CHAPTER 1

Manpower Roles and Missions

1.  The Manpower (MO) function is authorized at HQ USAF, HQ MAJCOM, and Wing staff level (See chart at the end of this chapter).  In addition, the Air Force Manpower & Innovation Agency (AFMIA), an Air Staff field-operating agency (FOA), performs MO functions, as well.  Similarly, each MAJCOM has a manpower and innovation flight or squadron (FOA).  As mentioned earlier, the role of MO management analysts, regardless of organizational level, is to ensure efficient use of the U. S. Air Force’s most expensive resource—manpower.   The MO career field has four core capabilities: organization,  manpower resource allocation, manpower requirements determination, and performance management.  Specifically, HQ USAF and HQ MAJCOM MO functions develop manpower and related program policy, such as, Competitive Sourcing, A-76, and the productivity and suggestion programs.  They also control the manpower resource requirements and allocation process.  Wing MO staff implements these policies at base level.  FOAs perform field-type responsibilities, such as benchmarking, standards application, and related functions.  

2.  Intern’s Position in the Organization.

    a.  Intern positions are centrally managed by the Air Force Personnel Center (HQ AFPC/DPK).  They are not tracked in individual MAJCOM or wing unit manpower documents.  Interns are considered overage assigned strength, even though their time and attendance sheets will be maintained by the employing MO timekeepers as if they were permanent party civilians. Assigning of intern reporting officials and trainers will be at the discretion of the employing MO chief.  However, prudent selection of reporting officials and trainers is crucial to proper intern career development.  As such, those selected for these responsible positions at all levels should clearly understand their role as the intern’s supervisor, trainer and mentor during their internship (see para 3 below).

    b.  While interns will mostly train at wing and HQ MAJCOM-level during their three-year internship, every attempt will be made to familiarize them with HQ USAF/XPM and FOA activities.  Typically, interns will begin their careers at wing-level where they will remain for approximately 18 months, with a follow-on assignment to HQ MAJCOM/XPM.  During their base-level assignment, they will attend the formal training course at Keesler AFB.  As they await their class date, or after they graduate from the formal course, they must be provided with challenging training plans to ensure their training remains focused and productive.  As such, trainers must carefully and deliberately design training paths to both prepare interns for the formal course and to reinforce learned skills after they graduate.

3.  Intern/Trainer Partnership.  To ensure fulfillment of internship program objectives, careful selection of training personnel is a must.  At times, the reporting official will also be the trainer, especially in small MO offices.  At other times, the reporting official will assign interns to other members of the organization who will function as trainers for individual projects or for short periods of time.  What’s important to understand here is that most likely this is an intern’s first experience with a military organization.  There’s a saying that goes, “first impressions are lasting impressions”.  For this reason, trainers have a unique opportunity to really make a positive impact during the internship process.  It is first the trainer whom the intern will turn to for help in a variety of job-related situations.  It is their impressions of these initial contacts with management that interns will remember for the rest of their careers.  Accordingly, trainers must respond quickly to intern needs, and if unable to resolve a problem, must quickly elevate up the reporting chain for resolution.  Additionally, the trainer will provide day-to-day guidance and must ensure that these new members of our organization effectively acquire all the new skills and knowledge for interns to be successful in their new jobs.  For these reasons, the intern/trainer link is the first and foremost feature of PAQ internship.  Its importance cannot be overemphasized.  In short, effective trainer leadership leads to intern confidence and motivation, which leads to high productivity and ultimately, leads to internship program success.  Accordingly, the intern/trainer partnership must be solidly supported by the management structure at all levels. 
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CHAPTER 2

Training Requirements

Overview

1.  This training plan contains a number of sections depicting general and broad areas in the MO business.  While the plan includes all the major aspects of the MO career field, it is up to individual MO offices to tailor their own plans to fit their particular needs.  For example, since wing MO offices have limited access to manpower resources programs, completion of Section C, Manpower Resources Process, may not be practical at the wing MO office-level.  Therefore, training in this area should be delayed and included for completion once the intern is reassigned to HQ MAJCOM/XPM, where most of this work is done.  On the other hand, since MO offices initiate and process most organization change requests, Section B, Organization, should be one of the first modules that the intern should complete.  Completion of this module early in the training period will also ensure that interns quickly gain the necessary organizational foothold to help them do their jobs.

2.  Sections are arranged so that interns and trainers can concentrate on those aspects of each functional area to meet individual needs.  In tailoring 

individual training plans, MO Offices should thoroughly review this training outline and sequence training modules based on the particular needs of their interns.  Whatever is not accomplished at wing-level must be accomplished once the intern is reassigned to higher headquarters.  There will only be one internship training plan, so it will be up to the wing MO Office Chief to design a complete training program.  Individual training plans should maximize training opportunities at base level, while at the same time, including those portions at higher headquarters.

SECTION A - AIR FORCE RESPONSIBILITIES

(Sources: AFI 31, 37, and 91 series; The Tongue and Quill. 

1.  Purpose:  Introduce interns to a number of additional functions that are the responsibility of each Air Force employee.  As your civilian career progresses, these functions will become an integral part of your workday.

2.  Practical Application Experiences.

    a.  Trainer explains AF Safety Program objectives.

EXPECTED OUTCOME: Intern should be able to generally explain objectives.

    b.  Trainer explains AF security classification system.

EXPECTED OUTCOME: Intern should be able to state the basic types of information security classifications.

    c.  Trainer explains the purpose of the office documentation file plan.

EXPECTED OUTCOME: Intern should be able to generally explain documentation management aspects.

    d.  Trainer explains the publications and forms systems.

EXPECTED OUTCOME: Intern should be able to generally describe purpose of the publications and forms management programs.

    e.  Trainer shows intern how to prepare a staff summary sheet (SSS).

EXPECTED OUTCOME: Intern should be able to determine when a SSS is needed and be able to prepare one.

(Note:  Practical experiences in this plan are not all-inclusive.  They represent a sample of experiences that interns may undergo during their training period.  In addition, it is up to the trainer to decide the number of times the intern must perform each of these drills to ensure expected outcomes.)
SECTION B - ORGANIZATION

(Sources:  AFPD 38-1, AFPD 38-5, AFI 38-101)

1.  Purpose:  Allow interns to  (a) review and explain basic U.S. Air Force organizational principles and structures, (b) be able to prepare organizational charts, and (c) evaluate organizational change requests.

2.  Practical Application Experiences.  (See note, below)

        a.  Trainer presents overall U.S. Air Force organizational structure, including the Air Force’s role within the total Department of Defense framework.

EXPECTED OUTCOME: Intern should be able to broadly explain the Air Force’s organizational structure.

        b.  (OPTIONAL) Trainer assigns intern, either individually or as part of a team, to develop new or update existing wing organization/position charts.  

EXPECTED OUTCOMES: Intern should be able to:

- Distinguish between authorized and non-authorized configurations, for example, wing charts must comply with the objective wing structure.  

- Identify proper organizational terminology, such as, approved functional titles, functional codes, organizational structure codes, etc…

- Determine the relationship between approved structures and authorized manpower.

- Be able to identify approved supervisory positions.

        c.  Trainer assigns intern to evaluate an organizational change request (OCR).

EXPECTED OUTCOMES:  Intern should be able to:

- Identify requesting organization.

- Determine nature of requested action.

- Determine manpower resources impact.

- Determine involvement of other base activities, such as, military and civilian personnel offices, comptroller, etc…

- Explain proposed action to supervisor or trainer.     

        d.  Update/develop unit mission statements.   

EXPECTED OUTCOMES:  Intern should be able to:

- Develop short, clear, and concise mission statements for wing units.

- Distinguish mission statements from other broad descriptions, such as functional statements.

        e.  Process request for issuance of unit action special orders.

EXPECTED OUTCOMES: Intern should be able to:

- Explain purpose of unit action special orders.

- Determine when G-series and M-series special orders are required.

    f.  Use the Manpower Data System (MDS) to produce a listing of the organizations and their related attributes for which a particular major command is responsible and which are resident in that major command’s database.

- At the MDS main menu, select MDS Data

- Select Reports

- Select Grade Org Register

EXPECTED OUTCOME: Intern will be able to see how MDS can be used to display the Organization Register on the screen and provide various data products.

SECTION C - MANPOWER RESOURCES PROCESS

(Sources:  AFI 38-204, PPBS Primer)

1.  Purpose:  Allow interns to (a) review and explain the DOD Planning, Programming, and Budgeting System (PPBS), (b) review and explain the Air Force Resource Allocation Process (RAP), (c) monitor allocation of command manpower resources (d) provide program oversight and (e) ensure optimum use of civilian manpower.  

NOTE:  Air Force resources are managed at the command and Air Staff levels; therefore, training in this area should be accomplished during an intern’s MAJCOM headquarters rotation.

2.  Practical Application Experiences.  

    a.  Trainer presents overall DOD PPBS as well as the organization, responsibilities, and general procedures by which they function.   

EXPECTED OUTCOME: Intern should be able to broadly explain PPBS.

    b.  Trainer explains how the Air Force conducts business using the Resource Allocation Process (RAP), supports the field commanders, and interfaces with OSD.  

EXPECTED OUTCOME: Intern should be able to broadly explain RAP including how the command accommodates new and/or changing missions, workloads and organizational configurations by programming manpower resources.  

c.  Trainer demonstrates the monitoring of command manpower resources.

EXPECTED OUTCOME: Intern should be able to:

· Coordinate with HQ MAJCOM and base-level functional experts to validate the manpower impact of Project Work Files.

· Program changes in Air Force database.

· Once updates have been made, make appropriate changes in command tracking files.

· Make recommendations to correct imbalances between the Manpower Unit Authorization File (UAF) and the future year defense plan (FYDP).  

    d.  Program oversight is demonstrated through a variety of comparative analyses of trends in manpower allocation, resource/grade distributions, military and civilian mix, etc. using factors such as current manpower practices, Program Element Codes (PEC), grades, percentiles and/or resource categories, and planned, programmed or anticipated changes.  

EXPECTED OUTCOME: Intern should be able to conduct mid- and long-range planning to ensure program requirements receive consideration throughout the planning and programming cycle.  

    e.  Trainer demonstrates how to analyze civilian resource requirements and ensure optimum use of civilian manpower.

EXPECTED OUTCOME: Intern should understand various aspects of civilian employment and participate in the formulation, application, and integration of solutions to manpower resources problems in the command.  Monitors civilian end strength in the FYDP, implements USAF/MAJCOM policies, and takes corrective action to ensure UAF and FYDP balance.

    f.  (For HQ MAJCOM assignment only.)  Use the Manpower Data System (MDS) to produce a report to summarize the command’s total manpower resources.

- At the MDS main menu, select Resources

- Select Reports

- Select Command Summary

EXPECTED OUTCOME: Provides a report to assist trainer in explaining how to assess the command’s net worth and in identifying programs and categories requiring specific management attention or action.

     g.  (Optional) Trainer has intern participate in an Action Workout (AWO).

EXPECTED OUTCOMES: Intern will be able to:

- Differentiate between value added and non-value added work.
- Discuss the seven different types of waste.
- Describe the characteristics of lean production.
- Explain how reduced cycle time can lead to increased productivity and quality.
- Explain visualization and its application to AWO.

     h.  Trainer presents the concept of benchmarking to include its importance, the types and phases required to complete a formal benchmarking study and how benchmarking ties into process improvement.

EXPECTED OUTCOMES: Intern will be able to:

- Define benchmarking and explain its importance
- Discuss the attributes of benchmarking
- Describe the four types of benchmarking available to your organization
- Explain the linkage between benchmarking and process improvement


SECTION D: MANPOWER REQUIREMENTS AND UTILIZATION
(Sources:  AFPD 38-2, AFI 38-201, AFI 38-202, 38-204, AFI 38-205)

1.  Purpose:  Interns should be able to interpret manpower computerized documents (UMD), develop an authorization change request (ACR), and be aware of resource constraints and civilian position management.

2.  Practical Applications: 

     a. Trainer presents a Unit Manpower Document (UMD) guide and a sample UMD (and EUMD if available) along with explanation of terms. 

EXPECTED OUTCOME: Intern should be able to interpret and answer routine questions about the UMD.

    b.  Trainer presents AFI 38-201 to intern discussing the manpower resource management factors.   

EXPECTED OUTCOME: After reviewing the AFI and discussions with supervisor and co-workers, intern should have an overview of how grade, skill, and rated requirements; total force requirements; wartime critical military skill program; career progression groups (CPG); program element codes (PEC); and unsatisfactory rotation index (URIs) affect manpower.  Some relevant points to consider:

-Three examples of fixed grades

- Responsibility for CPG preparation

- Percentage of total end strength for SMSs; CMSs

- URI’s affect on standards application and resource allocation

- Difference between unconstrained required grades and constrained or authorized grades used by personnel assignments

- Depict the “two-grades per skill’ rule for enlisted

    c.  In addition to AFI 38-201 (Chapters 4 and 5), trainer presents AFPD 36-5 to intern further discussing manpower resource management factors—civilian position management.   

EXPECTED OUTCOME: After reading Chapters 4 and 5, AFI 38-201 and discussions with supervisor and co-workers, intern should have an overview of civilian position management.  Some relevant points are:

- Responsibility for writing civilian position descriptions (PDs)

- Responsibility for reviewing PDs for accuracy AFI-35-2105

- Responsibility for grading out PDs

- Main objectives for review of PDs

- Define “overhire” request

    d.  Trainer presents a sample base functional’s request for a manpower change, the associated MO’s ACR, and the MAJCOM ACN, along with an ACR Process checklist (if one has been developed locally by the MO Office).  A substantial amount of time should be spent here.

EXPECTED OUTCOME: Intern should be able to analyze and investigate the request, develop the ACR recommendation, then review resulting ACN from MAJCOM implementing the action.

    e.  Trainer presents UTC/UMD comparison sample; and shows intern procedures to perform comparison and resolve the mismatch.

EXPECTED OUTCOME: Intern should be able to do same.

    f. Use the Manpower Data System (MDS) to produce a Unit Manpower Document (UMD).

- At the MDS main menu, select MDS Data

- Select Manpower Data

- Click on Data Selection

- Click on the attribute button and select the appropriate code and click OK

- Type in the value to select on

- Click on Add

- Click on OK

- Click on Print UMD (You have the option for an on-screen preview, save to a file or print it on paper)

EXPECTED OUTCOME: Provide a UMD for the intern to use as a source document of manpower authorizations to analyze a variety of unit parameters.

SECTION E: STANDARDS AND DETERMINANTS

(Sources:  AFPD 38-201, AFMAN 38-208, Vol. 1)

1.  Purpose:  Interns should know the steps for development and use of manpower standards and understand that standards development is critical in the manpower professional’s quest to increase the Air Force’s operating efficiency and effectiveness by removing unnecessary work and streamlining procedures. 
2.  Practical Applications: 

    a.  Trainer presents AFMAN 38-208, Vol. 1 for review along with a “good example” Manpower Standard.  The intern should review the entire AFI, concentrating on Chapters 7, 10 (along with “How to Classify Work” chart attached), 11, and 13, to understand the Standard’s basis.

EXPECTED OUTCOMES: Intern should understand how the Manpower Standard was developed and be familiar with the following:

- Process Oriented Description (POD) – AFMAN 38-208 V1 Chap 10

- Identification of Potential Workload Factors (PWLF) – Chap 11

- Manpower Standard Variances – Chap 12 

- Workload Factor (WLF) and Man-hour Equation – Chap. 13

- Statement of Conditions (SOC) –  Chap 13

    b.  For the Standard used in Practical Application a, above, trainer presents necessary, fictitious workload factor(s) and possible variance situations.  With these factors, the intern should “reapply” or recalculate the given Standard and subsequently prescribe manpower in accordance with the manpower table (Mantab).

EXPECTED OUTCOME: Intern should be able to employ a manpower standard and be familiar with the following:

    c.  Trainer selects determinants and constraints portions of AFI 38-201 for review and discussion to include the Man-hour Availability Factor (MAF) variations and overload, grades and skills methodology, and criteria for Colonels, Advanced Academic Degree, and Rated Officer requirements.

EXPECTED OUTCOMES: The intern should be familiar with:

- Using the different MAFs and overload factor

- Career Progression Group (CPG); methodology for grades allocation

- Two-grade skill levels

- Grades with limitations (CMSgt, SMSgt)  

- Colonel position criteria

- Rated Officer Requirements (RPI) criteria

- Advanced Academic Degree (AAD) requirement criteria  

SECTION F: SUPPORT AGREEMENTS

(Sources:  AFPD 25-2, AFI 25-201, DoDI 4000.19)

1.  Purpose:  Interns should understand the MO Office’s responsibility regarding Support Agreement, Memorandum of Understanding (MOU), or Memorandum of Agreement (MOA) and be able to analyze same for manpower impact completing a DD Form 1144 Manpower Annex.

2.  Practical Applications: 

    a.  Trainer presents above regulations for review along with attached overview narrative and discusses relevance of each.  Intern should especially note Chapters 1 and 4, and Figures and Attachments.

EXPECTED OUTCOME: Intern should understand MO’s role in reviewing an existing support agreement or establishing a new one, along with the following:

- Goals of/responsibilities for support agreements

- Difference between a Support Agreement and the MOA or MOU 

- Difference between “Intra-” and “Inter-” service agreements

- Difference between “Joint Use” and “Consolidation”

- Where manpower impact of support agreement is documented

- Process used when supplier and receiver are in same MAJCOM
- Basis for reimbursement to supplier

    b.  Trainer presents several existing “good example” Support Agreements with Manpower Annex (DD Form 1144), explaining how impact or “no impact” was ascertained.

EXPECTED OUTCOME: Intern should be able to analyze at least two existing support agreements and develop acceptable manpower annexes or state “no manpower impact” on DD Form 1144, Block 11, for each.

SECTION G: CONTINGENCY MANPOWER PLANNING AND EXECUTION

(Sources: AFI 10-201, AFPD10-2, and AFPD 10-217)

1.  Purpose:  To allow interns to have a basic working knowledge of (a) Deliberate and Crisis Action Planning, (b) the FORSIZE/BLA process and (c) Status of Resources and Training System (SORTS) and Resource Augmentation Duty (READY) programs. 

2.  Practical Application Experiences.

    a.  Trainer explains the policies and procedures to support Deliberate and Crisis Action Planning

EXPECTED OUTCOME: Intern should be able to:

- Broadly explain the major differences between the key USAF deployment planning processes (Deliberate and Crisis Action Planning).

- Evaluate deployment requirements with the Installation Deployment Officer and Unit Deployment Officer for tasking accuracy and a unit’s ability to support the tasking.

- Be familiar with systems supporting Manpower readiness and contingency management.

- Know what Unit Type Codes (UTC) are and how they are used to support Deliberate and Crisis action Planning.

- Understand use of the Total Force Assessment including active military forces, the Air Reserve components including Individual Mobilization Augmentees (IMA) and Individual Ready Reservists (IRR), retirees, civilians, Host Nation Support (HNS), and contractors.

    b.  Trainer explains the FORSIZE/BLA processes and its application for planning and programming.

EXPECTED OUTCOME: Intern should be able to broadly explain the FORSIZE/BLA process and how the results affect future programming decisions and provides information required to create an effective mix of military, civilians, and contractors.

    c.  Trainer explains use of Status of Resources and Training System (SORTS) and Resource Augmentation Duty (READY) program.

EXPECTED OUTCOME: Intern should be able to:

- Have a working knowledge of the SORTS program

- Have a basic knowledge of how MO personnel inter-relate with unit SORTS monitors for deployment

- Have a working knowledge of how to determine in-place requirements and how to assist monitors in comparing authorizations to requirements.

- Understand what the READY program is and their responsibility to assist commanders in determining requirements to support the scenario of the READY program.

SECTION I: COMPETITIVE SOURCING 

& COMMERCIAL ACTIVITIES
(Sources:  AFP 26-12 with supplemental guidance, AFI 38-201, AFI 38-203, AFPD 38-6)

1.  Purpose:  Enable interns to learn about and gain practical experience in (a) Competitive Sourcing, and (b) management of Commercial Activities (CAs).

2.  Practical Application Experiences.


a.  Trainer presents and discusses summary of Competitive Sourcing (CS).  The summary should include a breakout of the difference between CS, examples of each, an overview of AF drivers for doing CS, a history of CS in the command, a summary of current command initiatives, and the desired outcome of CS for the AF.

EXPECTED OUTCOME: Intern should be able to broadly explain and brief general CS to others and be familiar with current CS initiatives in the command, especially those at the intern’s base.


b.  Trainer presents and discusses summary of four steps in managing commercial activities.  Summary should include an explanation of how to determine if a function is inherently governmental or a CA (Step 1), how the CA inventory is coded and maintained in the Manpower Data System (Step 2), the review process to determine if CAs will be outsourced or retained in-house (Step 3), and an overview of the cost comparison process (Step 4).

EXPECTED OUTCOME: Intern should be able to broadly explain how AF functions fit into the CA inventory and the process used to determine the best source for CAs (contract or in-house).

           c.  Trainer discusses with the intern the relationship between para a and b, above and explains how the traditional steps in the CA program are refined to meet the specific command’s competitive sourcing goals and long-range plan.  Discussion should include an explanation of any command-unique processes used to review and select CS candidates.

EXPECTED OUTCOME: Intern should be able to broadly explain how the command determines CS candidates and its relationship to CS goals.


d.  Trainer will provide copies of applicable laws, regulations, policies and official guidance for management of CAs to intern for their review.

EXPECTED OUTCOME: Intern should understand guidelines and be able to reference and discuss applicable documents as needed.


e.  Trainer will ensure the intern is scheduled for and attends the OMB Circular A-76 Cost Comparison Courses (A-76 Cost Comparisons, Developing Performance Work Statements, and Developing Most Efficient and Cost Effective Organizations) as soon as possible.

EXPECTED OUTCOME: Intern should be able to explain, in general terms, the cost comparison process using COMPARE (the AF-developed A-76 Cost Comparison Program).


f.  Trainer will present an overview and software tour of Commercial Activities Management Information System (CAMIS).  Trainer will guide Intern as intern performs next updates in CAMIS until intern is proficient in CAMIS.

EXPECTED OUTCOME: Intern will be able to discuss purpose of CAMIS and perform any updates necessary.

SECTION J - PERFORMANCE MANAGEMENT

(Sources: Air Force Doctrine Document 1-1, Air Force Task List (AFTL), AFI 90-1102, AFPD 90-11, AFM38-208, Vol 1, Air Force Management Engineering Program (MEP) Process, AFMAN 38-208, Volume 2, Air Force Management Engineering Program (MEP) Quantification Tools, AF Strategic Plan, Vol 2 (Draft), Performance Plan), AFI 36-2830, AFI 38-301, AFPD 38-3AFPD 38-3, AFPD 38-4, AFI 38-301, AFI 38-401, AFI 36-2830)

1. Purpose:  Allow intern to:  (a)  publicize Productivity Programs, (b)

process evaluations from original receipt to closure [to include familiarization with Innovative Development through Employee Awareness (IDEA) Program Data System (IPDS)],  (c) adjudicate problem cases, (d) review how to respond to high-level inquiries (i.e., Congressional inquiries, Inspector General complaints), (e) advise functional OPRs on submitting prospective Fast Payback Capital Investment Program and Productivity Investment Fund (PIF) Program projects, (f) administer individual and organization awards.  

2.  Practical Application Experiences.  

    a.  Intern should be able to orchestrate photo sessions, compose news articles for publication and be familiar with procedures to effect other publicity through the base marquis, base bulletin, promotional items, etc. 

EXPECTED OUTCOME: Intern should be able to effectively publicize PECI programs.        

        b.  Intern identifies ineligible IDEA s and assists the IDEA submitter in corrective actions; intern reviews evaluations for compliance with directives; identifies evaluation problems and effects corrective actions; determines appropriate award; effects award payment; observes IPDS input; and determines if action is required by higher headquarters.

EXPECTED OUTCOME: Intern should be able to process an IDEA from inception to closure.

       c.  Intern determines propriety of reconsideration requests and ensures the evaluator addresses all issues.  When there is a difference of opinion between the IDEA submitter and evaluator, intern facilitates a consensus of opinion. 

 EXPECTED OUTCOME: Intern should be familiar with methods to resolve differences between the IDEA submitter and evaluator, and ensure reconsideration requests are thoroughly addressed.

        d.  Intern reviews high-level complaints and base replies to ensure adequate response.

EXPECTED OUTCOMES: Intern should possess a general knowledge of how to address high-level complaints.

        e.  Intern advises functional OPRs on requirements for submitting prospective Fast Payback Capital Investment Program and Productivity Investment Fund (PIF) Program projects and assists as needed.

EXPECTED OUTCOMES: Intern should be familiar enough with PECI Program directives to effectively advise functional OPRs how to complete productivity enhancing FASCAP and PIF projects.

        f.  Intern administers special annual awards programs to ensure base submits the best possible nominee for MAJCOM consideration.

EXPECTED OUTCOMES: Intern should:

- Be able to solicit nominees in a timely manner.

- Be knowledgeable of award criteria.

- Orchestrate a selection committee if necessary.

- Staff the nomination.

- Ensure base-level recognition.    


g.  Trainer assigns intern, either individually or as a part of a group, to participate in Just-In-Time (JIT) train-the-trainer course.

EXPECTED OUTCOMES: Intern should be able to explain why education and training is essential and provided needed JIT training.


h.  Intern assists commanders/managers in developing and maintaining mission essential tasks (MET’s), performance measures, and performance standards.

EXPECTED OUTCOME:  

- Intern should be able to develop mission essential tasks (MET’s), performance measures, and performance standards.

- Should be able to track and display performance data.

- Based on performance data and the task assurance process, intern should be able to identify needed improvement areas to the commander/manager. 
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