3/9/04

LCCEP CAREER BROADENING

NOMINATION WORKSHEET

Purpose:  This document is used by an eligible employee to request consideration for Career Broadening opportunities in the Logistics Civilian Career Enhancement Program (LCCEP). 

Instructions:  This Nomination Worksheet must be completed and sent to the LCCEP office, as part of the Nomination Package in order to be considered for a career broadening assignment.  Please complete all of the blank spaces below. Failure to do so will cause it to be returned to you and may cause non-consideration for this opportunity.  

You must also self-nominate for this position during the open period of the announcment.  Please see Attachment 1 for instructions to self-nominate.  

Upon completion, print a copy for your records, and (1) E-Mail to: lccep@randolph.af.mil, or (2) FAX to DSN 665-4272 [commercial (210) 565-4272]. The Nomination Worksheet along with the Nomination Package, must be received in the LCCEP office by COB (1700 hrs, Central Time) on the closing date for submitting the Nomination Packages as stated in the Career Broadening announcement, in order to be considered for the announced Career Broadening assignment.

Each eligibility requirement must be met by the closing date of the announcement.  Please reference the LCCEP Career Broadening website or the current announcement for the required eligibility criteria http://www.afpc.randolph.af.mil/cp/lccep/carbrd.htm
1. Name: ______________________________________________

2. SSAN: ______________________________________________

3. DSN: ________________________

4. DSN FAX: ________________________

5. Permanent Pay Plan-Series-Grade: _______________________ 

6. E-Mail _________________________________________

7. Orgn & Office Symbol: ___________________________________________________

8. Supervisor Name: _____________________________________ 

9. Supervisor’s DSN: ______________________________

10. Organizational Mailing Address: _________________________________________                                                         _________________________________________________________________________                                                      _________________________________________________________________________                                                                                                                                                                                     

11.  There are two ways an LCCEP eligible employee can compete for a Career Broadening assignment provided they are otherwise qualified:

A. Through temporary promotion to the next higher grade; or, 

B.  Through reassignment in their current permanent grade.

Based upon these definitions, indicate your specific interests below by placing an ‘X’ on the line next to the circumstance you wish to be considered.     

____ a.  I possess 12 months time-in-grade (TIG) at the next lower grade and wish to apply for temporary promotion to a GS-_____  (select one:  12, 13, or 14) position.

____ b.  I want only to be considered for reassignment (lateral transfer) in my current permanent grade of GS-____ (select one: 12. 13, or 14).

____ c.  I possess 12 months TIG at the next lower grade. I want to be considered for both a temporary promotion and consideration for reassignment in my current permanent grade of   GS-____ (select one: 12. 13, or 14).

12.  I certify I have read the Eligibility Requirements posted on the LCCEP Career Broadening Web site and meet all of them.  Yes____ Not Sure____ (If you mark “Not Sure”, LCCEP will contact you)

13.  Eligibility for the Career Broadening Program is normally on a worldwide basis. However, candidates are requested to prioritize their top 3 Career Broadening location preferences. Although the desire of each candidate will be considered, the needs of the Air Force must prevail and you may be selected for any open vacancy.  Please review the LCCEP web site, Career Broadening section, to find the list of current Career Broadening locations.  As this is a two-year program, all of these locations will not be filled during each selection process.  The actual locations being filled will be listed on the Career Broadening vacancy announcement that will be posted in the Civilian Announcement Notification System (CANS).  Under Preferred Locations below, you must list at least one valid location that will be filled in the current selection cycle, and for which you are eligible to compete.

Preferred Locations

First Choice:_________________________________

Second Choice:_______________________________

Third Choice:________________________________

IMPORTANT:   If you have self-nominated for a Career Broadening position at the Civilian Employment web site, you still must submit this form along with your Nomination Package to LCCEP by the closing date for submitting the Nomination Package.

Instructions to Self-Nominate

Employees desiring to interview must first self-nominate for career broadening during the open period of the announcement.  The following instructions will assist you in accomplishing

Self-Nomination.

(1) Open your Internet browser and go to the to Civilian Employment Login Page at the following URL:  https://ww2.afpc.randolph.af.mil/resweb/log_in.asp.   Enter your SSAN, without dashes or spaces, and click “Enter”.  You will receive the message “Our records indicate that you are an INTERNAL applicant please proceed to the AFPC Secure Log In - Web Site."   Click “OK” and this will take you to the AIR FORCE PERSONNEL CENTER’S SECURE WEB SITES home page.
(2) Login to the AIR FORCE PERSONNEL CENTER’S SECURE WEB SITES.  If you have not previously established a USERID and PASSWORD for this site, follow the directions provided on-line and on-screen. 

(3) Once your USERID and PASSWORD are established and you have successfully logged on to the site, click the ‘Employment’ option.

(4) The Civilian Employment-Option Menu page will appear with your name indicated.  Scroll down to Job Search and click the “Advance” option.  Another pop-up window will open.  

(5) Scroll to the Announcement Number option field, remove the word “ALL” and enter the job announcement number identified in the text of this letter.  Scroll to bottom of page and click on “Search”. 

(6) The Job Search Results will appear and the Job Title of the announcement will be displayed. Click on Job Title it to view the Job Announcement and text.  Review the announcement to determine if you meet the eligibility requirements to self-nominate.  

(7) To accomplish self-nomination, at the bottom of the Job Announcement, click on MARK THE ANNOUNCEMENT AND RETURN.  This will automatically place a check mark in the box next to the Job Announcement title. This indicates you have self-nominated. 

(8) Click SUBMIT in the box that states ‘I wish to “Apply Now”…’ at the bottom of the page.  Then click SUBMIT a second time to verify you want to self-nominate for consideration. 

(9) You will receive a notification on screen that you have successfully self-nominated.  Print and retain a copy of this screen for your personal records.   

You have now completed the self-nomination process for the career broadening announcement.  Don’t forget, you must also complete the application sheet and other required documentation to actually be considered.  LCCEP will run a minimum eligible Promotion Plan to ensure all self-nominating employees meet the basic eligible qualifying experience criteria for Logistics positions. You must meet not only the Promotion Plan eligibility criteria but also all of the criteria outlined in the announcement;  these criteria are also listed on the LCCEP web site for further reference.

If you are unable to access the Secure Web Site for any reason, you may also self-nominate through the Interactive Voice Retrieval System (IVRS) at 1-800-997-2378 during the open period of the announcement. TDD users call 1-800-382-0893; within area code 210, call 565-2928.
NOTE:  These instructions are for “normal” systems operations and LCCEP does not control the system.  When errors occur, please contact the Civilian Technical Assistance Center.  Their hours of Operation are 1500 Sunday through 1700 Friday at DSN: 665-2820 (includes San Antonio commuting area), Commercial: (210) 565-2820 or 1-888-368-9367.  Press 1 for Technical, then press 1 again to reach the DPC Civilian Customer Support Center.
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