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Civil Engineer Career Program

(CECP)

INTRODUCTION
The purpose of this pamphlet is to assist you in understanding the Executive Assessment Board process and professional credentials.  Professional credentials are used to assess and identify leadership characteristics for development as potential future leaders in the Air Force Civil Engineering community.  The Civil Engineer Career Program (CECP) uses professional credentials, to evaluate candidates, for competitive placement, training and development opportunities.  

This pamphlet will provide you the necessary information to prepare your Executive Assessment package and how the interview process will be conducted.  (NOTE: Interviews will only be conducted for GS-14/15’s at this time.)  It provides web sites where examples and instructions can be viewed.  If you require any additional information, contact CECP.

Executive Assessment Board

Objective: To assess and identify individuals interested in career progression opportunities within the Civil Engineer Career Program (CECP).  This system will provide an evaluation (scoring) of individuals for reassignment, promotion and development opportunities for:

a. Reassignment/Promotion to GS-14/15s position

b. Development opportunities for GS-13s and above (i.e. education, training and career broadening assignments)

Board Membership: The Air Force Civil Engineer will appoint a Board Chair at the General Officer (GO) or Senior Executive Service (SES) level for the GS-14/15 Boards.  The Board will consist of the Board Chair and two Board members. It will be comprised of members of the CECP community or their military equivalent, as indicated below:

The GS-15 Board will consist of two (2)-SES and one (1)-GO.

The GS-14 Boards will consist of one (1)-SES, one (1)-GS-15 and one (1)-military equivalent.
The GS-13 Boards will consist of one (1)-GS-15 or military equivalent, one (1)-GS-14 and one (1)-military equivalent.
Rules Governing all Boards: Identification, qualification, and evaluation of candidates will be performed without regard to political affiliation, religious belief, labor organization affiliation or non-affiliation, marital status, race, color, sex, national origin, non-disqualifying physical disability or age and must be based solely on job-related criteria according to legitimate position requirements.

The Boards will meet every two (2) years at the Air Force Personnel Center, Randolph AFB, TX or other locations deemed appropriate.  Special Boards may be convened, as determined by The Air Force Civil Engineer, if the pool of screened candidates falls below an acceptable level; due to administrative oversight; or, to reach settlement on grievances for such things as a candidate missing consideration by the Board.

The Board Chair will not:

a.
Influence or coerce or by any unauthorized means influence actions of the Assessment Board in the scoring process.  

b.
Censure, reprimand, or admonish any Board Member with respect to scoring candidates.

While in session, members of the Board work directly under the supervision of the Board Chair.  Board Members will consider only the information, which is part of the official employee file and job-related when rendering a Board Score. 

While the sessions are convened, Board Members will review records, assess written Executive Core Qualifications (ECQ’s) and conduct interviews for GS-14/15 candidates.

Responsibilities: The OPR for administrative oversight of all Boards is AFPC/DPKCE.  The Board Chair will select the members with approval from The Air Force Civil Engineer.  The CECP personnelist and team chief will act in an advisory capacity as appropriate.  Specific responsibilities are outlined below: 

The Air Force Civil Engineer: Appoints the Board Chair, and approves Board members.

The CECP Policy Council Chair: Ensures the fair and unbiased operation and execution of the board meetings, and process.  Keeps the Air Force Civil Engineer informed on the activities of the Board.  Oversees the Civil Engineering Career Program’s responsibilities as it pertains to the Boards.

Civil Engineer Career Program (CECP): Announces Board dates; screens candidates for basic qualifications and prepares a list of qualified candidates to be scored by the Board; ensures candidates meet all career program eligibility criteria prior to the Board convening; provides employment and promotion information to the Board; removes or delays candidates from consideration when requested by the employee or justified by the CECP Policy Council Chair.   Will act in an advisory capacity to the Boards.  The CECP is located at AFPC/DPKCE, Randolph AFB, TX.

Retains documentation of Board process IAW AFM 37-139, Records Disposition Schedule, guidance from the Office of Personnel Management, and maintains an audit trail of the Board process, procedures, and decisions.

Board Chair: Appoints Board Members with the Air Force Civil Engineer’s approval, sets the dates for all assessment boards and convenes boards out-of-cycle as needed.  Instructs Board Members on their responsibilities and ensures each member reads the Board procedures prior to the proceedings.  Convenes VTCs and participates in teleconferences as needed.  Monitors Board progress and ensures Board remains focused on its objective.  Assures fairness and equitable treatment.  Facilitates resolution of disparity in scoring and, when called upon, explains Board procedures for scoring of candidates.  Protects documents IAW Privacy Act.  Ensures all scores are properly recorded and returned to AFPC/DPKCE along with all documents used by the Board.  Certifies, at the conclusion of the Board, the procedures were followed and provides a summary of the results to AFPC/DPKCE and the CECP Policy Council Chair.

Board Members: Board Members represent the corporate Air Force and do not represent a particular career field or command while sitting on the Assessment Board.  Board Members review and score packages and interviews fairly and equitably; participate in VTCs, teleconferences and meetings (as necessary); recommend and justify removal of candidates from consideration when necessary; participate in discussions to resolve disparities in scoring (when called upon); explain and justify scoring of candidates; ensure all scores are properly documented; and, protect all documents IAW Privacy Act.





Employee should only submit

a description of specific experiences that meet the five Executive Core Qualifications (ECQ’s)  described at http://www.opm.gov/ses/handbook.html  See Attachment A for a brief overview of the ECQ’s and examples of scorable and non-scorable narrative.  NARRATIVE MUST BE NO MORE THAN THREE PAGES!  THE BOARD WILL  ONLY REVIEW AND EVALUATE THREE PAGES.








Interviews: CECP will schedule an interview with candidates.
Interview Process: All GS-14/15s will have an opportunity to be interviewed.  A candidate has the option of declining the interview, but must realize that zero (0) points will be assigned to the interview element.

The interview will consist of three (3) standard questions.  One question will be asked by each of the Board members to allow the candidate’s answers to be measured against all competencies.  No deviations, additions, or deletions to these standard questions are allowed.  The candidate will have only 15 minutes to answer all the questions.  The candidate will be advised when two (2) minutes remain in the interview.

The CECP interview process measures Leadership competencies.  All areas shall be covered during the interview session. Candidates will describe specific experience, which demonstrate their Leadership competencies in the following areas:

Leading Change

a. Continual Learning

b. Creativity & Innovation

c. External Awareness

d. Flexibility

e. Resilience

f. Service Motivation

g. Strategic Thinking

h. Vision

Leading People

a. Conflict Management

b. Cultural Awareness

c. Integrity/Honestly

d. Team Building

Results Driven

a. Accountability

b. Customer Service

c. Decisiveness

d. Entrepreneurship

e. Problem Solving

f. Technical Credibility

Business Acumen

a. Financial Management

b. Human Resources Management

c. Technology Management

Building Coalitions/Communications 

a. Influencing/Negotiating

b. Interpersonal Skills

c. Oral Communications

d. Partnering

e. Political Savvy

f. Written Communications



Certification Statement: The Board Chair and the Members will record each Board Score and provide a written report of proceedings to CECP.

Effective Dates of Procedures: These procedures remain in effect until otherwise approved by the CECP.

Referral Procedures: Once the Board Scores are incorporated into the professional credentials and a vacancy is identified, the CECP will run the Promotion Evaluation Pattern to determine those who are best qualified.  Fifteen (15) promotions and fifteen (15) reassignments will be referred for the vacancy. 

Out-of-Cycle Boards: Boards may be convened out-of cycle when the number of candidates with a Board Score falls below an acceptable level; or, in the case of administrative oversight; or, if it is found that the board acted contrary to regulation; or as a result of a settlement agreement.  CECP will recommend to The Air Force Civil Engineer through the Policy Council Chair the need to convene a Board.  The Board may be convened at the discretion of The AF Civil Engineer.  The out-of-cycle Boards will be comprised as previously noted.

Priority Consideration: Candidates who fail to receive proper consideration as a result of administrative oversight or due to improper scoring will be given priority referral for the next competitively filled GS-14/15 position for which they qualify.  Candidates will receive one priority referral for each missed opportunity.  The priority referral will be made before the issuance of any other referral certificates.  After providing consideration to the priority candidates, management may request a full certificate and may give concurrent consideration before making a final selection.  A priority referral does not require the individual be selected.

Removing/Delaying a Candidate From Consideration: Candidates may ask to have their names removed from consideration completely (resulting in no Board Score being assigned) or request to have their name removed/delayed from the boarding process or promotion process due to personal hardship.  Requests from candidates must be in writing and include: name, SSN, grade, organization, reason or justification, statement of understanding that they may not be considered for promotion until the next board convenes.  Requests will be submitted through their supervisor to the local Civilian Personnel Flight, who forwards it to CECP, who, in turn, notifies the Board Chair if the employee’s package is meeting the Board. 

The CECP Policy Council Chair may ask to have a candidate’s record withdrawn from the Board process if notified that his/her performance has been identified as unacceptable.  The Chair advises CECP to remove the candidate’s name from the listing.

Feedback to Participants: The CECP Team will provide scores electronically to each individual.  Three scores will be provided:  Narrative package score, interview score (if applicable), and MAJCOM endorsement score.  The package will provide statistics (bargraphs) showing where the participant ranked in each of the scoring categories.
Attachment A

Executive Core Qualifications (ECQ’s)
Use clear concise statements written in the first person.  The five ECQs shall not exceed three (3) pages.  All acronyms shall be spelled out completely.  Page set up shall include one (1) inch margins with 12-pitch Times New Roman.  If possible quantify and qualify your qualifications.  Incorporate recent education, training, awards and experience into the ECQs.  Describe specific experiences that demonstrate  ECQ’s in the following areas: 

· Leading Change

a. Exercising leadership and motivating managers to incorporate vision, strategic planning, and elements of quality management.

b. Identifying and integrating key issues affecting the organization.

c. Being open to change and new information. 

d. Displaying a high level of initiative, effort, and commitment to public service. 

· Leading People

a. Providing leadership in setting the workforce's expected performance. 

b. Assessing employees' developmental needs and providing opportunities which maximize employees' capabilities and contribute to the achievement of organizational goals.

c. Fostering commitment, team spirit, pride, trust, and group identity. 

d. Resolving conflicts in a positive and constructive manner.

· Results Driven

a. Understanding and applying procedures, requirements, regulations, and policies. 

b. Stressing results by formulating strategic program plans that assess policy/program feasibility and include realistic short- and long-term goals and objectives. 

c. Exercising good judgment in structuring and organizing work and setting priorities. 

d. Anticipating and identifying, diagnosing, and consulting on potential or actual problem areas relating to program implementation and goal achievement. 

· Business Acumen

a. Assessing current and future staffing needs based on organizational goals and budget realities. 

b. Overseeing and managing the budgetary process and the allocation of financial resources. 

c. Overseeing procurement and contracting procedures and processes. 

d. Ensuring the efficient and cost-effective development and utilization of management information systems and other technological resources that meet the organization's needs.

· Building Coalitions/Communication

a. Representing and speaking for the organizational unit and its work.

b. Establishing and maintaining working relationships with internal and external organizations.  

c. Working in-groups and teams. 

d. Seeing that report’s, memoranda, and other documents reflect the position and work of the organization in a clear, convincing, and organized manner.





SCORABLE/NON-SCORABLE DATA IN WRITTEN ECQ’S
Scorable data consists of statements describing what the writer did, said, or thought, in specific past situations.

Scorable data does not include:

· Writer’s current opinions and attitudes

· statements describing what the writer usually does

· the writer’s views on what he/she hopes to do in the future

· descriptions of what other people were doing in past situations

· "we" data in which it is impossible to determine what the writer was doing or saying

· current reflections and feelings about what the writer did (or should have done) in the past situation
Can Score
· Clearly Attributable to You


"I said, I did..."

· Actually Occurred (Past Tense)


"The way I dealt with it was, I called him in and confronted him:  'Ed, you owe me an explanation....'”

· At Time of Incident (Past Tense)


"At that point, I didn't want to deal with him again...”

Specific Enough (Behavior, Context, Dialogue) to Conclude that Interviewee Demonstrated an ECQ


"Ed was my boss–I told him his ideas were wrong because..."


"He responded..."


"I said..."


"He said..."

Can't Score

· Plural Subject Statement


"We," "he and I," "our team" did...

· Hypotheticals:  Present, Conditional, Future Tense


"What I do is..."


"Usually I..."


"What I would/should do is..."


"I'll pick up the report early next time...”

· Present Thoughts, Feelings About Incident


"In retrospect, I think I was wrong...”

· Vague Summaries of Discussions, Outcomes


"I told him his idea was wrong."


"He was convinced in the end..."


"We met and I got him to explain..."

EXAMPLES OF NON-SCORABLE NARRATIVE

Leading Change:

It is through this process that inventive methods are being implemented that can be described as definitely out of the box thinking. 

 It is this approach that gives my action officers the ability to develop creative solutions to problems and then have the support they need to implement those solutions.

I was a key member of the leadership team that made sure the transformation was a success.

I have always sought challenges and enjoy being an agent of change.

Leading People:

It was my responsibility to prepare the statement of work, provide team members and meet with steering groups.

It is paramount that effective and personal leadership be established that maximizes the potential of each action officer and opens the door to creative support.

Results Driven:

In spite of all the changes in how we do business, our target pattern remains on our customers and the military community.

In executing our programs, each program is evaluated each month against the Air Force goals.  

We develop our business plan to meet our goals and we establish our yardstick for measuring our success.

Business Acumen:

The program has resulted in an operation that consistently produces the highest quality at the lowest cost.

In the third and fourth quarters, Business Plans are completed for the next fiscal year.

Building Coalitions/Communications:

I am frequently at the forefront on many occasions to put together the forum for discussion and procedures for success.

We have written the book on how to succeed as a team with all concerned parties.

It is tough for me to not be enthusiastic when I talk about recent advancements.

SCORABLE/NON-SCORABLE DATA IN INTERVIEW
Scorable data consists of statements describing what the interviewee did, said, or thought, in specific past situations.

Scorable data does not include:

· discussions of the interviewee's current opinions and attitudes

· statements describing what the interviewee usually does

· the interviewee's views on what he/she hopes to do in the future

· descriptions of what other people were doing in past situations

· "we" data in which it is impossible to determine what the candidate was doing or saying

· current reflections and feelings about what the interviewee did (or should have done) in the past situation
Can Score
· Clearly Attributable to You


"I said, I did..."

· Actually Occurred (Past Tense)


"The way I dealt with it was, I called him in and confronted him:  'Ed, you owe me an explanation....'”

· Volunteered by Interviewee


Interviewer: "What did you do next?"


Interviewee:  "I tried a different approach by ...”

· At Time of Incident (Past Tense)


"At that point, I didn't want to deal with him again...”

Specific Enough (Behavior, Context, Dialogue) to Conclude that Interviewee Demonstrated an ECQ


"Ed was my boss–I told him his ideas were wrong because..."


"He responded..."


"I said..."


"He said..."

Can't Score

· Plural Subject Statement


"We," "he and I," "our team" did...

· Hypotheticals:  Present, Conditional, Future Tense


"What I do is..."


"Usually I..."


"What I would/should do is..."


"I'll pick up the report early next time...”

· Interviewee Response to "Leading Questions"


Interviewer:  "So you were angry?"


Interviewee:  "Yeah, I was.”
· Present Thoughts, Feelings About Incident


"In retrospect, I think I was wrong...”
· Vague Summaries of Discussions, Outcomes


"I told him his idea was wrong."


"He was convinced in the end..."


"We met and I got him to explain..."
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For more information contact:
 HQ AFPC/DPKCE, 555 East Street West Suite 1, Randolph AFB, TX 78150-4530
4530, DSN 665-2799, Commercial 210-565-2799


