Unit of assignment





Unit III, Resources and Plans Function continued...










GS-7/11


D.  Program Management

    1.  Learn the process for obtaining a requirements contract

        (a)  Requirements definition

             (1)  Define requirements

             (2)  Prepare CSRD, if req’d            
OJT, Research, Available local trng
Unit of assignment






             (3)  Prepare other related 

                  documents (SOW, PR), 

                  recommend sources and

                  participate in source

                  selection

             (4)  Manage/enforce 

                  contract terms

             (5)  Audit and certify

                  invoices before payment

        (b)  Approval Process

        (c)  Procurement

        (d)  Acceptance

        (e)  Operation

        (f)  Contractual procedures

        (g)  Planning responsibilities

























Unit IV, Wing through MAJCOM Communications-Computer Systems










GS-7/11


A.  Basic communications-computer systems, concepts, principles, techniques and practices
OJT
Unit of assignment














GS-7/11


B.  Orientation on Local Policy & Procedures
Briefing, Appropriate OIs
Unit of assignment























GS-7/11


C.  Orientation on DOD and AF to include whole process from planning to production
Briefing, Research
AFI 33 

SERIES














GS-7/11


D.  Basic Management  Principles/Practices
OJT
Unit of assignment














GS-7/11


E.  Preparing/Presenting oral & written material
OJT, Examples
Unit of assignment














GS-7/11


F.  Preparing, testing and documenting system
OJT, Research, Available local trng
AFI 33-114














GS-7/11


G.  Analyzing and updating existing systems
OJT, Research
AFI 33-114














GS-7/11


H. Configuration Management
OJT, Research
Appropriate regulations














GS-7/11


I.  Customer Support and Relations
OJT, Available local trng
Unit of assignment














GS-7/11


J. Acquisition
OJT, Research
Appropriate regulations


































Unit V, Customer Support Function



GS-7/11


A.  Customer Requirements

    1.  Assist in preparing CSRDs, TO/SOW, BCR, etc...

    2.  Participate in reviews (PDR, SDR, CDR) & record minutes

    3.  Attend PMR

    4.  Participate in CCB meeting

    5.  Learn support required in system program office, production control, etc.


OJT, Research, Available local trng
AFI 33-104














GS-7/11


B.  Customer Services

    1.  Equipment inventory: Develop skills, knowledge & technical competence in inventory functions.
OJT, Research, Available local trng
Unit of assignment














GS-7/11


C. Contracting 

    1.  Review of contracting details for engineering systems purchases.  Understand RFPs, evaluation, selections process and various types of contracts.
OJT, Research, Examples, Available local trng
Unit of assignment














Unit VI, Formal Training Courses










GS-5/11
A.  Formal Course Curriculum — Intern will be afforded the opportunity to attend a variety of private vendor courses and Air Force funded courses.  Attendance will depend on mission requirements and local/CICP funding availability.  Courses may include:

CICP / Local














 
    1.  Air Force Communications-Computer Systems Management
Classroom






 
    2.  Fundamentals of communications-Computer Security
Classroom






 
    3.  Project Management
Classroom







    4.  Basic Comm Officer Training
Classroom







    5.  Air and Space Basic Course
Classroom







    6.  Mission exposure exercises, e.g. Blue Flag, etc.
Classroom / Field
























Unit VII, Masters Degree Courses











NOTE:  Masters Degree Program is strongly encouraged for all Electronics Engineering Palace Acquire interns, 

       however, it is not required or mandatory.  Up to 12 hours duty time per week allowed for travel to/from 

       university, and actual class time.  This is allowed only if classes cannot be taken at night, and with 

       coordination from the Communication-Computer Systems Career Program PAQ administrator.










GS-7/11
Fill in courses and all other pertinent information

























Unit VIII, On the Job Training










GS-7/11
Supervisor to fill in training specifically for this intern.

INTERN’S NAME:

POSITION TITLE:
Electronics Engineer

PP/SERIES/GRADE:
GS-855-7 (Potential exit grade of GS-855-12 upon graduation from the Palace Acquire Internship)
DATES:
From:
Hire Date         To:   Date of completion of six months accelerated training 


Knowledges-Skills-Abilities (KSAs)

to be obtained by the intern.
Date Planned
Date Initiated
Date Completed
Method of Training
Supv Initials
Employee Initials
Estimated Time Duration










1.
Knowledge required to perform duties.
      







2.
Skill reviewing technical data to achieve 

         specific objectives.








3.
Skill in  

                                                








4.
Skill reviewing technologies for

 








5.
Ability to plan for 










6.
Skill to 










7.
Ability to implement new processes and  

        procedures.








8.
Ability to










9.     Ability to

 








For promotion from the GS-07 level to the GS-09 level the intern must have satisfactorily completed all the above training requirements and completed at least six months at the GS-07 grade level. 

INTERN SIGNATURE_________________________________________________________DATE_______________________________________

SUPERVISOR SIGNATURE____________________________________________________DATE_______________________________________

Signature by the supervisor validates that the above identified training has satisfactorily been completed.

A signed copy of this training plan must be forwarded to CICP prior to the effective date of the intern’s “Accelerated” promotion.
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1

