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PREFACE

This training plan has been developed primarily for Palace ACQUIRE Interns.  Its purpose is to lay out a path for them and their trainers to follow during their partnership as they both seek to prepare the intern as a productive member of the manpower and organization family.  Interns may use the plan as a roadmap to see the makeup of the manpower and organization career field.  Trainers may use the plan to formulate practical or actual work assignments so that interns (or other MO trainees, military or civilian) may gradually familiarize themselves with general functions and activities of a typical base-level manpower office, HQ-level Manpower and Organization functions, AFMIA, and Command Manpower and Innovation Flight/Squadron.  

As you review and use this plan, we ask for constructive ideas to make it better.  Please provide any comments or suggestions you may have to the MCCP Administrator, DSN 665-2816, (email: mccp@afpc.randolph.af.mil).

INTRODUCTION

Welcome to the Air Force Manpower and Organization (MO)) professional career!

As an Intern Management Analyst, you have the tremendous opportunity to develop an exciting, life-long career.  We’re counting on your energy and acceptance of the challenge--to learn the Air Force business and its human resource allocation system well enough to be able to analyze and eventually make the changes necessary for the future.  The role of each MO office, regardless of organizational level, is to ensure efficient use of the U.S. Air Force’s most expensive resource—manpower.  

What Should I Do?  Much is dependent on you.  It is your task, in approximately three years, to assimilate, organize, and use relevant information from many sources.  Since the time will speed by, use every moment to learn the Air Force (AF) organization and business. Your best source is your supervisor and those in your workcenter, as well as the numerous materials available in your area, on the Internet, and your formal classes.  The best way to learn is “to do it;” consequently, as an intern you will be researching and working projects with other specialists, both military and civilian.  Teamwork, the ability to work together for the mission or the ultimate goal, is highly valued in any organization.  Find out what that mission is and make a professional contribution wherever you are.

Your Supervisor  or training official has been carefully selected.  He or she may assign you to other members of the organization for individual projects or short periods of time.  Your supervisor or assigned trainer will help you acquire the new skills and knowledge you must master to be successful in your job.  Talk with your supervisor openly and often!

Assignments.  Your first assignment will most likely be at the Wing or “AF base level” MO office for approximately 18 months during which you’ll attend the formal Manpower technical school at Keesler AFB.  (See “Value Tech Training” below.)  Ideally, the next 18 months will be at a Major Command (MAJCOM).  Though you may not be assigned to a Headquarters organization (the third level) your training will include familiarization with Headquarters USAF/XPM and its Field Operating Agencies (FOAs).  See chart at Chapter 1.

Getting Smart Quickly.  Some may forget how unfamiliar you are with military acronyms and Air Force office routine.  How does one get a letter properly written, signed and out?  To help you sort out these things, AF writing handbooks, such as the Tongue and Quill are available, as well as, AF organization charts, lists of acronym definitions, and a unit manpower document (UMD) key.  Ask the organization’s secretary about local directories, processing correspondence, documenting travel and time, and obtaining supplies and computer equipment.  Asking questions with interest and initiative will encourage your supervisor and team members to provide necessary tools and directories.  You will gain a lot from open, honest interchange between newcomers (with a fresh outlook and new technology) and seasoned military and civilians.

Value the Tech Training!  Sometime during your first year, you will attend a 6-week class at Keesler AFB in Biloxi, Mississippi, for an overview of manpower and organization tools which you will employ over your entire career.  It’s imperative that you make the most of this opportunity.  Draw upon your own algebra, statistical, and computer background to fully comprehend and carefully organize the material you receive for easy, but constant future reference.  Though no course is perfect, this will provide you with most of the basics for future projects.  Read all assigned material and develop a study group.  These classmates and instructors will become an important part of your future educational and professional network.

Pay and Travel. The Air Force Personnel Center Manpower Civilian Career Program is responsible for pay during internship, and will also assume costs for career program-required training and travel.  Your employing MO office will assume all other costs.  Electronic or hard-copy forms are required in advance for each situation.  Check with your supervisor or secretary for samples and procedures.  In addition, your employing MAJCOM or AFMIA may fund special courses or project travel, as needed.
Constant Continued Education.  Take advantage of every formal and informal educational opportunity for:   computer software, public speaking, project management, motivational classes.  Your supervisor will suggest particular classes for you; but inquire about other areas of expertise that would help you do the job.  Subscribe to professional journals.  Ask around for the best return.  Consider starting a work-related masters degree program or at least position yourself to take prerequisites or entrance exams, as required.  Please note that after successfully completing your internship, the career program will pay for work or mission-related graduate courses.

Promotions/Evaluations:  You will be given a position description for GS-7 Management Analyst soon after your arrival.  Your supervisor should receive a brief promotion recommendation from Civilian Personnel 2-3 months prior to your anniversary.  You are eligible for promotion to GS-9 approximately one year from your start date and to GS-11 approximately one year later.  If judged a fully qualified management analyst after one more year (third year as an intern), you will receive a step increase to GS-11, Step 2. All civilians (including interns) are also evaluated on a regular annual basis.  If you have a temporary assignment, your temporary supervisor will give evaluation information to your supervisor of record.

The following chapters have been written to generally describe the various Manpower Career Field functional areas.  We hope it helps you get started in the right direction.  Again, welcome to the MO family.  Good luck.

TRAINING TASK CERTIFICATION

INTERN NAME_________________

TRAINER NAME_________________

(NOTE:  Used in this document, the word “certification” means that the intern has performed a particular task and the trainer has determined that the intern has grasped the general aspects of that task.)

ITEM
DATE COMPLETED
TRAINER INITIALS

SEC A.  COLLATERAL RESPONSIBILITIES



A2a



A2b



A2c



A2d



A2e



SEC B. ORGANIZATION



B2a



B2b



B2c



B2d



B2e



B2f



SEC C. RESOURCES



C2a



C2b



C2c



C2d



C2e



C2f



SEC D.  MANPOWER REQUIREMENTS & UTILIZATION



D2a



D2b



D2c



D2d



D2e



D2f



SEC E.  STDS & DETERMINANTS



E2a



E2b



E2c



   SEC F.  SUPPORT AGREEMENTS



F2a



F2b



SEC G.  CONTINGENCY MANPOWER PLANNING & EXEC



G2a



G2b



G2c



SEC H.  CS AND COM’L ACTIVITIES



H2a



H2b



H2c



H2d



H2e



H2f



SEC I. PERFORMANCE MANAGEMENT & PRODUCTIVITY



I2a



I2b



I2c



I2d



I2e



I2f



PALACE ACQUIRE EVALUATIONS

AFI 36-602, Civilian Intern Program, requires the PALACE Team to monitor the progress of interns through periodic progress reports.   On a quarterly basis, the  PALACE Team will make available evaluation forms to be completed by  the intern and the supervisor of record.  The Supervisor of Record (SoR) will ensure the completed evaluations are submitted to the PALACE Team via e-mail, fax, or mailed to AFPC/DPKCJ, 555 E Street West Ste 1, Randolph AFB TX 78150-4530.  The MOCCP Policy Chair will be provided quarterly feedback on the PALACE Acquire Intern Program based on the input submitted.

Interns
The intern quarterly evaluation will address the intern’s training and development, a summary of training for that quarter, and comments concerning courses, OJT, and the intern program in general.

The intern will complete the evaluation and submit their report to their  rotational supervisor.   The rotational supervisor should review the evaluation and discuss the report with the intern.   After the rotational supervisor has signed the evaluation, the intern should forward the evaluation to the Supervisor of Record (SoR).   The SoR is responsible for submitting the evaluation to the PALACE Team within the prescribed timelines.   The PALACE Team will review the evaluation and post the evaluation in the intern’s records.

Rotational Supervisor/Supervisor of Record     

The Rotational Supervisor/Supervisor of Record’s evaluation will address the intern’s performance, training and development, and provide a summary of the intern’s progress.

The Rotational Supervisor will complete the evaluation for the intern and submit the report to the Supervisor of Record for signature.  The Supervisor of Record will review the report and forward the Rotational Supervisor’s evaluation and the intern’s evaluation to the PALACE Team.  The PALACE Team will review the evaluation and post the evaluation in the intern’s records.

Any identified problem areas should be discussed with the intern, the rotational supervisor, and the supervisor of record.   The Supervisor of Record should notify the PALACE Team for any assistance or noted problem areas. 
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