Career Program CP 51:  General Administration and Management

DEFINITION:  
Career Program 51 (CP 51) is comprised of 28,000+ Professionals in support of the Department of the Army who administer, supervise or perform work involved in the program and project management; management analysis; administration and operations; correspondence; and other work of a general clerical nature. Many of the 19 Occupational Series positions perform one or two-grade interval administrative or program work for which no other series is appropriate. 

· Two-grade interval position work requires analytical ability, judgment, discretion, and knowledge of a substantial body of program, project or administrative principles, concepts, policies, and objectives.

· One-grade interval position work requires knowledge of the procedures and techniques involved in carrying out the work of an organization and involves application of procedures and practices within the framework of established guidelines.
Career Program Designation:

Positions in this series require the application of professional or technical knowledge of various functions and the application of program or administrative policies and procedures. Professionals apply this knowledge in providing guidance, assistance and interpretation to organizations and agencies. 
The work involves support to programs or organizations and requires analytical ability, judgment, discretion, and knowledge of a substantial body of project, program or administrative principles, concepts, policies, and objectives. 
Questions concerning the appropriate Career Program designation should contact the CP 51 Career Program Management Office at: usarmy.pentagon.hqda-dcs-g-1.mbx.dape-zb-cp51@mail.mil for guidance.  The servicing CPAC Human Resources Advisor can assist in documenting the career program designator as required.
CP 51 consists of 19 Occupational Series listed below: 
Occupational Series Exclusive to CP 51:  
	One-Grade
	0302
	0304
	0305
	0309
	0313
	0318
	0322

	
	0326
	0342
	0344
	0350
	0356
	0357
	

	Two-Grade
	0341
	1654
	
	
	
	
	


Occupational Series Assigned To CP 51:
	One-Grade
	0303
	
	

	Two-Grade
	0301
	0340
	0343


CP 51 Two-grade Series Duties and Responsibilities:
· Manage, direct or assist in a line capacity in managing or directing, one or more programs, including appropriate supporting service organizations, when the paramount qualification requirement of the positions is management and executive knowledge and ability and when the positions do not require competence in a specialized subject-matter or functional area. 
· Responsible for providing or obtaining a variety of management services essential to the direction and operation of an organization. Paramount qualifications required are extensive knowledge and understanding of management principles, practices, methods and techniques, and skill in integrating management services with the general management of an organization.

· Provide strategic senior level, enterprise-wide leadership, direction, coordination, and oversight.
CP 51 One-grade Series Duties and Responsibilities:
· Requires knowledge of clerical and administrative procedures and requirements, various office skills, and the ability to apply such skills in a way that increases the effectiveness of others. The duties do not require a technical or professional knowledge of a specialized subject-matter area.

· Supports service functions to include (but are not limited to) communications, procurement of administrative supplies and equipment, printing, reproduction, property management, space management, records management, mail service, facilities and equipment maintenance, and transportation.
Additional Information: Visit CP 51 Career Maps and CP 51 Landing page for various announcements. At Army Career Tracker (ACT) - https://actnow.army.mil 
· Civilian Record Brief (CRB) 
· http

HYPERLINK "http://acpol.army.mil/"://acpol.army.mil

HYPERLINK "http://acpol.army.mil/"/
· Individual Development Plan (IDP)
· https://

HYPERLINK "https://actnow.army.mil/"actnow.army.mil
· Army Civilian Training, Education, Development System Plan (ACTEDS Plan) 
· http://

HYPERLINK "http://cpol.army.mil/library/train/catalog/toc.html"cpol.army.mil/library/train/catalog/toc.html
· Civilian Education System 
· http://www.t3ac.army.mil/Pages/Homepage.aspx 

