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ACTEDS PLAN
FOR

PUBLI C AFFAI RS AND COMMUNI CATI ONS MEDI A CAREER PROGRAM

1. Ref er ences:

a. AR 690-950, Career Managenent.

b. AR 690 950-22 Civilian Career Program for Public
Af fairs and Conmuni cati ons Media (PACM, 1 June 1986.

C. OPM PositionClassification Standard for Public Affairs
(Series GS1035), June 1981.

d. PACM Job Analysis, May 1988.

e. HQDA Ltr 690 91-2, ACCES -- PACM Career Program (CP22)
dated 25 April 1991

f. SA Menmo, SAPA-SC, First ACTEDS Update, dated 2 May 1993.
g. PERSCOMLtr, TAPG CPP-D, Updates to...ACTEDS Pl ans, dated 16
June 1993.

2. | ntroducti on

a. The Army Civilian Training, Education and Devel opment System
(ACTEDS) is designed to ensure planned devel opment of the civilian
work force through a career managenent system which bl ends formal
trai ning, progressive and sequential assignments, and self
devel opnent for civilians as they progress fromentry level to key
and senior positions. The system provides an orderly, systematic
approach to technical, professional, managenment and | eadership
trai ning and devel opment simlar to that of the mlitary.

b. The following plan is a map for Public Affairs and
Communi cati ons Media (PACM supervisors, career program managers
and career enployees for finding their way toward career goals by
means of pertinent mlestones. It covers positions, G5 to
GS/M15. It may be used in tandemwith each fiscal year's "Catal og
of Civilian Training" issued byASA(M&RA) for current gui dance on



competitive professional devel opment. The purpose is to insure all
partici pants know the requirenments, order and | ogic of career
progression. The concept is that training and experience have a |ink
wi th performance and career progression. ACTEDS al so places greater
emphasi s on | eader devel opment training for Army civilian career
program enpl oyees at four nmajor stages of their devel opment intern,
speci alist, supervisor/mnager and executive (Chart 1, page 16,

outlines | eader devel opment courses). Career enployees will see they
need to show acconpli shment of mandatory ACTEDS training in order to
be seen in the nost favorable |ight by selecting officials. It

shoul d become increasingly obvious that awell conceived training
program of fers the best route to career advancenment and realization
of potential. Those already occupying positions without training
specified in ACTEDS Mandatory, Priority | or Il should be schedul ed
to receive it imediately. Exenptions from mandatory training and
requests for approval of equival encies should be made in accordance
with procedures in paragraph 7.

3. Objectives

a. Short-term objectives The intent is to guide supervisors,
career program managers and career enployees in identifying needed
training for current responsibilities and to serve as a basis for its
i mmedi ate acquisition; to increase sharply the degree of training
enjoyed by the enployees; and to inmprove individual as well as
col l ective performance.

b. Long-term objectives The intent is to provide a mechanism
that will enhance progression for career enployees who seek and
obtain prescribed training; eventually, to add many new training
opportunities for all civilians and thereby enlarge the vol une of
hi ghly trained enpl oyees; to establish training nodels; to overcone
endem c training deficiencies; to increase the incidence of training
in advance of selection; and to build an understanding of the val ue
of each training opportunity and rel ated equi val ent.

4. Structure The PACM Annual Pl anning Board revi ewed and adj usted
this plan in February 1997 and will continue to do so each year. The
FCR will monitor the need for change, review new training
opportunities and organi ze an ACTEDS review in each planning board
agenda. Any regulatory adjustments adopted by the board will be
submtted in standard update format for review by the Office of the
Assi stant Secretary of the Arnmy for Manpower and Reserve Affairs
(OASA(M&RA) ), Afterward, the FCR will insure publication and
distribution in a timely manner.



5. Acronymterm definitions

a. AIPD -- Arny Institute for Professional Devel opment at Fort
Eustis, VA, source for nost correspondence courses

b. ACCES -- Arny Civilian Career Evaluation System the system
to evaluate career enployees for referral consideratipn

c. ACCHRM-- Army Center for Civilian Human Resource Managenent,
Lancaster, PA; the designated training facility for civilian
personnel adm nistation (This center will be subsunmed under the
Civilian Personnel Operations Center Managenent Agency (CPOCMA) at
Aberdeen Proving Ground, MD in 1998)

d. ACTEDS Central Resources-- A personnel financial account,
formerly called CTED, which provides funding for central interns,
LTT/ TW training, and other Departnent of Arny centrally funded
training;

e. ACWA-- Adm nistrativeCareers Wth America (standard
entrance exam;

f. AMC-- US Arny Materiel Command, a MACOM

g. AMEC-- Arny Management Engi neering Col |l ege, Rock Island
Arsenal , 1L;

h. AMSC -- Arny Managenent Staff Coll ege, Ft.Belvoir, VA

i. ASA(M&RA) -- Office of Assistant Secretary of the Army for
Manpower and Reserve Affairs, handles career managenment, ACTEDS
management and ot her policy affecting career enployees (nmuch of the
same organi zation that formerly was call ed PERSCOM ;

j. CAL -- Center for Arny Leadeship, Ft. Leavenworth, KS;
k. CPM - - Career Program Manager;

I. CPAC, CPOC-- Advisory and Operating servicing Civilian
Personnel Offices;

m DepFCR -- The 1035 cluster has an individual designated
by the FC (See FC), with the concurrence of the MACOM PAO, to
serve as Deputy Functional Chief's Representative, who assists the
FCR on policy unique to that particular cluster;



n. Devel opmental Assignment at OCPA-- A 6 to 12 nonth stintin
external Public Affairs devel opmental assignments at Office, Chief of
Public Affairs at the GS12, 13 or 14 |evel as appropriate, and which
can be funded out of the Public Affairs Congressionally limted
appropriation;

0. DINFOS -- Defense Informati @ School, Ft. Meade, MD, which
i ncl udes PAOC and ot her journalism courses

p. DODJPC — Departnment of Defense Joint Program in Conmmunication
currently at the University of Oklahoma, 8 weeks;

g. EEO-- Equal Enmpl oynment Opportunity;

r. Equival encies-- Functional training may be waived when the
empl oyee has already acquired the needed conpetenci esKEAs)
t hrough ot her neans; see paragraph 7 for PACM ACTEDS equi val enci es;

s. Functional Chief (FC), Functional Chief's Representative
(FCR) -- The FC has mwlicy and programresponsibility for maintaining
a career programin which civilian enmpl oyees register, receive
prof essi onal devel opment and are referred for promotion according to
Arnmy standards of merit and equal opportunity; and conducts specified
and functional proponency for Public Affairs as defined i nARs 5-22
and 600-3. The FCR assists the FC in all aspects of the career
program (The FC is the Chief of Public Affairs and the FCR is the
Senior Civilian Advisor to the Chief of Public Affairs).

t. I M -- Informati on Managenent Career Program 34, a | arge
career programincluding conputer, communications, |ibrarian
and ot her series with technical writers and editorspontechni cal
writers and editors, and audiovi sual and visual information
empl oyees;

u. KSAs -- Know edges, Skills and Abilities required for
successful performance at PACM positions KSAs were determ ned
t hrough a scientifically devel oped job anal ysis);

v. LTT — Long-term Training, academ c or devel opmental training
at governnment or university sites for 120 to 365 days;

w. MACOM-- Major Arnmy Commands (answer directly to Arny HQ) ;

X. MTP-- Master Intern Training Plan;



y. MIP -- Master Training Plan;
z. MER-- Managenent- enpl oyee Rel ati ons;
aa. OQJT -- On-the-job Training;

bb. OLE -- Organi zational Leadership for Executives course
taught at CAL

cc. OPM-- Office of Personnel Managenent, federal executive
agency which promul gates guidelines for civilian personnel
adm ni stration;

dd. PAOC -- Public Affairs Officers Course at the Departnment of
Def ense I nformati on School (DI NFOS), 9 weeks;

ee. PERSCOM-- US Total Arny Personnel Command. This
organi zation fornmerly was also the Arny's career managenment arm for
civilian enpl oyees until that portion wagedesignated under
ASA( M&RA) . PERSCOM manages the uniformed conmponent.

ff. RI A-- Rock |Island Arsenal, IL;

gg. TW -- Training Wth Industry at various sites in industry,
from 120 to 210 days;

hh. Types of ACTEDS training.

(1) Universal Trainingis provided to all who have sim | ar
duties/responsibilities. Below are the three main strata of
uni versal training:

(a) Mandatory Priority lItraining is typically a condition of
enmpl oyment and must be conpl eted successfully wthin a specified
peri od, and nmust meet one of the following criteria: enployee must
have for acceptable performance; training is m ssion essential;
training is mandated by hi gher authority (law, OPM DOD); or, is
required for certification, health or safety reasons; training is
mandat ed by the ASA(M&RA) as an ACTEDS | eader devel opnent core
course; or training is essential, functional intern training.

(b) Priority Il training should be conpleted successfully
within a specific period, but may be delayed if funding is not
avail able. This includes training an enpl oyee should have for
maxi mum proficiency andtraining which inproves the quality of
m ssion acconplishment. Priority Il training includes aliandatory
trai ning which does not fall in the Priority | category.



(c) Recommended Training(Priority I11) enhances or inproves
an enpl oyee's know edge, skill or ability (normally, this training
shoul d be funded after all Priority I and Il training is
acconpl i shed).

(2) Conpetitive Professional Devel opment This category
i ncl udes devel opmental opportunities for which individuals are
sel ected conpetitively. It covers Arnmy-wi de conpetitive prograns
such as senior service colleges, fellowships, university programs and
trainingwth-industry.

ii. USDA Graduate School-- U S. Department of Agriculture
Graduate School offers training opportunities to the PACM famly.

6. Designation of and Sel ecti on Procedures for PACM Key Positions:

a. General. Although ACTEDS has the potential to be of
tremendous benefit to the entire PACM famly, it will help those who
aspire to key positions even nore. The PACM ACTEDS plan is designed
to show career enployees the combination of formal training,
devel opnent al assignments and selfdevel opnent activities which will
make them highly conpetitive for PACM key positions. The plan also
details mandatory training the Department of the Arnmy will provide
PACM car eer program enpl oyees at various |levels of their careers.
The goal is that, as career enployees take advantage of these
opportunities, the quality of candidates on referral lists will
i ncrease.

b. Designation of Key Positions Key positions are identified
by MACOMCPMs and will be reviewed and updated annually at the
pl anni ng board. PACM contains the entire 1035 Public Affairs
speci alist and officer series (about 790 positions) and addresses
smal | portions of a few other series (Section C). Public Affairs key
positions consist of all Public Affairs Officer positions -G8 and
above and all other GS/M1035-13 and alove positions. After the FCR

approves PACM key position designations, a consolidated list will be
provided to all MACOM and activityCPMs, sel ected CPOs, and
ASA(M&RA). I ncumbents and candi dates for these positions should have

conmpl eted mandatory ACTEDS training requirements described in the
MTP.

(1) Rationale. These positions performone of the follow ng
m ssions: have final functional responsibility for Public Affairs



actions at a command or installation; determ ne the PA agenda and
dictate policy; their work extends through nmore than one region; or,
their regular nmedia contacts concern major m ssions(s) of the
command/installation. This definition covers 19 percent (125) of the
650 (GS 11 to 15) GS1035s in the Arny.

(2) Training Priority. The FC/FCR will influence priority
of training and distribution of Arnmy spaces at PAOC, DODJPC, and for
LTT devel opnental assignnent in external affairs at OCPA. The order
for PAOC will be interns, key position incumbentscareer enployees
seeking key positions and others; for DODJPC and LTT, it will be key
position incumbents, those seeking such positions and others. \When
nmore apply than can be accommdated, the FCR will convene a board to
eval uate and rank the applicants. In addition, the FCR wi ||
prioritize GS1035 nom nations for AMSC.

c. Selection Procedures (Note: Planning Boards have
determ ned that because particular training for key positions has not
been sufficiently avail able, key position selection procedures,
below, will be held in abeyance until a board agrees the training is
sufficiently avail able.)

(1) Identification. Selecting officials will identify
appropriate ACCES referral requests as being for key positions. The
FCR will check periodically wi thASA(M&XRA) to insure key position
referral requests are correctly annotat ed.

(2) Certification of ACTEDS Mandatory Training Requirenents.
Enpl oyees who have conpl eted Mandatory Priority | and |1

requi rements for key positions as outlined in the Master Training
Plan (MIP) should submt evidence of course conpletion for approval
and certification. MACOMCPMs will determ ne certification by
mat chi ng evidence submtted by enpl oyees agai nst the MIP. For those
meeti ng ACTEDS requirements, the CPMwill add a statenent to the DA
Form 2302 attesting to conpletion by occupati onal area and grade
| evel . Enployees will then submt this CPMertified copy to the
selecting official for
consideration for a PACM key position during the normal ACCES
referral response process.

(3) Selection Methodol ogy. Selections for key positions wil
continue to be made from ACCES referral |ists. Best qualified
candi dates will be referred based on | evel of possession of
job-related KSAs as reflected in the ACCES i nventory. Candi dates who
have conpl eted successfully ACTEDS mandatory training and have a
hi story of high |level performance are likely to be among t heest
qualified candi dates.



(4) Selection Policy. It is PACM policy that, to a maxi mum
extent, key positions be filled with career enpl oyees possessing
the specified ACTEDS mandatory training requirements, thereby
acconmplishing a return on the training investment the Departnment
has made. Use of the certified DA Form 2302 wil hlert selecting
officials to the presence of ACTEDSertified candi dates on eferra
lists. Although not required, selection of ACTEPSertified
candi dates is strongly encouraged. |f aon-ACTEDS candi date is
sel ected, the selecting official nmust assure that mandatory ACTEDS
training is provided as soon as possible after the enpl oyee reports

for duty. In addition, if a non ACTEDRertified candidate is
sel ected for a PACM key position, the conmander of the activity
should sign the followi ngstatenent: "I am aware of and concur in

the selection of (name),a non ACTEDS- certified candidate, for the
PACM key position of (position title, organization, installation).

Al t hough the referral list did contain ACTEDSertified candi dates

for whom the Arny has provided prescribed training and devel opnent,
(nane) was selected for the follow ng reasons.!”. This statenment

will be filed in the selection record and a copy forwarded to the FC.

d. Status of Protocol. The PACM Pl anning Board will determ ne
when to inplement these nmeasures based on its assessnment of the
degree to which all career enployees have had an opportunity to
receive the training.

7. Equival enci es

a. Enmployees who believe they already have acquired the
conmpetenci es (KSAs) required by the MIP may request approval of an
equi val ency. The npbst comon means of acquiring needed conpetencies
are: on-the-job training, devel opnental assignnments, forma
educati on, and/or sel fdevel opnent.

b. Requests for equivalencies will be sent on the format D-1
t hrough functional channels to the MACOM CPM who has the authority
to grant equival enci es and course substitutions. ThEPM is
required to issue a decision in witing and to furnish a copy to the
FCR and the enployee. Activities without a MACOM may subm t requests
directly to the FCR for deci sion.

c. Types of equival encies:
(1) Work experience may be substituted for training when the

former clearly represents a mastery ofKSAs associated with the
training. For exanple, to credit work experience as an equivalent to



t he PAOC, enpl oyees nmust have gai ned extensive experience in public
i nformati on, command i nformati on, and conmunity relations at an
installation |evel.

(2) If the current performance appraisal is used as evidence
of possessi on of KSAs, the specific el ement addressing the KSA nust
be either nmet or exceeded, and the performance standard(s) mnust
directly address the occupational Iyspecific KSA for which
equi val ency is asked. Enmployees may also cite earlier appraisals to
address KSAs not covered by a current rating.

(3) Enpl oyees who believe they already have training
equi valent to what is specified in the MIP should request formally an
equi val ency and include details fromthe course catal og or program of
instruction. Enployees are advised to consult with their CPM before
commtting themselves to training for which a certification of
equi val ency will be required.

d. Equival ency conpetencies should be at the same | evel of
difficulty as those acquired through the course shown in the MIP.

e. The MIP often provides training alternatives for certain
conmpetencies (different courses and/or different |ocations). No
formal equival ency approval is required for these alternatives.

8. PACM Conpetitive Professional Devel opnent Career program w de
conpetitive prograns include:

a. University Progranms such as the DODJPCU. of Oklahoma) and
ad hoc or shorter prograns at other universities focusing on PA
conpet enci es;

b. Devel opmental assignments such as a four to six-nmonth
training assignnment at the Office, Chief of Public Affairs, or at a
command to | earn how the Arny conducts Public Affairs at that |evel;

c. Training-Wth-Industry assignnments such as six to eight
months with firnms such asFlei shman-Hillard or Merck Laboratories, to
| earn industry methods in devel opi ng, conducting and assessi ng
nati onal pronotions;

d. Joint Public Affairs Course offered by the American Forces
| nformati on Service (two weeks) in the Washi ngton area, which teaches
joint PA doctrine and operations.

Careerists should consult the current Annual Catalog of Arny Civilian
Trai ni ng, Education and Professional Devel opment Opportunities on



ASA (M&RA)’' s honepage (http://cpol.army.m | on the world wi de

web). For each Conpetitive Professional Devel opment (CPD)
opportunity, the catalog contains a description, |ength and/ or dates,
eligibility requirenents, and instructions for applying. Some of the
CPD opportunities are the same each year and others are
added/ del et ed/ revi sed.

9. O her Series The PACM ACTEDS plan is primarily for 1035s, but
it will be of interest to many in job series 1001, General Arts and
| nformation; 1082, Witer-editor; and 1087, Editorial Assistant.
These series have small percentages of their population operating in
Public Affairs operations. Details for these other series are in
SECTI ON C.

10. Conpetenci es.

a. GS-1035KSAs (Section A) generally are satisfied by the
Depart ment of Defense Information School (DINFOS) courses for grades
9 to 11, and the DODJPC for grades 11 through 14. The only
exceptions are KSAs No. 12 and 19. KSA 12 is covered by | ocal
courses in supervision or Contracting Officer's Representative
training. Related courses to satisfy requirements of KSA 19 are
avai l able from vendors and other Army or federal training sites, such
as the Army Managenent Engi neering Coll ege and the Arny Logistics
Management College (ALMC) as well as the | eader devel opnment core
courses. GS-1001/1082s in PA will want to adhere to this approach as
wel | .

b. Supervisory KSAs are addressed in Section B and may be
suppl enent ed by generic supervisory/ managerial courses recomended in
t he MTP.

11. Mobility Requirenments Lateral and pronotion opportunities wil
accrue in proportion to the enployee's scope of geographic and
technical specialty availability. A main intent in PACM as in other
career progranms, is to encourage w de experience in many types of

j obs for those who aspire to reach the highest levels. Early
progression to the next higher grade may occur nore often for those
remaining in a single technical specialty within their series, but
such imts their candidacy |later for higher gradegdositions which
call for experience across several specialties. Enployees should

al so understand that while it may be possible to advance di agonally
upward across the 1035 and 1082 series at the journey level, such is
sel dom possi bl e at hi gher grades.




12. Sel f-devel opnent. It is strongly recommended that PACM

empl oyees pursue coll egelevel study in a field related to their
occupation and/or to the m ssion of their organization. Career
enpl oyees are al so encouraged to pursue devel opmental assignments
designed to broaden their experience in related fields and to join
and participate in professional organizations such as the Public
Rel ati ons Society of America (PRSA).

13. Sel f-evaluation and Planning Although the Arnmy will be
requiring increased participation from supervisors and career program
managers, ACTEDS is neant to be a partnership between management and

i ndi vi dual enpl oyees. The surest path to individual success is for
each enployee to becone expert in all facets of ACTEDS requirenents
and to hold thensel ves responsi ble for making the system work for
them Career program wi de evaluation will be performed by the FC and
the FCR in conjunction with the Annual Pl anni ng Board.

14. PACM Intern Training and Progressiaon

a. The Master Intern Training Plan is to be used for all
centrally and locally funded PACM interns. The MTP is a
comprehensi ve plan outlining the core subject matter PACM interns
need to know by the time they graduate. The supervi sor uses this
M TP as a guide when developing the intern's individual devel opment
pl an (I DP) (Because of the new centralized intern training concept
bei ng introduced in CP 22, a refinement of the this MTP is being
tested). The M TP may serve as the IDP although the latter offers an
opportunity to renmpove or substitute for training that was
acconmpl i shed before the program began, or to add training that may be
necessary in an individual case.

b. The M TP supports nonconpetitive pronotion to a target grade
of GS 09 when all requirements are met. Interns who successfully
compl ete the program qualify for a GS035, PA specialist position
and/ or a GS-1082 and/or a GS1001 position(s) (the last two nust be
in a Public Affairs domain). Any placement of interns into or from
ot her domains will be on a case by case basis with pertinent
consul tation by respectiveFCRs.

c. Central intern training is 18 nmonths. Central interns enter
at GS-07 and become eligible for pronotion to GS-09 upon conpletion
of at | east one year in grade and all training requirements. Length
of training varies with an enployee's entry qualifications and
whet her they acconplished part of the training before becom ng an
i ntern.



The FCR may extend the program for up to six nonths for interns who
have not acquired theKSAs required in the MTP for duty in a ful
performance position. The PACM M TP, as Chart 3 depicts on page 18,
envi sions one entry level for the standard 18-nmonth program -G,

but local interns may enter a 24-nonth program as a GS-05, with an
interval grade of GS-07.

d. Training phases and training profiles show the type of
training and tinme for each phase.

(1) Phase | (Orientation training) is about one-third (six
mont hs of an 18-month program eight nmonths of a 24-nonth program of
the intern's training duration and consists of specialty and
job-related formal training in the full range of functional skills.
During this phase, the intern is given witten or oral instruction on
the nature and priority of work assignnents. The supervisor wil
have periodic discussions withthe intern about the work to be
conpl eted. Also, the supervisor or the person who trains the intern

will spot check and carefullyreview work todetermne the degree to
whi ch obj ectives have been achieved. After interns successfully
compl ete phase |, they will proceed directly into phase Il, specialty
training.

(2) Phase Il (Specialty training) is again, one-third of the

program featuring nore indepth, advanced specialty training and
job-related formal training in the target specialty. ©the-job
training concentrates in the specialty of the target position.

(3) Phase IlIl (Advanced Specialty training) is the final
third of the program and features mainly advanced on-the-job
assi gnnments and exposure to advanced theory of mass commruni cations
conducted by Arnmy Public Affairs Offices. Upon conpletion, the
intern may be placed in any Arny Public Affairs Office as a ful
performance GS-1001 (Public Affairs domain), -1035 or -1082 (PA
domain), with the 1035 option being preval ent.

e. The Individual Devel opment Plan translates the general MTP
requirements into specific objectives. The IDP prepares the intern
for target-level performance. Using the MTP as a guide, the
supervisor (with the intern's input) will develop and tailor an |DP
by comparing the intern's extant training educati on and experience
with requirements shown in the plan (pen and i nk changes acceptable).

When the intern does not have jobrel ated experience, the entire

M TP beconmes the intern's IDP. [If the intern has substantial prior
experience or formal classroomtraining in the job specialty, sone
portions of the plan may be shortened or omtted. The time saved can
be added to another segment in which the intern has | ess know edge,

or the intern may be graduated up to four nmonths early (six for the



24-month program). Central intern pronotions will be decided by the
FCR in consultation with |local trainers. The trainer will conplete
the IDP within 30 days after the intern begins duty. |If conditions
indi cate that a change beyond what is stated above is desirable, a
wai ver to change pertinent sections of the training plan may be
requested through the MACOM CPM, to the FCR. Requests wll:

(1) ldentify the section of the plan that would be waived or
changed;

(2) Describe theKSAs and the type and percentage of training
time that would be changed

(3) Provide an analysis of the effect of the change and the
intern's ability to conplete the plan’'s objectives

(4) Describe advantage to governnent and to enpl oyee.

f. Learning objectives for both phases are shown akKSAs to be
acquired in the right hand colum of the MTP.

g. Intern Performance Appraisals will be acconmplished under the
Seni or System of the Total Arny Performance Eval uation System
(TAPES). Interns will be rated after a six-nonth period begi nning on
their entrance on duty (this will be a special rating). One year
after their entrance, interns will receive their first annual rating.

Thereafter, they will continue on their entrance-based rating cycle
until they conplete the intern program Raters will attach the |DP
to the Senior System Civilian Eval uati on Report DA Form 7221-1.
Raters will annotate the IDP in the margin with the dates and their
initials which serve as verification as courses and on-the-job
training are acconplished. Accordingly, the 7221-1 Formwi th the
annotated IDP will provide the documentation for the intern’s
official performance appraisal, Senior System Civilian Eval uation
Report.

15. M scel | aneous

a. Charts/career |adders. The conbined Public Affairs (1035)
and Public Affairs Witing and Editing (1082) Career Ladder, Chart 2,
is on page 17. General Arts and Information (1001) is omtted because
t hese positions occur randonmly and usually wi thout regard to
progressi on consi derations.



b. Master Intern Training Plan (progression detailed at Chart 3)
for the 1035 series appears in Section AThe Leadership Core
Curriculumis in Section B.

c. KSAs/conpetencies are identical for both ACCES and ACTEDS and
stemfromthe sanme job analysis. The KSA nunbering system used in
t he ACTEDS plan is sequential, whereas the ACCES KSA |list is nunbered
sequentially for what was the entire career program before PACM
rel eased its Technical WiterEditors (1083), Audiovisual, Visua
| nformati on (1020, 1060, 1071, and 1084) and nost of the Arny’s
Witer-Editors (1082) portions to Career Program 34. \While
i ncumbents continue to be carried in the samASA( M&RA) personnel
inventory, and participate in joint ACCES acconplishment rating
sessions, it will be nmbre convenient to retain the current nunbering
system This keeps the KSA | anguage and content on a common baseline
wi t hout hanpering other ACCES and ACTEDS operations.KSAs are
defined in the PACM and pertinent portions of the CP 34 ACTEDS pl ans,
and are coded in parentheses as K1 or 2 or 3 (Know edge 1, 2 or 3);
Al (Ability 1) or, KS1 (Supervisory Know edge 1) when used in the
MIP. The codes allow readers to refer to the expanded KSA
definitions in the conpetency section of each series. Numbers in
parent heses follow ng each KSA definition are the ACCES KSA numbers
correspondi ng to each ACTEDS KSA.

d. Type location, source and coursdength are in the MIP.

e. First QT in the MIP is for nonintern full performance. OJT
for interns should fit |earning objectives in the MTP.

f. Leadership courses andKSAs are |isted separately for
inclusion in Individual Devel opnent Pl ans (See Section B).

g. The connection with Information Managenent (CP 34)
opens the prospect of moving from PACMto IM (CP 34) or the
reverse, in the series 1001 and 1082. Interested PACM enpl oyees
shoul d seek copies of the CP 34 ACTEDS Pl an for specific details in
qualifying for and seeking training in that program All Arny career
program ACTEDS pl ans are scheduled to be on the ASA (M&RA) honepage,
http://cpol.army.mil.

h. The FCR may be consulted on any ACTEDS matter by an activity
commander when the activity is not serviced by a MACOM

i. The Annual Catalog of Arny Civilian Training, Education and
Prof essi onal Devel opment Opportunities, issued bASA(M&RA), is an
excel l ent source for the nost recent information (especially



guota and application procedures) regarding centralized manageri al
and | eadership training, and some functional, conpetitive

prof essi onal devel opment opportunities. It is also accessible on
ASA( M&RA)’ s honepage at http://cpol.army.ml.

15. Effective Date This ACTEDS plan is effective upon receipt.

However, position selection rules described in paragraph 6c will not
apply until the PACM Annual Pl anning Board recommends their use to
the FC and the FC approves. This recommendation will be made when

t he board believes there has been anple opportunity for all career
enpl oyees to attend prescribed training. At such tinme, the new
provision will be widely publicized.

16. Comments. The FC wel cones comments on or suggestions to inprove
this plan. Submt themto the Senior Civilian Advisor to the Chief
of Public Affairs Rm 2E646), HQDA, the Pent agon.

Major General, G2
Functional Chief



CIVILIAN LEADERSHIP TRAINING

P COMMON CORE
(AR 690-400, Chapter 410/412)

EXECUTIVES

M ANAGERS N
GO/SES Training
'/ \ SU PERVI SO R S * M DC (M anager Conference (Resident)

Development Course)

I N T ER N S _ (Correspondence) * GO/SES Force
* SDC (Supervisory | ntegration (Resident)
Development Course) OLE (Organizationa]

* ILDC (Intern (Correspondence) L eadership for Executives) * CCL (Center for Creative
L eadership (Resident) L eadership) (Resident)
Development LEAD (Leadership
Course ) (on site) Education and PME I/11 (Personnel * EO/EEO Orientation

Development M anagement for Executives) (Resident)

* AODC (Action Course) (on site) (Resident)

Officer APEX SES
Development * Orientation (Resident)
Course) ARMY M ANAGEMENT STAFF COLLEGE

(Correspondence)

¢ MANDATORY * COMPETITIVE
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INntern Career Ladder

* Interns may be promoted from Grade 5 to 7 during Phase II 1f thewr
tratning 1s on schedule and they are meeting performance requirements.

Chart 3



PUBLIC AFFAIRSAND COMMUNICATIONS M EDIA COM PETENCIES

GS-GM 1035
PUBLIC AFFAIRS

KNOWLEDGE OF--
CORE

1. Editing. Includes logic of organization, copy editing, and stylistic requirements for specific types of
communication meterials such as speeches, briefings, broadcasting, audiovisual scripts, newspapers, brochures,
pamphlets, and position papers. (33)

2. English language. Includes grammar, vocabulary, diction, idioms, syntax, composition, spelling, punctuation,
capitalization, abbreviations, compound words, prefixes and suffixes, and sentence structure. (34)

3. Methods and techniques for oral presentations. Includes development and use of transparencies, charts,
pictorial and illustrative materials; organizational and structural example, Department of Army or Department of
Defense (DOD) personnel, community representatives, media for different purposes (for example, informeation
planning, approval, advertisement and instruction). (35)

4. Organization of electronic and printed media. Includes characteristic of media types associated with procedural
steps employed in the delivery of news, publications, feature stories, editorials, and information; formetting and
meaterial requirements. (36)

5. Persuasive communication techniques. Includes types of persuasive arguments, styles, and strategies
(educational, experimental, factual, hands-on approaches), their appropriate uses and delivery. (37)

6. Pictorial presentations. Includes pictorial resources available by subject metter, pictorial quality, sequence of
pictorial meterials for demonstration, explanation, instruction and display; and incorporation of pictorial meterial into
text; sizing, captioning, and layouts. (38)

7. Principles, methods and techniques of Mass Communications. Includes electronic and printed communications
media operations and their use in transmittal of messages. Transmittal includes message structuring according to
subject metter and outcomes, message impact assessmert, effects of message transmittal, frequency, key speakers,
credible sources materials, and setting required. (39)

8. Public Affairs methods and procedures for responding to queries. This includes procedural requirements for
responding to questions emanating from various sources: foreign and domestic press, general publics, government
officials and community leaders, coordinating, and level of release requirements for identified issues. Also includes
the characteristics and requirements of query responses provided in the form of releases, announcements and
position papers. (40)



9. Reference source for laws, regulations and guidance relevant to Public Affairs operations, includes Public
Laws, Privacy Act, and Freedom of Information Act. (41)

10. Strateges for dissemination of public affairs or advertising materials. Includes resource utilization strategies,
their limitation and effects in the dissemination of Public Affairs or advertisng meterials, for example, effectiveness
of radio versus television for providing information to soldiers in the field. (42)

11. Writing techniques for printed and electronic media. Includes stylistic requirements of audiovisual scripts,
newspaper articles, advertisements, feature stories, broadcasting scripts, interview dialogues, and speeches. (43)

SUPPLEM ENTAL

12. Contracting. Includes statements of work (SOW), specific costing, contract regulations, procedures, and
restrictions. (44).

13. Desktop publishing computer operation. Includes layout and design of printed products (for example,
newspapers, pamphlets, brochures) through the operations of desktop publishing equipment and software. (45)

14. Interviewing techniques. Includes formulating questions, timing feedback, setting selection, probing, and
recording informetion. (46)

15. Laws regulations, and guidance in advertisng and sales promotion and Public Affairs activities specific to
recruiting. (47)

16. Marketing strategy design. Includes types of marketing media (for example, conference, advertisement
through broadcasting, telecasting, publications, and displays), their development and use, marketing media products
(for example, hillboards, transit flyers, matchbook covers), and their use; strategy planning; sampling, and piloting
methods used in analysis of market audience characteristics, opinions and attitudes, multimedia effects, and
evaluation methods. (48)

17. Methods and techniques for establishing and operating a speakers bureau. Includes methods used for
identifying subject metter experts, collecting historical data on speaker effectiveness, and speaker evaluation. (49)

18. Newspaper production process. Includes design and layout printing, reproduction, and distribution. (50)



19. Principles and techniques of group dynamics and interpersonal relationships.  Includes principles of attitude
change, leadership styles, identification of power sources, patterns of communicating and interpersonal influences
used in the formulation and delivery of messages such as in the defusement of volatile situations, shifts in public
opinion, and enhancement of public understanding of issues. (51)

20. Principles and techniques of speech writing.  Includes message structuring methods, use of emphasis,
restatements, summaries, and conclusions. (52)

21. Research methods and techniques. Includes data collection analysis, interpretation, and sampling. (53)

22. Selected reference sources for planning and execution of Public Affairs activities (for example, AR 360-5,
Army Public Affairs, Public Information; AR360-61, Community Relations, AR 360-65, Establishment and
Conduct of Field Press Censorship in Combat Areas, AR 360-80, Release of Information WWhen More Than One
Service is involved in Accidents or Incidents; AR360-81, Command Information Program; AR 600-50,
Standards of Conduct for The Department of the Army Personnel), and implementing regulations and directives.
(54)

23. Selected reference sources for planning and executing advertising, sales promotion, and
Public Affairs activities specific to recruiting (for example, USAREC Reg 5-3, advertising
program planning and Execution; USAREC Regulation 360-11, Local advertising Expendit
ure and accounting procedures, USAREC Reg 601-51, Rapid Electronic advertising, Coupon
Transfer Technical Manuals; USAREC 601-85, Total Army Involvement in Recruiting; and
USAREC Reg 601-93, U.S. Army Recruiting; and USAREC Reg 601-93, Army Recruiting
Lead-producing Tour Exhibits). (55)



ABILITIES:
CORE

1. SUPERVISORY POSITIONSONLY. Ability to Direct Work Activities. Ability to assign or delegate work
and to monitor the work of others. (1)

2. Ability to Plan and Organize. Ability to establish objectives, requirements, priorities, and deadlines in order to
determine course or action for work. (2)

3. Human Relations Ability. Ability to interact with others in a one-on-one group situation. (often called "team
work," "cooperation,” "interpersonal skills," “ability to meet and deal,” and "tact diplomacy.” (3)

4. Ability to analyze. Ability to obtain informetion, define problems, idertify relationships, evaluate quality of
projects, assess impact, and make conclusions/recommendations; includes the ability to determine quality of
projects, programs, or performance by comparison against standards and objectives. (4)

5. Ability to Communicate Orally. Ability to brief, instruct, explain, advise, negotiate, or persuade. (5)
6. Ability to Write (Specialized). Ability to express ideas through specialized types of writing or editing. Includes
feature, news releases, media memoranda, scripts, speeches, doctrine and strategy and fact sheets used inthe

Public Affairs context. (6)

7. Ability to Write (General). Ability to express ideas through general types of writing. Includes information
papers, interoffice memoranda, letters, work orders, and genera reports such as administrative process reports,
status reports that are written for general purposes to summarize findings, to recommend strategies, to propose
new initiatives, to document or describe everts, etc. (8)

8. Ability to Innovate. Ability to development new or revised policies, procedures, programs, or solutions to
problems. (9)

9. Ability Initiate Action. Ability to independently originate action. (One who demonstrates this ability is often
caled a"sef sarter.”) (10)

SUPPLEMENTAL: Nore

**  Numbers in parenthesis are the ACCES K SA numbers corresponding to each ACTEDS KSA.



PUBLI C AFFAI RS AND COVMMUNI CATI ONS MEDI A

CAREER PROGRAM MASTER | NTERN TRAI NI NG PLAN (M TP)

PUBLI C AFFAI RS. GS1035

PHASE |
Cont ent Descri pti on TYPE PCT KSA's Acquired
Hours in Phase | range
100from 800 to 1043.
1. General orientation. 1. At the end of this
~ general orientation, the
intern will be able to--
100 _ _
a. Employnment _ a. Describe theorgani-
orientation. Civil Service D, B, RR 5 zation of the federal
appoi nt ment and st at us, overnment, DOD, DA, and
condi tion of enpl oyment, is or her MACOM and
enpl oyee benefits, code of activity of assignment.
conduct, security
requi rements, and the Arny
civilian career managenent b. Understand the

program

b. Command and agency
orientation. Organization
of the federal governnent,
DA, MACOM and t he training
activity to which the
intern Is assigned.

c. PA office
orientation. To the
training activity's PA
of fice.

2. Specialized subject

matter orientation.
D, DEM 95
. SA, RR
a. PA function. Intro-
duction to Arny PA as a

staff function and
Communi cati on process.
Overview of the m ssion,
obj ectives and need for
Army PA and the role of
the PA officer.

provi si ons, benefits and
re-sponsibilities of
federal enployment and the
provi-sions of the Arny
civilian career managenment
program

Descri be the m ssion,
ni zation, functions of
training activity PA
c

2. At the end of the
subject matter _
orientation, the intern

will be able to--

~a. Describe the

m ssi on, purpose and

obj ectives of Arny PA.
tline Army PA Program

obj ectives. Iden-

titTy and describe how the

function is organized and

di scuss the role andrel a-

tionship of the PA officer

to the commander, staff,

the media and the public.



PUBLI C AFFAI RS, GS-1035

Cont ent Descri ption

PHASE |

PCT KSA' s Acquired

(PI') function.
I ntroduction to the
m ssi on, policies, oper-
ating procedures and
pertinent regul ations
governing the PI function.
Practical exercises to
acquaint the intern with
effective techni ques for
using mass nmedia to
communi cate i nformation on
Army prograns and '
activities to the public.
| ntroduction to nethods
for establishing and
mai nt ai ni ng_effective
relations with nmedi a
representatives and
anal yzi ng and assessi ng
audi ence and nmedi a
requi rements. Review of
communi cations | aw and
rules for attribution,
ethics, and credibility in
the rel ease of
i nf or mati on.

F. Public Information
r

c. Command I nformation
(Cl) function.
I ntroduction to the
m ssi on, philosophy,
policies, operating
procedures and pertinent
regul ati ons for the Army CI
program  Practical
exerci ses to acquaint the
intern with the role of Cl
as communi cation for the
Commander .

d. Community relations
(CR) functions.
| ntroduction to the Arny
CR m ssion,
functional areas of
responsibility and
ertinent regul ations,
racti cal experience in
dealing with community
groups, organi zations and
persons having interest in
Army progranms and
activities.

b. Discuss the PI

function. _
and pertinent operating
policies. ldentify the
Arny's primary external
publics and describe the

communi cati ons nmedi a

t hrough which they are
reached. Discuss the need
for ethics and credibility
In establlshlnﬂ medi a
relations and how to apply
t hem

c. Define the m ssion

pur pose and objectives of
the Army ClI program  Ex-
pl ai n policies,

regul ati ons and procedures
for hel ping the conmmander
I mpl ement an effective CI
progranl | dentify CI
products, their use,

met hods, channels for

di stributing these
products.

d. Describe the Arnmy CR
function and areas of
responsibility. Be
famliar with pertinent
policies, regulations and
operating procedures.

Assi st in preparing and
coordi nating CR projects.



PUBLI C AFFAI RS, GS-1035

PHASE |
3. Formal Training At the end of Phase |, the intern should have
conpl eted the follow ng training:
a. Priorit{ I tl'ainin%: .
ntern Leadership Devel opment Course (I1LDC), on-site, 1
Week;
b. Priority Il training: . S
Public Affairs Officer Course (journalistic), 9 Weks,

DI NFGS;

c. Recommended Trai ning:
Effective Arny Witing, correspondence course (AG0028)
Accel er at ed Reading, on-site, local or correspondence
course;

Preparation of MIlitary Correspondence (AGO102);

Revi ewi ng Your Witing (AGO&24F_ _ _

Spel ling, Abbreviation, Capitalization and Punctuation

(AG courses 0122 and 0123).

The ACPM should ensure that training is adequate and timely. |If
the intern's qualifying experience neets the objective of the
devel opnmental activity in this plan, that training will not be
incorporated in the intern's IDP, and the IDP will be adjusted to
al l ow participation in activities which would be nore supportive of
the intern's devel opment.



PUBLI C AFFAI RS GS-1035

PHASE | |
Cont ent Descri ption Type KSA's Acquired
Trai ning hours in Phase II
range from 800 to 1043.
. - 100
1. On-the-job training.
The training activity wll
provide the intern any
necessary orientation. _
. ' 30 a. At the end of this P
a. Public Information SA, RR, functional training, the
(PI') function. DEM intern will be able to--
. (1) Perform basic
(1) Tasks and assign- duties and functions of a
ments. Practice all tasks Public Affairs Specialist.
and assignments to give Wite, rewrite, edit and
the intern a working prepare draft releases on
knowl edge of PI and the routi ne progranms and
skills to performthe activities. Handle
duties of a Public Affairs routi ne media queries.
Specialist. For exanple, Escort nedia .
writing news releases, representatives. Befam -
handl i ng medi a queri es, liar with pertinent office
escorting nmedia reference materi al
representatives and (re?ula-tlons, rul es,
reparing story ideas to style guides) and
e pitched to medi a operating procedures.
outlets. _
' . . 12) Show confi dence,
(2) Special projects. skills and ability in
Intern will be assigned performng the w de
to special Pl projects or variety of Pl duties.
assignments and will be
hel d accountable for their
acconplishment. Some
exanpl es of speci al
Pro ects include the
ol 1 owi ng:
~ (a) Preparing nedia
kits.
(b) ldentifying, _
preparing and coordinating
story ideas for the DA
magazi ne/ book program



PUBLI C AFFAI RS GS-1035

PHASE | |
Cont ent Descri ption Type PCT KSA' s Acquired
(c) Witing feature
articles and devel opi ng
medi a and marketing pl ans.
(d) Arrangin?.nems
conferences and field
medi a operations.
(e) Preparing staff
actions and devel opi ng
fact sheets and decisions
papers.
(f) Assisting in
preparation of a
conti ngency pl an. _
' ' (3) Recogni ze and
~ (3) Orientation descri be operations and
visits. Orientation equi pnment of a commerci a
visits to a conmerci al radi o and TV station and
radio and TV station and newspaper facility.
newspaper facility to
observe operations and to
acquaint the intern with
ersonnel and equi pnent
or running the operation. _
_ b. At the end of this Ci
b. Command | nformation functional training, the
(Cl) function: intern will be able to--
(1) Wite, rewrite and
(1) Tasks and edit CI material on
assi gnments. Practical routine prograns and
tasks and assignnments to activities when given
Elve the intern a working 35 specific guidance on
nowl edge of the Arny Cl SA, RR, parameters of the project.
program  Assignnments will DEM Assignnments will require
I nclude the preparation of ability to performappro-
Cl materials, for exanple, priate research for data,
fact sheets, panphlets, and follow through ondis-
brochures, news and ' tribution to ensure
feature articles for radio finished products and
and TV spot announcenents. mat eri al reach the
I ntended audi ence. Be

fam liar with pertinent
office reference materi al
(regul ations, rules, style
gui des) and operating
procedures.



PUBLI C AFFAI RS GS-1035

PHASE | |
Cont ent Descri ption Type PCT KSA's Acquired
(2) Special projects. . 12) Show confi dence,
Intern will be assigned skill and ability in

to special CI projects or performng a wide variety
assignments and wl| be of Cl dutres.
account able for their
acconpli shment. Some

exanpl es include the
follow ng:

(a) Preparing special
pur pose and single topic
Cl act sheets or
br ochur es.

(I_t\a) Preparing radio
and spot announcements.

(c) Devel oping a
phot ographi c | ayout or
di spl ay.

(d) Preparing feature
articles for an Arny
newspaper or nmgazi ne.

(e) Preparing a Cl kit
for a speci al
or promoti on.

(f) Editing a Cl
newspaper.

(9) Assistin? in the
preparation of CI plans.

o $3) Orientation
visits. Orientation
visits to a commercia
printing plant and a
phot ographi c | aboratory or

raphic production

ackllty. St af f V%flt to
an Ar conpany ant
battaryon-nged unit to
observe operations.

Army program

(3) Recogni ze ﬁersonnel
and describe the
oPeratlons and equi pment
of a commercial printing
pl ant and graphic
production facilit
Observe a tyglca
conmpany and Dbatt al
Sized unit to beco
acquainted with th
specific ClI proble
needs.

B0
>

my

and

>



PUBLI C AFFAI RS GS-1035

PHASE | |
Cont ent Descri ption Type PCT KSA's Acquired
c. Community Rel ations
(CR) functions.

(1) Tasks and assign- 35 _
ments. Practical tasks SA, RR, c. At the end of this
and assignments to give DEM CR training, the intern
the intern a working wi Il be able to--
knowl edge of the Army CR _ _
program  Assignments will (1) Cite applicable
I nclude devel opi ng and policies and regul ations
updati ng unit speakers' governing the Arnmy CR
bureau file, handling program Pl an and
requests for Army bands conpl ete routine tasks and
ana drill teams, working assignments when given
with patriotic and civic speci fic guidance on
organi zati ons, and _ procedures to be foll owed.
pl anni ng and coordi nating List typical Army assets
Army-initiated t hat can be used to
cel ebrations and I mpl ement an effective CR
observances. program

(2) Special projects.

Intern will be assigned
speci al CR projects or
assignments and will be _ ?2) Show confi dence,
account able for their skill and ability in
acconPI|shnent. ~Some perform ng the w de
exanmpl es of speci al variety of CR duties.
Pro ects include the

ol I owi ng:

(a) Planning an open
house.
~ (b) Coordinating a
joint mlitary and
civilian activity.

1c)lAssisting in
devel oping a CR pl an

o $3) Orientation
visits. Orientation visits
to a commercial public (3) Understand
relations firm and chanmber commerci al public
of commerce to observe rel ati ons practices.
OEeratlons and acquai nt
the intern with his or her

commerci al counterpart.



PUBLI C AFFAI RS GS- 1035

PHASE 1 |
Cont ent Descri pti on Type PCT KSA's Acquired

2. Formal Training At the end of Phase Il, the intern should

have conpl eted the follow ng training. Inconplete Phase | training
shoul d be added to this |ist. Phase | training should al slwe

added for interns entering tralnlng at Phase |

a. Prioritx | trai g:
Public Affairs ficers' Course, Weeks, DI NFOS, Ft.
Meade, MD (if not attended in PHASE bb
Action Officer Devel opnment Course (AODC) ( Correspondence),
Arny Institute of Professional Devel opment, FtEustis, VA
(use DA Form 145) (Course Required for Graduatlon)

b. Priority Il training None

c. Recommended training:
Army Staff Study, correspondence course, AGOl25

Ef fective Brleflng Technl ques gcarlety of sour ces)
DA Newspaper Sem nar, 1 Week,



PUBLI C AFFAI RS GS- 1035

PHASE |11
Cont ent Descri ption Type PCT KSA's Acquired
Training hours in Phase
11 range from 800 to
1043.
. - 100
1. On-the-job training.

a. Public Affairs (PA) a. At the end of this PA

policy and plans. 25 policy and plans training,
the intern will be able
. . SA, RR, to--

(1) Orientation. DEM OV _
Orientation and (1) Describe the Arny
fam liarization with the PA policy and plans
concepts, format and require- . .
content of Ar PA policy ments and consi derations.
and pl ans devel opnment; I dentify work force and
requi rements and budget resources. Execute
procedures for staff PA policies and plans to
coordi nation; timng and acconmplish Arnmy PA
target audi ence obj ecti ves.
consi derations; and PA
wor k force and budget
consi derati ons.

(2) Tasks and
assignments. Practical (2) Prepare and
tasks and assignnents to execute a PA plan to
provide the intern with support a new program or
experience in developing a initiative.
PA plan to support and
pronpte a new DA, MACOM
Installation or activity
program

b. Advertising and
recruiting. (See note at )

t he end of Phase II1.) 15 b. At the end of this
SA, RR, advertising and recruiting
DEM orientation, the intern

(1) Oientation.

oduction to the Arny

rtising and recruiting

_ t he policies,

| ati ons and procedures

Army resources to

rt recruiting.

mliarization wth _

mogr aphi cs in devel opi ng
ctive advertising and

POTIV *S3 o=
~DDCOM—QS

will be able to--
(1) Describe the
pertinent policies and

regul ati ons for Arny
advertising and

recrui tment, the use of
demogr aphics in devel opi ng
advertising and marketi ng
pl ans, and contracting
processes.



PUBLI C AFFAI RS GS-1035

PHASE |11

Cont ent Descri ption PCT KSA' s Acquired
mar keti ng plans and
recruiting strategies.
Orientation to budget and
contracting procedures as
t hey apply to purchasing
advertising and medi a
space. (2) Perform basic

. duties and functions of an

(2) Tasks and assign- Advertising and Recruiting
ments. Practical assign- Public Affairs_ Specialist.
ments to increase the Be famliar wt
intern's know edge and. pertinent regul ations,
ability to performtypical references and operating
duties and functions procedures.

associated with the Arny
advert|5|n% and recruiting
m ssi on. xanpl es of

assi gnments are _
anal yzi ng the denmographics
of a specific recruiting
area by nmedium assisting
in the devel opment of an
annual advertising budget
or planning a nmulti-nmedia
advertising canpaign.

(3) Special projects.

Intern will be assigned
speci al advertising and
recruiting projects or
assignments and will be
account able for their
acconFI|shnent. ~Some
exanmpl es of speci al
Pro ects include the

ol 1 owi ng:

(a) Analyzing the
demographi cs” of a specific
recruiting area by nmedium

~ (b) Devel oping a
district |level marketing
pl an.

) Devel oping a

ed standard
tan statistica
eting directiv

(c
detall ed
met r opol i
area mark

_ (3) Plan and execute
I ndependently a specific
project or assignment th
demonstrates wor ki ng
knowl edge of applicable
advertising and recrU|t|ng
policies, regulations, an
operating procedures.

at



PUBLI C AFFAI RS GS-1035

Cont ent Descri ption

PHASE 111

PCT KSA's Acquired

(d) Planning a
mul t 1 medi a adverti sing
canpai gn.

c. Industrial Relations
f??e note at end of Phase

-)

(1) Oientation.
| ntroduction and _
orientation to objectives
and specific requirenments

of Army and DOD i ndustri al
relations activities.

Revi ew of pertinent Arny
and DOD procurement
regul ati ons and procedures
for responding to
contractor requests for

i nformati on and

assi stance.

(2) Tasks and.assi%n-
ments to famliarize the
intern with regul ati ons
and procedures for
assi sting contractors and
suPpllers to obtain
informati on needed to

conduct business with the
Army. Intern will take
part in researching to
determ ne appropriate

met hod for dissem nating
informati on to business
and industrial sources.

(3) Special projects.

Intern will be assigned
speci al projects or
assignnments and will be
account able for their
acconplishment. Sone
exanmpl es of speci al
Pro ects include the

ol I owi ng:

SA, RR,

he end of this
| relations
the intern will

Under st and t he PA
of Army and DOD

ation in industrial
ions. Cite pertinent
8 ations, such as the
AR series, the Defense
and Federal Acquisition
regul ations; Cite
procedures for release of
Arnmy marketing and
i ndustrial information to
contractors and suppliers.

(2) Help research and
prepare facts and
I nformation for _
di ssem nation to business,
comrercial and industri al
sources.

_ (3) Plan and execute

I ndependently a specific
project or assignnment that
demonstrate working

knowl edge of industri al
rel ati ons policies, _
regul ati ons and operating
procedures.



PUBLI C AFFAI RS GS- 1035

PHASE 111
Cont ent Descri ption Type PCT KSA's Acquired

(a) Preparing a mar-
keting informati on kit on
a specific product or
weapons system

1b) Assisting in
devel opi ng of pronotiona
material to solicit com
mercial bids for an Arny
contract.

(c) Devel opi ng anedu
cation or informational
programtailored to a
specific industry. _
d. At the end of this
d. Advanced specialty 15 advanced specialty PI
training--Pl function. SA RR, training, the intern wl
Assi gnment of specific DEM be able to pl an, organize
tasks, projects or an area and execute specific
of responsibility to give aSPects of a Pl program
the intern additional th m nimal direct
seasoni ng and experience gui dance and supervi si on.
in Pl operations. |In this
phase of training, the
Iintern will assunme the
e of an action officer
h m ni mal gui dance_and
Fct supervision. This
n

q
(@)

QCOMVWOT — QY — =~

require the intern to

, organi ze and carry

Pl prograns; establish

mai ntain effective
ations with medi a
resentatives; and show
ficiency |n
ear chi ng, n? and
parlng nater or the
I a

g'D“U““QJO'GgQ_g
I C RN N N e

o

Advanced specialty 15 e. At the end of this
tra|n|ng--CI functi on. SA RR, advanced specialty Cl
Assi gnment of specific DEM training, the intern wl
tasks, projects or an are be able to plan, organize,
of respon5|b|I|ty to coordi nate and execute
provide the intern with specific aspects of a Cl
addi ti onal seasoni ng and Ero gram denonstrating
nowl edge and



PUBLI C AFFAI RS GS-1035

PHASE |11
Cont ent Descri ption Type PCT KSAs Acquired
experience in Cl under st andi ng _of Army ClI
oPerat!ons. In this phase Cb{ectlves. Perform the
of training, the intern full range and scope of
will assume role of action duties characteristic of
officer, with m nimal t he function.
gui dance_ or direct _
supervision. Intern wl
demonstrate ability to
pl an, organi ze,
coordi nate, and carry out
i nformati on prograns
directed toward the needs
of a specific internal _
audi ence. f. At the end of this
_ advanced specialty CR
f. Advanced specialty 10 training, the intern wl
training--CR function. SA, be able to-- plan
Assi gnment of specific organi ze and conduct CR
tasks, projects or an area RR, DEM programs and establish and
of responsibility to mai ntain a good wor ki ng
provide the intern with relationship with
addi ti onal seasoning and community | eaders.
experience in CR _
operations. Intern wll
be action officer, with
m ni mal gui dance., Intern
will plan, organize,
coordi nate and conduct CR
progranms and maintain con-
tacts with community _
| eaders. g. Intern will be able
' 5 to conplete PACM ACCES
%. I ntroduction to RR, SA reglstratlon, expl ai nKSAs
ACCES. Intern will receive DEM and referral process.

| ecture on ACCES and view
ACCES/ ACTEDS vi deot ape;
and, with supervision,
fill out the form as much
as ﬁOSSIb|e with speci al
enphasi s on
accompl i shment s.



PUBLI C AFFAI RS GS- 1035

PHASE 111

2. Formal Training. At the end of Phase I[Il, the intern should
have conpl eted the foll owing mandatory training and should have
consi dered one or nore of recommended offerings:

a. Priority I: . o o
(Any m Ssed, previous Priority 1 training);

b. Priority Il training: o o
(Any m ssed, previous Priority 2 training);

c. Recommended:
Edi tor Course, 4 Weeks, DI NFQOS
| nter medi at e Phot oj ournal i sm Course, 7 WeeksDI NFCS;
El ectronic Journalism 2 Weks, DI NFOS
Basi ¢ Broadcast Managenment Course, 12 Weeks, DI NFGCS;
AP Phot oj ournal i sm Weekend sem nar or facsimle

Abbr evi ati ons: B Briefing
D Di scussi on
DEM Denonstrati on
OV Orientation Visit
RR Required Radi ng
SA Supervised Activity
WS Wor kshop

NOTE: Advertising and Marketing training as well as Industri al
Rel ations training is intended Tor interns training in the

Recruiting Command and Ar Mat eri el Command, respectively, or for
| ocal interns when aﬁpllca le. Other interns, training at soldier
installations (and the majority), will not need to receive these

types of training andtheir trainers will substitute opportunities
to observe and report on soldier tactical training.



PUBLI C AFFAI RS AND COVMIVUNI CATI ONS MEDI A CAREER PROGRAM
MASTER TRAI NI NG PLAN
GS-05, On-the-job Training

Descri ption Duration KSA(s) to be acquired
Equi val ent Wor k 1 Yr Knowl edge of: editing, |anguage
Experi ence techni ques for oral presenta-

tions (with visual aids),
characteristics of electronic

Type: QIT and print media, principles of
Source: Local Cnd mass communi cation, responding
Location: Local to queries, dissem nation of

i nformation, print andel ec-
tronic writing, interview
techni ques, speakers bureau,
newspaper production, speech-

writing, research (K1-4), 6-11),;
Ability ta plan and organize,
anal yze, comunicate ora I%
and in witing (A2, 4, 5, , 7).
GS-05 Recommended _ _
Descri ption Dur ati on KSA(s) to be acquired
Public Invol ve- 4.5 Da Knowl edge of nethods and tech-
ment Communi ca- ni ques of oral communicati ons,
tions (091/ CECW PW persuasi ve communi cati on
mass communi cati ons, responding to
Type: Class 9uer|es, group dynam s (K-3,
Source: COE . , 8, 19); Ability to: human
Location: Huntsville relations, analysi's, communicate
orally, innovate, initiate, plan
and organize (A2, 3, 4, 5, 8, 9).
| nteracting and 2.5 Days Knowl edge of: persuasive
Communi cat i ng communi cati ons, mass com
Wth the Public muni cations, interview
(190/ CEPA-1) t echni ques, groupdyna-
mcs (K5, 7, 14, 19);
Type: Class Ability to: plan and or-
Source: COE . gani ze, human rel ations,
Location: Huntsville anal ysis, comuni cat e,
orally, I nnovate (A2, 3,4
5, 8).
| nt roduction 1 Sem Knowl edge of: edi ting,
to Critical English, persuasion
Thi nki ng (325) writing, interview ng,
mar keti ng strategy,
Type: Class roup dynam cs, research
Source: USDA or | ocal ?Kl, 2, 5, 11, 14, 16,
col I ege 9, 21); Ability to:

Location: Washington, DC direct, plan and organize,
or local college analyze, wite, wite
speci alized) innovate and
initiate action (A1, 2, 4,
6, 7 - 9).



Speechwriting 1 Sem Knowl edge of: editing,

(200) English, Oral presenta-
tion, persuasion, speakers
Type: Class bureau, speechwriting,re-
Source: USDA or | ocal search (K1-3, 5, 17, 20-
_ col | ege 21); Ability to: plan
Location: Washington, DC and organize, analyze,

or local college comunicate orally, innovate
(A2, 4, 5, 8).

Basi ¢ Communi - Vari abl e Knowl edge of: editing,

cation Skills Engl i sh, persuasiveconmu-
nication (K1, 2, 5);

Type: Class or correspon- Ability ta plan and or-

dence gani ze, communi cate orally,
Source: Local Command or wite (both) (A2, 5-7).
~col |l ege
Location: Local Conmand or
col | ege

Suggested Alternate conmunications courses:
Conmmuni cation Skills, USDA, PMGMI #707, 2 Days
Creativity and Innovation, USDA, SMGMI #818 2 Days
Del egation Skills, USDA, SMGMI #727, 1 Day

DA Publications Variable Knowl edge of : editing,
Management characteristics of electronic
course AGH#0021) and print nedia, |aws, regu-

ype: Correspondence | ati ons and gui dance (K14, 9);
Source: AGCtr Ability to: plan and organize

Location: On-site (A2).
| nf or mati on 1 Week Knowl edge of: Arny Information
Resource Manage- Resour ce Management Program
ment (AIRWMP), the five I MA disci-
lines, the 3 tiers of Arny
Type: Class nf ormati on Architecture,
Sour ce: AMEC the Information life cycle,
Location: RIA IL and the Information Managenent

Pl an and Control System (conveys
nana%enent KSAs of 'the | MA

ACTEDS PI an).
| ntroducti on 3 Days to Know edge of the basics of
to ADP 1 Week ASCI | and EBCDI C, computer

Eeripherals, operating systens,
Type: Class ardware components and their
Source: Local (USDA/ col |l ege) functions, and major steps in
Location: variable systems anal ysis, de5|%n and

program devel opnment (KS12).
Dat a Conmmuni ca- 3 Days Knowl edge of basic data
tions in Information communi cati ons systens, data
Management st andards, hardware, software,
protocols, networks and
Type: Class phyS|caI/s¥sten1segur|ty
Source: AMEC measures of communi cati ons

Location: RIA IL systens (K21, A24,9).



GS-07, On-the-job Training

Descri ption Durati on KSA(s) to be acquired
QT 1 Year Knowl edge of: editing,
_ English | anguage,
Type: Equival ent work English | anguage, methods and
experience met hods and techni ques
Source: Local Command for oral presentations .
Location: Variable (with visual aids), org. of edia,

Per suasi ve comuni cations, Pi c-

torial presentations, mass com
muni cat1 ons, |aws, adverti sing,
Stylistic writing (Al Ks &As).

GS-09, Priority Il (Priority I for all action officers new to Arny)
Description Dur ati on KSA(S) to be Acquired
Action Officer Dev. Var . Know edge of basic staff skills,
Crse. deci si on- maki ng, problem sol ving,
Type: Correspondence staff witing (A24,9,10).
Source: Al PD
Location: | ocal

GS- 09, Recommended

Descri ption Dur ati on KSA(s) to be Acquired
Supervi sor Var . Knowl edge of: positionmgt, MER,
Devel opment (ST 5000) EEO, staffing, enployee devel op-
ment, performance system train-
Type: Correspondence ing and devel opnent, careerngt,
Source: AIPD manpower (KS 1-5, 9); Ability to:
Location: On-site | an and organi ze, understand
uman rel ations, analyze, conmu-
(Priority I for new nicate orally, wite clearly, be
supervi sors) self-starting, del egateresponsi-

bility, be innovative (Al-5, 8).

| nt roduction to 3 - 5 Days Know edge of: | aws, regul ati ons

ADP and gui dance, desktoP publ i shi ng
Type: Class or correspon- (K9,12); Know edge of ADP;
dence KS-12); Abilities to: plan and

Source: USDA or AMEC organi ze, be innovative (A2,4,8).
Locat i on: Regi onal Tng Ctr

or RIA, IL
| nt er medi at e 7 Weeks Know edge of: characteristics
Phot oj ournal i sm of electronic and print nedia,
phot ographi c | ayout, desktop
Type: Class publlshlng, rewspaper produc-
Source: DI NFOS tion (K4 6,13,18); Ability to:

Location: Ft. Meade, M pl an and organi ze, analyze,
wite clearly, be innovative
(A2,4,6,8).

Newspaper Editor 4 Weeks Knowl edge of: editing, English
Cour se | anguage, charactein stics of



el ectronic and print nmedia,
Type: Class phot ographi c | ayout, |aws,
Source: DI NFOS regul ati ons andgui dance, print
Location: Ft. Meade, MD electronic nmedia witing .

styl es, newspaper production,

| eadershi p devel opnment, desktoB
publ i shing (K1, 2,4,6,9,11, 13,19);
Ability to: plan and organi ze,
write c!ear!%/, del egat e _
responsibility and be innovative
(A1, 2,6, 8).
El ectronic 2 Weeks Knowl edge of: editing, English
Journalism | anguage, oral presentation
el ectroni c nedi a, persuasive
Type: Class techni ques, pictor'|l presenta-
Source: DI NFOS tions, mass conmuni cati ons
Location: Ft. Meade, MD principles, regulations and

gui dance, writing techniques,
Interview techni ques (K1-9,
11, 14); Ability to plan and
organi ze, human rel ations,
anal yze, communi cate orally,
write, be innovative (Al-5,8).

Publ i ¢ Speaki ng Vari abl eKnowl edge of: English | anguage,
oral presentation, persuasive
Type: Cl ass communi cati ons, speakerspgm
Source: USDA/| ocal coll ege roug dynam cs, speech writing
Location: Wash., DCI ocal ?KZ,_,5,17,19,20); al
(Call 202-475-4280) abilities.
Reporting for Print 1 sem Know edge of: editing, English
Medi a and/ or Witing | anguage, medi a organization,
for Print Media persuasi ve techni ques, pictor’
resentations, massconmmuni ca-
Type: Cl ass i ons, |aws, regulations,wi-

Source: USDA/| ocal collegeting and interview ng tech-
Location: Wash. DC/ | ocal ni ques, newspaper production &
(Call 202-475-4280) research nmethods (K2,4-7,9,

11,14,18,21); all abilities.

Basi ¢ Broadcaster 12 Weeks Know edge of: editing, |anguage,
characteristics of electronic

Type: Cl ass and print nedia, persuasive com
Source: DI NFOS muni cati ons, mass conmuni cati on,
Location: Ft. Meade, MD | aws, regul ations and gui dance,

di ssem nation of information to
I nternal / external audiences,
print and el ectronic nmedia
writing styles, |nterV|emnng
techni ques (K1, 2,4,57,9-11, 14);
Ability to: plan and organi ze,
communi cate orally, write,
be i nnovative (A2,5,6,8).



Ar Fam |y Team sel f pac'd
Bui [ di ng

Type: Self Instruction
Source: Local Training
Office
DA Newspaper Sem nar 1 Week
Sem nar

Type: Sem nar

Source: OCPA

Location: Variable

Ef fective Brief-1 Wek
ing Techni ques

Know edge of: |nterpersonal
relatlonshrps (K19); Ability to
pl an and organlze humam el a-
tions; analyze |nnovate and
initiate action (A2-4,8,9).

Knowl edge of: editing, Ianguage
characteristics of electronic
and print nedia, persuasive com
muni cati on, Photographrc | ayout,

laws, re ul ati ons and gui dance,
prlnt and electronic nedia writ-
In | es, contracting, desktop
pu I|s i ng, |ntervrewrng tech-

ni ques, newspa producti on
K1,2,4,5,6,9,1 12 13,14, 18);
Ab|I|ty to: pIan and organrze
write clearly, deIegateresEon-
sibility, be i1 nnovative (A 5,6
6-8) .

Knowl edges: techniques of oral

presentations (w visual aids),

Type: Cl ass persuasi ve conmmuni cation & speech-
Source: Local Vendor writing (K35, 20). Ability to:
Location: Variable | an and organi ze, understand
uman rel ations, oonnunrcate oral -
Iy and be |nnovat|ve(A2,3,4,8).
| ntroductory Vari abl e Know edge
of research
Statistics met hods and t echni ques (K21).
Ability Blan andor gani ze,
Type: Class analytlcal ility, i nnovati ve
Source: USDA (A2, 4,8);
Locati on: Wash., DC
Al ternate Courses
Statistics for Management IEBrovenent USDA, 3 Days
Statistics for Managenent, M 1 Week
Basic Statistics, D correspondence course #FI 0921
Statistical Sanpllng DA correspondence course #FI 0923
;Eeagggatlon of Statistical Data, DA correspondence course
Effective Briefing Techni ques, OPM 1 Wk, Regiona

Briefing Techni ques for

Nhnagers and Supervrsor

USDA Gr ad

col | eges.

School, course #SMGMI 848M 3 Days
Ot her courses are available on-site through | ocal
GS-11, Priority | _ _
DeEScCri ption Dur ati on KSA(s) to be Acquired
Supervi sor Corr. See Leadership Core (Section B).

Devel opment

(Mandatory, Priority I for

new supervi sors only)



Type: Correspondence
Source: AlIPD

Leadership 1 Week See Leadership Core (Section B).
Educati on and Devel opment (LEAD)
(Priority I only for new supervisors; recomended for others)
Type: ~Cl ass
Source: Local

gbnager Devel opment Corr. See Leadership Core (Section B).
our se
Type: Correspondence (Mandatory, Priority | for
Source: Al PD all new managers, managers
Location: Local with responsibility for a

It
program and second |ine
supervi sors)

GS-11, Priority I1

Descri ption Dur ati on KSA(s) to be Acquired
PACC/ equi val ent PAOC- 10 Weeks See 1035-07s
experience/ duty 1 year

Type: <class, QJT
Sour ce: DI NFOS/ Local Cnd
Locati on: Ft. Meade, MD/ | oca

GS-11, Recommended

Descri ption Dur ati on KSA(s) to be Acquired
Basi ¢ Procure- 1 Week Know edge of: | aws, regul ations
ment and gui dance, contracting,
Type: Class recruitin% advertisingregu-
Source: GSA | ati ons (K9 12, 23); Know-
Location: Variable | edge of: contracting (KS11).
Br oadcast Mgr 4 Weeks Knowl edge of: characteristics
Type: Class of electronic and print media,
Source: DI NFOS | aws, regul ations and gui dance,
Location: Ft. Meade, M contractln% group dynam cs (K4,
9,12,19); Ability to: plan and
organi ze, understand humanrel a-
tions, analyze, commnicate
orally, wite clearly, be self-
starting, delegate responsibility,
be i nnovative (Al-8).
Army Advanced 10 Weeks Knowl edge of: |anguage, photo-
Phot oj ournal i sm graphi c | ayout, newspaper pro-
Course (AAPJC)(On Hol d) duction (K2 6,18); Know edge of:
Type: Class budget, contracting, ADP (KS10,
Source: OCPA 11,12); Ability to: plan and or-
Location: Univ. of gani ze, under Stand humanr el a-
Sout h Carolina trons, analyze, del egaterespon-

sibility, innovation (Al-3,38).



I nterviewing Tech- 3 Days Know edge of interview ng tech-

ni ques ni ques, fornul ating questions,
Type: Class timng feedback, and recording
Source: OPM i nformati on (K14)
Locati on: Regi onal

Human Behavi or 1 Week Knowl edge of: persuasi veconmu-

in Organi zations ni cation, interview ng techniques,

| eader shi p devel opnent, englo%ee

Type: Cl ass devel opnment. (K84, 16, 19, KS5).
Source: AMEC Ability to plan and organi ze,
Location: RIA, IL under stand human rel ations,ana-

| yze, oral communications, dele-
gate responsibility (Al-5).

| ntroductionto 1 Week See course description beginning
Critical Thinking at GS-05 | evel.

Type: Class

Source: USDA/|local college

Location: Wash., DC/local Call 202-720-7123)

Survey of Desk Top 1 Sem Knowl edge of: desk top publishing,
Publ i shi ng newspaper production, ADP (K13, 18
Type: Cl ass and KS-12).
Source: USDA/Il ocal coll ege
NEPA Conpl i ance 2 Days Know edge of: Persuasi veComuni -
Cour se cations, Principles of Mass Com
Type: Cl ass _ muni cati ons, Met hods of Resp' di ng
Source: Executive to eries and Reference sources
Enterprises, Inc. for 1|aws, r%?ulations (K5, 7-9).
22 st 21st St., New York, NY 10010-699
Pl anning Office 3 Days Knowl edge of: desktop pub-
Aut omat i on l'ishing (K13); Ability to:
pl an and organi ze, analyze
Type: Class and initiate action (A2, 4,

Source: AMEC- 306
Locati on: vari abl e

Envi ronment al 3 Days Know edge of environnmenta
Communi cati ons communi cations issues; tech-
ni ques for oral presentation,

Type: Cl ass respondi ng to queries, dissem -
Source: USACHPPM nation of information, inter-
Location: variable vi ew techni ques, persuasive

communi cati ons, strategies (K5, 7-9);
Ability to plan and organi ze,commu-
o o orally and 1n witing (A2,5,7).
GS-11, Conpetitive Training

DODJPC ** 8 Weeks Know edge of: editing, |anguage,
Type: class persuasi ve communi cations, mass
Source: OCPA communi cation, marketing strategy

Location: U. of Oklahomaesi gn, speechwritin%,_research

thru 2001 - K1,2,5,7,16, 20, 21); bility to
**Dept. of DefenseAdv. Publicplan, organize, analyze, innovate,
Af fairs Course Initiate (A2 4,8,9).



GS-12, Priority I, New Supervisors Only

Descri ption Duration KSA(S) to be Acquired
Supervi sor Corr. See Leadership Core (Section B) and
Devel opment data for | ower grades
ghnager Devel opment Corr. See Leadership Core (Section B).
ourse
Type: Correspondence (Mandatory, Priority | for
Source: Al PD all new managers, managers
Location: Local with responsibility for a

program and second |ine
supervi sors)

Leadership 1 Week See Leadership Core (Section B)
Educati on and Devel op-
ment ( LEAD)

Type: Course
Source: Local

GS-12, Priority 11

Descri ption Duration KSA(s) to be Acquired
PACC/ Equi val ent 10 Weeks See for | ower grades.
Experience | year
Car eer Management 2 Days Know edge of: Group Dynam cs
Sem nar (K19); Ability to Direct

Type: Class ot hers,

pl an and organi ze, human .

Sour ce: OE- 361-CEHR-ZE =~~~ rel ations, analyze,

Location: Huntsville initiate (Al-4, 9).

GS-12, Recommended

Descri ption Duration KSA(s) to be Acquired
Devel opnment al 9 Weeks For Media Rel ations, Com
Assi gnment unity Rel ations, Conmmandl nfor-
(Lateral) mation, or Advertising and Sal es
Type: QT Pronmoti on functional areas.

Source: Local / hi gher CMD
Locati on: Local / hi gher CMD

Leadership 1 Week See Leadership Core

Education & Devel opment (LEAD)Priority | for New Supervisors)
Type: Course EPrerequisite Supervi sory
Source: Local evel opment Cour se)

Envi ronment al 3 Days See for GS-11.

Communi cati ons

Preparing to 1-2 Days Know edge of: oral presentation,

Meet the Media el ectronic medi a, persuasive com

muni cati ons, mass communi cati ons,

Type: Class public affairs proceduresstrate-
Sour ce: DA (OCPA) or gies, interviews marketing, news
Washi ngt on Chanber of paper production (K35,7,8,10, 14,
Commerce, or LouWII"'ns 16 18? all abilities

Sem nars



Locati on: Vari abl e

Sel f - Devel opnent TBD To be devel oped by careeris and
Activities career programmanager or super -
Type Cl ass/ QJT/ Lat er al vi sor.

Assi gnnment
Source Local
Locati on: Vari abl e

NEPA Course 2 Days See previous section for GS-11
GS-12, Conpetitive Training _

DEScCri ption Duration KSA(s) to be Acquired
AMSC 12 Weeks See Leadership Core (Section B).

Type: Class
Sour ce: AMSC
Locati on: Ft Bel voir, VA

LTT/ TW 120- 365 As devel oped in various
Days medi a rel ations, community
_ relations, command information,
Type: Univ. Class/Indus- or advertls!nP_and sal es pro
try or dev. assignmt noti on disciplines withpri-
Source: Vari able vate industry, academ a or govern-
Location: Variable ment agenci es.

DODJPC ** 8 Weeks Know edge of: editing, |anguage,
Type: class persuasi ve communi cations, nmass
Source: OCPA conmmuni cati on, marketing strategy

Location: U. of Oklahon@e3|gn, speechwriting, research
thru 2000 (K1, 2,5,7,16,20,21); Ability to

**Dept. of DefenseAdv. Publicplan, organize, analyze, innovate,

Af fairs Course Initiate (A2 4,8,9).

Joi nt Public Af- 2 Weeks Knowl edge of: Principles of Mass

fairs Course Communi cati on, Met hods ofrespon-

(JOPAC) ding to query, Selected reference
Type: Cl ass sources for planning activities;
Source: DI NFOS ~ (K78,22); Ability to plan, organ-

Location: Ft. Meade andi ze, analyze, innovate, initiate
t he Pent agon (A2, 4, 8, :

Short-term Functi onal semesteAcadem c Training, usually outside

Tr ai ni ng normal duty; nust relate to Public
Type: Class. Affairs; submt LTT forms in annual
Source: Variable catalog of Civilian Trainng, plus
Location: Variable | etter of justification.

GS-13, Priority I, New Supervisors Only _

Description Dur ati on KSA(S) to be Acquired
Supervi sor Corr. See Leadership Core (Section B) and
Devel opment data for | ower grades.

Manager Devel opment Corr. See Leadership Core (Section B).



Cour se

Type: Correspondence (Mandatory, Priority I for
Source: Al PD all new managers, managers
Location: Local with responsibility for a
program and second |ine
supervi sors).
Leadership 1 Week See Leadership Core (Section B).
Educati on and Devel op-
ment ( LEAD)
Type: Cour se
Source: Local
GS-13, Priority 11 . .
DESCri ption Duration KSA(s) to be Acquired
Or gani zati onal 2 WeeksSee Leadersh p Core (Section B).
Leader ship for (for managers GS-13-15).
Executives (OLE) and/ or
Per sonnel 8 Days See Leadership Core (Section B).
Managenent for (for managers GS-13-15).
Executives
Type: Class
Source: CAL/ AMSC _
Locati on: Ft. Leavenworth/vari abl e
GS- 13, Recommended _ _
Descri ption Dur ati on KSA(s) to be Acquired
Sr PAOC 1 Week  Knowl edge of: persuasiveconmu-
ni cati on, mass conmuni cations,
Type: Cl ass respondlng_to queries from vari ous
Sour ce: DI NFOS sources, dissem nation ofi nfor-
Location: Ft. Meade, MD mati on to internal/external

audi ences (K5,7,8,10); _
Ability to: plan and organi ze,

under st and human rel ations,

anal yze, communi cate orally,

be innovative (A24, 5, 8)

Envi ronment al 3 Days See for GS-11.
Communi cati ons

Adv Spec Tng Variable To be identified by careerist and
career program manager or super-

Type: Cl ass Vi sor.
Source: OPM | ocal
Location: Variable

Budget Form 1 Week Knowl edge of Budget process
ul ati on (KS10); Ability to plan and
Type: Cl ass organi ze, analyze, be innovative
Source: OPM (A24, 8)

Locati on: Regional Tng Ctr



Al ternate courses
Feder al Budget Process, USDA, 1 Da
PPBES, correspondence course FI 2028, see DA Pam 3520
Activity/ Maj or Activity Budgeting, correspondence course Fl 2032
The Feder al Budget Process, course FI 3042

GS- 13, Conpetitive Training

Description Durati on KSA(s) to be Acquired
DODJPC ** 8 Weeks Know edge of: editing, |anguage,
Type: class persuasi ve communi cations, nmass
Source: OCPA communi cati on, marketing strategy
Location: U. of Oklahomadesi gn, speechwriting, research
thru 2001 - (K1,2,5,7,16,20,21); Ability to
**Dept. of DefenseAdv. Publicplan, organize, analyze, innovate,
Af fairs Course Initiate (A2 4,8,9).
Joi nt Public Af- 2 Weeks Knowl edge of: Principles of Mass
fairs Course Communi cati on, Met hods ofrespon-
(JOPAC) ding to query, Selected reference
Type: Cl ass sources for planning activities;
Source: DI NFOS (K7,8,22); Ability to plan, organ-
Locati on: Ft. Meade and ize, analyze, innovate, initiate
t he Pent agon (A2, 4, 8, 9).
LTT/ TW 120 to See for GS12.
365 days
Capitol Hill 3 dayskKnow edge of government, |egislative
Wor kshops operations, persuasive conmmunication
Type: Class mass communi cations and | aws and
Source: Al an Freed strategies for dissem nation of
Al exandria, VA 22314 i nformation (K57,9,10); Marketing
(K16); Ability to Innovate (AB).
AMSC 12 Weeks See Leadership Core (Section B).
Short-term Funct. Semester See previous section for GS-12.
GS-14, Priority I, New Supervisors Only _
DescCri ption Duration KSA(S) tT0 be Acquired
Supervi sor Corr. See Leadership Core (Section B) and
Devel opment data for | ower grades.
ganager Devel opment Corr. See Leadership Core (Section B).
our se
Type: Correspondence (Mandatory, Priority I for
Source: AIPD all new managers, managers
Location: Local with responsibility for a
i ne

program and second |
supervi sors)



Leadership 1 Week See Leadership Core (Section B).
Educati on and Devel op-
ment ( LEAD)

Type: Course

Source: Local

GS-14 Priority |1

Descri ption Dur ati on KSA(s) to be Acquired
Or gani zat i onal 2 Weeks See Leadership Core (Section B).
Leadership for
Executives (OLB Desi gnated for managers GS 13- 15.
OR
Personnel Managenent See Leadership Core (Section B).

for Executives (PME)I or 11

GS-14, Recommended

Descri ption Dur ati on KSA(s) to be Acquired
Arny Installation 3 Weeks Knowl edge of: |aws, regul ations
Management Cour se and gui dance (K9). Know edge of
staffing, manpower budget, con
Type: Cl ass tracting (KS4, 9,10, 11); _
Source: ALMC Ability to: plan And organi ze,
Location: Ft Lee, VA analyze, be innovative (A2,4,8).
Envi ronment al 3 Days See for GS-11.

Communi cati ons

Public Policy 3 Days Knowl edge of: persuasive com
Forum to 2Wks muni cati on, mAasSS communi cati on
di ssem nation of information to
Type: Cl ass i nternal / external audiences,
Source: Vari ous mar keti ng strategy design (K5, 7,
i ndustries, uni- 10, 16); Ability to plan and
versities (such as organi ze, analyze, be innovative
UVA, Univ of M) A2,4,8).

Location: Vari abl e

GS- 14, Conpetitive Training

DESCri ption Durati on KSA(s) to be Acquired
AMSC 12 weeks See Leadership Core (Section B).
Joi nt Public Af- 2 Weeks Know edge of: Principles of Mass
fairs Course Communi cati on, Methods ofrespon-
(JOPAC) ding to query, Selected reference
Type: Cl ass sources for planning activities,;
Source: DI NFOS (K78,22); Ability to plan, organ-
Location: Ft. Meade and I ze, analyze, innovate, initiate

t he Pent agon A2, 4, 8,



Capitol Hill 3 Days See for GS 13.
Wor kshops

LTT/TW [}20365 See details for GS12.
. ays
Arnmy Congressi onal
Fel l owshi p Program 1 Year See Leadership Training (Section B).

Short-term Funct. Senmester See previous section for GS-12.

GS-15, Priority I New Supervisors Only

Descri ption Durati on KSA(S) to be Acquired
Supervi sor Corr. See Leadership Core and data
Devel opment for | ower grades.
ghnager Devel opment Corr. See Leadership Core (Section B).
our se
Type: Correspondence (Mandatory, Priority | for
Source: Al PD all new managers managers
Location: Local with responsibility for a
program and second |ine
supervi sors).
Leadership 1 Week See Leadership Core (Section B).
Educati on and Devel op-
ment ( LEAD)
Type: Course
Source: Local
GS-15, Priority 11 ' .
Descri ption Dur ati on KSA(s) to be Acquired
Or gani zat i onal 2 Weeks See Leadership Core (Section B).
Leadership for
Execu%kves (oLB Desi gned for Managers GS 1315.
Personnel Managenment See Leadership Core (Section B).
for Executives (PME) |1
Exec Dev Sem 2 Weeks Know edge of |aws, regulations
Type: Cl ass and %U|dance, group dynam cs,
Source: OPM (K9I19); Know edge of: POSI-
Location: Vari abl e tion mygt, MER, EEQO, staffing,

performance apprai sal system
training and devel opnent,
manpower, budget, contracting,
ADP (KS1-12); Ability to

pl an and organi ze, understand
human rel ations, analyze,
communi cate orally, write
clearly, be self-starting,

del egate responsibility, be

i nnovative (A5, 6-9).



GS-15 Conpetitive Training

Descri ption Dur ati on KSA(s) to be Acquired
%gPngLpgill 3 Days See for GS-13.
LTT/TW 120- 365 As described for | ower grades.

days

AMSC 12 Weeks See Leadership Core (Section B).
Seni or Service 1 Year See Leadership Training (Section B).
ACFP 1 Year See Leadership Training (Section B).
Personnel Mgt 5 Days See Leadership Core (Section B).

for Executives ||

Short-term Funct. Senester See previous section for GS-12.



CP-22 SUPERVISOR AND MANAGER KNOWLEDGES

ALL SUPERVISOR AND MANAGER POSITIONS IN CP-22 REQUIRE THE FOLLOWING
KNOWLEDGES (in addition to the technical knowledges and abilities in each series section).
Numbers in parentheses are the ACCES KSA numbers corresponding to each ACTEDS KSA.

CORE

1S. Position management. The Federal position management and classification system (for
example, job descriptions, position classification standards, position review, AR 690-500, chapter
(52013;)and Federal Personnel Manual, chapter 312).

1

2S. Management-employee relations. Includes Federal absence and leave regulations, adverse
action procedures, grievance and appeal procedures, disciplinary procedures, awards, and labor
and union relations. (214)

3S. Equal employment opportunity. Includes affirmative action requirements, avoidance of
disparate treatment, and prohibited personnel practices. (215)

4S. Federal merit promotion and internal placement procedures. Includes vacancy

announcements, reinstatement eligibles (FPM, chapter 335 and AR 690-300, chapter 335, FPM

Supplement 335-1 and AR 690-335-1); the ACCES system (for example, registration, requests

for referral, and career appraisal); and the effects of special placement programs (for example,

E)zriogi)ty placement, military spouse preference, and handicap program) on these procedures.
1

6S. Federal performance appraisal system. Includes performance counseling process,
feedback, guidance, review, goal setting, and development of performance standards (for
example, FPM chapter 430 and AR 690-430). (217)

5S. Training and development of employees and career counselin?. Includes developmental
opportunities and assignments, short and long term training (for example, Government
(Emp;oyee’s Training Act, FPM chapter 430, FPM chapter 410, and Master Intern Training Plan).
218

SUPPLEMENTAL

9S. Manpower. Manpower resource management (for example, Schedule X and Table of
Distribution and Allowances (TDA), manpower surveys, Program Analysis and Resource Review
(PARR)). (219)

10S. Army budget process. Includes Command Operating Budget (COB), PARR, Program
Development Increment Packages (PDIP), Non-appropriated Funds (NAF), and Program Capital
Increment Package (PCIP). (220)

11S. Federal contracting system. Includes procedures for Statement of Work (SOW) preparation;
evaluating contract proposals; monitoring contractor performance; and requirements for sole-
source contracts. (221)

12S. Office automation. Includes applications (for example, spreadsheets, word processing,
rap;ucs, database management, and communication packages).
222



PUBLI C AFFAI RS AND COMUNI CATI ONS MEDI A
LEADERSHI P CURRI CULUM

COURSE
DESCRI PTI ON DURATI ON KSA's TO BE ACQUI RED
| ntern Leadership
Devel opment Course (ILDC)*
1 Week

Cl ass
CAL
Local

Type:
Sour ce:
Locati on:

Priority I,

_ Phase I,
interns only

Action Officer Devel opment
Course ( AODC) *

Type:
Sour ce:
Locati on:

Corr.
Al PD
Local

Priority |, Phase 1|1
interns and all

i ndi vi dual s appointed to
journey-|evel P05|t|ons
wi thin six months

of appoi nt ment.

| ndefinite

Knowl edge of operational
concepts and

organi zati ona

structure of the Arny;
skill in communications,

I ncluding active listening
and effective feed-back;
ability to measure
personal strengths and
weaknesses as a | earner;
knowl edge of group
dynam cs and 1ts | nmpact on
meeting organi zational
goal s; ability to identify
and apply different

met hods of conflict
managenment, problem

sol ving, and deci si on

maki ng; know edge of '
organi zati onal [ eadership
el ements of purpose,
direction and notivation;
ability to apply
Ieadersh|P style or _
foll ower feedback style in
a given situation; ability
to understand how val ues
af fect decisions and

et hics; know edge of
career managenment system

Know edge of staff actions
to include managing tinme
and priorities, nmeetings,

i nterviews, problem

sol vi ng, communication,
writing, coordinating,
briefing, ethics.



COURSE

DESCRI PTI ON
Supervi sor Devel opment*

Type: Corr.

Source: AlIPD, Ft.
Eustis, VA

Location: Local
Priority I, all new
supervi sors within six
nont hs of appoi nt ment.

Leadershi p Educati on and
Devel opment Course (LEAD)*

Type: Class
Source: Local
Locati on: Local

Al'l new

who have
upervi sor

; recomended
( s with
otential
or supervision who have
compl eted the supervisor
devel opnment course. (Only
on a space-avail abl'e
basi s) .

q
o
-
o
~—+

=—=

Manager Cour se

( MDC) *

Type:
Sour ce:
Locati on:

Devel opment

Correspondence
Al PD
Local

Priority I, All
(supervisors of
supervi sors and managers
of prograns, resources
and/ or policy) within six
mont hs of appoi nt nent.

manager s

| ndefinite

1 Week

| ndefinite

Know edge of civilian
ersonnel adm ni str a-
ion, procedures and
techni ques. Instruc-
tion includes: job
classification, re-
cruitment & selection;
training; alcohol and drug
abuse preventi on;
scheduling & | eave;
communi cati on; discipline;
ri evances; recognition;

EO and | abor relations;
and nmerit an. Ability to
direct work, plan and

organi ze, interact,
anal yze, communi cat e,
I nnovate and initiate.

Knowl edge of | eadership
and management behavi or
and technlgues i ncl udi ng
Arnmy's | eadership
conpetenci es and OPM_
manageri al conpeten-cies
abilrty to identify
strategies for decision
naklng_ln superV|S|ng_
subordi nat es and nol di ng
cohesive teans through
pl anni ng, conmuni cat1 on,
noti vation, counseling and
conflict managenent,;
ability to use a systens
nodel in assessing an
organi zation's operation
or performance.

Knowl edge of managenment
t heory and met hods;
financial and property
| aws and regul ati ons.

Ability to B!an and
organi ze; ability to
anal yze; ability to
organi ze; ability to
I nnovate and initiate

action.



COURSE DESCRI PTI ON

Or gani zat i onal
for Executives (OLE)*

Type: Class
Source: CAL
Locati on: Ft .

Leavenworth, KS and
regi onal | ocations
Priority I, Managers,

Grades 13-15

Personnel Managenent for
Executives | (PMEl)*
Type: Class
Source AMSC .
Location: Ft. Belvoir,
VA and Overl and Park, KS
Priority Il, Managers,
Grades 13-15
Ar Managenment Staff
Col I ege (AMSC) *
Type: Class
Source: AMSC )
Locati on: Ft. Bel voir,
XA 1 d C titi
rmywi de, Conpetitive
Trgynlng, Grades 12 - 14

Leader ship

DURATI ON

KSAs To Be ACQUI RED

2 Weeks

8 Days

Resi dent
Program 12
weeks
onsite and
2 weeks by
correspond
ence;
Nonresid’'t
program
10 nont hs

Ability to understand

or gani zati onal func-
tioning through basic
systems nodels; know edge
of learning styles and
ability to recognize
factors which drive

| eadershi p behavi or
ability to recognize
stages of group _
devel opment and steps in
bui |l di ng hi gh- o
performance teans; ability
to | ead through awareness
of inmportance of val ues
and ethics, and
application of sound
management practices;

knowl edge of creative
probl em sol vi ng, deci sion
maki ng and strategic

pl anning techni ques.

Abilit 0 recogni ze and
l o uman potenti al
n
g

y t

p h I al
crease productivity
h s

ces

o
)
<
1)

t hrou ound management
practices; ability to
under st and power and
authority in managenent;
knowl edge of current
managenent i nnovations and
trends and external events
and attitudes thatinflu-
ence decisions; ability to
under st and managenment and
notivation including val ue
clarification.

Knowl edge of strategies,
doctrines, functional

rel ati onshi ps and systens
rel evant to the Total Arny
with enmphasis on the
sust ai nment base

knowl edge of mlitary
forces and doctrine,

nati onal policy and
strategic studies, force
i ntegration, resource
managenent ,



COURSE

DESCRI PTI ONS DURATI ON
Seni or Service Col |l eges 1 Year
Type: Class
Source: see |last columm
Location: Variable
COVPETI TI VE TRAI NI NG,
GRADES 14, 15
Army Congressi onal 1 Year
Fel | owshi Program
(formerly LEGI S Fell ows)
Type: QIT
Sgﬂrce: OoPM )
Location: Capitol Hill
5 Days

Personnel Managenment for
Executives |1 (PMEII)

Type: Class

Sour ce: AMSC

Locati on: Ft. Bel voir,
VA and Overl and Park, KS

* Leadership Core Training

KSAs TO BE ACQUI RED

acqui sition and | ogistics
managenent, installation
managenent, information
managenent, managenent

t echni ques, personnel
managenment systens, health
and fitness, comunicative
arts and progran1ana|y3|s
and eval uati on.

Sources: National War
Col | ege, Ft. McNair, _
Washi ngton, DC; Industri al
Col I ege of the Armed
Forces, Ft. McNair; or

Ar War Col | ege,

Carlisle, PA. "These
col | eges prepare sel ected
officiralsto perform high
| evel command and staff
policy functions with

nati onal security strategy
formul ati on and
|nplenEntat|on t hey build
qualitative and
quantitative anal ytical
skills; and a broad range
of executive and
manageri al abilities
within the context of the

Know edge of the
oReratlons of Congress

rough hands-on
experlence on the staff of
a Congressperson or
comm t't ee.

Rei nforces human rel ati ons
skills devel oped in the
initial PME experience,;
expl ores vari ous

di mensi ons of | eadership
and human resource
management that are
primary concerns of the DA
executi ve.



SECTION C - Other Series

There are three other series that can operate in the Public
Affairs domain:

a. GS-1001, General Arts and Informati on About 20
positions in Public Affairs across the Arny). The 1001 series
can be either PACM or | M because the designation, 1001, means
nore than one (and any nunmber of) information and editori al
classification factor(s) applies and no one predom nates. A
1001, for exanple, may be in PACMif nmore of its factors
relate to information and editorial functions singular to
Public Affairs functions. TheKSAs for GS-1001s vary from one
job to another and therefore cannot be standardi zed. Because
of the small number of GS-1001s in Public Affairs, and the
sufficiency of the 1035 training for 1001s in Public Affairs
wi shing to be conpetitive for higher graded 1001 positions in
Public Affairs, no separate Public Affairs training section
has been published for 1001ls other than the one for 1035s.
The | ocal CPM should assist in devel oping an individual
devel opnent plan for incumbents. The core | eader devel opment
courses listed in Section B should be added as required.
Recognition as a key position is on a case by case basis.
| ncumbents in Public Affairs mssions will have the sanme
access to PA training as GS-1035s and should follow the sanme
training reginmen. GS-1001s in Public Affairs also may wish to
consi der career development in the IM (CP-34) career program
whi ch provides a track outside of Public Affairs, such as in
audi o-vi sual or other publications’ pursuits.

b. GS-1082, Witer-editor, and GS-1087, Editorial Assistant
have smal| percentages of their popul ation operating in Public
Affairs (40 and less than 10, respectively). Their training
sections are being devel oped by the IM(CP 34), as a Journali st
Track and it will include, with other editorial training, al
t he additional Public Affairs training needed for these
positions when they operate in Public Affairs. Meanwhi | e, 1082
and 1087 personnel interested in remaining conpetitive for
promotion into simlarly classified positions in Public Affairs
operations, or |ooking for pronotion into 1035 positions, should
foll ow and nmonitor the PACM ACTEDS plan for any changes in
Public Affairs training requirements. Some 1082 positions may
be designated as key positions in PACM upon recommendati on of
the MACOM CPM with justification | AW paragraph 6.

Competencies for these series can be obtained fromthe sane
sources descri bed for GS-1035s in paragraph 10. Local interns
of these series may be placed in aGS- 1035 permanent duty
| ocation position on a case-by-case basis, upon consultation
and agreenment between respectiveFCRs. Likew se, graduating



GS- 1035 interns may be placed in GS-1001 or GS-1082 positions,
simlarly with pertinent consultation by respecti vVECRs. The
close relation with Informati on Managenent (CP 34) opens the
prospect of career enployees noving from PACMto | M positions,
or the reverse, in series 1001 and 1082. Interested PACM
empl oyees shoul d seek copies of the CP 34 ACTEDS Pl an for
specific details in qualifying for and seeking training in

t hat program

Al'l Army career program ACTEDS pl ans are scheduled to be on
the ASA (M&RA) honepage, http://cpol.army.ml.



D-1

Request for Equivalency Credit for Mandatory Functional Training

Instructions for Completing and Handling Request:

5] Employee completes Sections I and II, and forwards request to supervisor.

R Supervxsor reviews Section II and completes Section III. If concurring, forwards request to approving authority. If
noncurring, returns request to employee.

3] Approving authority completes Section IV and returns request to supervisor.

Section | - Employee’s Request for Equivalency .

Name (Last - First - MI) Career Field/Program Number
Title/Series/Grade " | Course Title & Code Course Provider
Employee's Signature Date Signed

Section Il - Training Information

o Work Experience (Attach detailed explanation of work assignments. Identify competencies and explain how
they were acquired.)

0. Formal Education or Training, including Correspondence Study (Attach transcript(s) and descriptions of
course work, to include course title, course level, and grade. Identify competencies and explain how they were
acquired.)

a Self-development Activities (Attach detailed explanation. Identify competencies and explain how they were
acquired.)

Section lll - Supervisor's Recommendation

O Concur 0 Nonconcur
Supervisor's Name, Title, Organization, and Mailing Address . Telephone Number & Email

Supervisor's Signature ) Date Signed

Section IV - Approving Authority Decision
0 Approved O Disapproved

Approving Authority's Name, Title, Organization, and Mailing Address Telephone Number & Email

Approving Authority's Signature ] Date Signed




