INSTRUCTIONS FOR

APPLICATION FOR CLASS 21

COMMANDER'S DEVELOPMENT PROGRAM
COMPLETING APPLICATION

1.  Provide only the last four digits of your Social Security. Number

2.
For Pay Plan and Series:  follow the examples provided and apply them in Vita and the Professional Employment Summary sections.

3.
Your grade is your permanent grade, not your grade as a result of any temporary promotion.

4.
Activity and Code:  Within NAVSEA HQ/PEO, enter Directorate or PEO organization as well as PMS.

5.
Personnel Office Contact: This is the person, probably your staffing specialist, who can verify information such as grade.

6.
Alternate Phone Number:  This is another number we can use if you are on TDY or leave such as your supervisor or work cell phone number.

7.
Under the Work Experience and Specific Questions sections, adhere to the type size and length guidance.

REQUIRED ITEMS
1.  Signed Application Form with signed Applicant Agreement to Program Conditions

2.
No more than two Commander’s Development Applicant Appraisals. 

ITEMS NOT TO SUBMIT
We do not request or welcome copies of performance evaluations, awards documentation or letters of recommendations, documentation of training completion or certification, and anything else beyond the documents listed under Required Items.

Your ability to adhere to the procedures and follow to the guidance outlined above and in the application is addressed in the evaluation criteria used in the selection process.

SUBMITTING APPLICATION

Forward the application using one of the delivery methods described in the program announcement by the deadline contained in that announcement. 
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COMMANDER’S DEVELOPMENT PROGRAM

         CLASS 21 APPLICATION



VITA

	Name:  

fillin "Name?"

	Only the Last Four 

Digits of SSN  
	fillin "Date of Birth?"


	Pay Plan (e.g. GS, NT, ND, etc.)  
	Job Series (e.g. 801, 343):


	Permanent Grade Level (not a Temporary Promotion): fillin "Your series and grade?"
	Position Title: 

	E-mail address:
	Work Phone:
	Commercial Fax:

	For NAVSEA HQ enter Directorate or PEO and your Organizational Code.               

For Field Activity, Enter the Activity Name, Your Organizational Code, City and State.fillin "What is the name of your staffing specialist?"

	Activity and Code: Work Phone (DSN/Comm)
	If Temporarily Assigned to Another Office
Activity and Code:

	Personnel Office Point of Contact Name and E-mail:  


	Phone (DSN/Comm):

	Current City and Sate of Residence:
	Alternate Phone Number (In case we are unable to contact you at Office Number):


REFERENCES


Name


Organization


Position


       Phone
	fillin "Name of 1st Reference?"
	fillin "Organization of 1st Reference?"
	fillin "Position of 1st reference?"
	fillin "DSN & Commercial phone of 1st reference?"

	fillin "Name of 2nd Reference?"
	fillin "Organization of 2nd Reference?"
	fillin "Position of 2nd reference?"
	fillin "DSN & Commercial phone of 2nd reference?"

	fillin "Name of 3rd Reference?"
	fillin "Organization of 3rd Reference?"
	fillin "Position of 3rd reference?"
	fillin "DSN & Commercial phone of 3rd reference?"


	YEARS OF PROFESSIONAL EXPERIENCE: fillin "How many years of professional experience do you have, including time spent in the Military and the Private Sector?"
	


EDUCATIONAL BACKGROUND (Degree, Major, Year, School)

	fillin "List degree, major, year earned, and institution"

	

	fillin "List degree, major, year earned, and institution"

	fillin "List degree, major, year earned, and institution"


	APPLICANT:  fillin "Name"


TRAINING (Five most pertinent management courses, year attended for each)
	fillin "List relevant management course you have taken and year attended"

	fillin "List relevant management course you have taken and year attended"

	fillin "List relevant management course you have taken and year attended"

	fillin "List relevant management course you have taken and year attended"

	fillin "List relevant management course you have taken and year attended"


PROFESSIONAL EMPLOYMENT SUMMARY

Start with current position and list dates, series/grade, position title, and activity/code

Start and    Series      Position Title               Activity and Code

end date     and grade    






	fillin "Please provide date you entered this position" 

to present


	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"

	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"

	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"

	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"

	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	


	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"

	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"

	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"

	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?

	fillin "Please provide start and end dates for this position"
	fillin "What was your series/grade?"
	fillin "What was your position title?"
	fillin "What activity and code was this position with?


	APPLICANT:  fillin "Name"


EVALUATION RATING FOR LAST THREE YEARS

	2002 - 2003
	fillin "What evaluation rating did you receive in 1994?

	2001 - 2002
	fillin "What evaluation rating did you receive in 1993?

	2000 - 2001
	fillin "What evaluation rating did you receive in 1992?


OTHER RELEVANT RECOGNITIONS (LIST NO MORE THAN THREE)

Year       Award Title

received
	fillin "What year was award received?"
	fillin "Name of award?"

	fillin "What year was award received?"
	fillin "Name of award?"

	fillin "What year was award received?"
	fillin "Name of award?"


WORK EXPERIENCE

Using the space provided, list two positions that you consider have given you the experience necessary to be successful in the CDP.  Describe your major accomplishments in these positions.  Use font size 10 or 12.

	Position Title:
	


 Major Accomplishments
	


	APPLICANT:  fillin "Name"


	Position Title:
	


 Major Accomplishments
	


PLEASE ANSWER THE FOLLOWING QUESTIONS IN NO MORE THAN FOUR TYPEWRITTEN PAGES (10 OR 12 FONT SIZE ONLY):
The NAVSEA Mission, Vision, Guiding Principles and Strategic Goals are available at https://inside.navsea.navy.mil/Navseacity/Summary_Att.aspx?iDataPrimeID=7346&iContentID=1692.  If you are unable to directly link to this address, copy the address and past into your web browser.
The SES Executive Core Qualifications, on which items two through six are based are found at http://www.opm.gov/ses/exqualify.html. 

1.  Based on your background, experience, and capabilities, how would your professional development through the CDP contribute to NAVSEA?

2.  Considering national goals, priorities, and values, how would your participation in the CDP help NAVSEA achieve one or more of the Strategic Goals identified in NAVSEA’s Corporate Strategy? (Leading Change)
3.  Given an environment of reduced resources, what strategies and techniques would you use to motivate and maximize the potential of all employees in achievement of the NAVSEA mission?  (Leading People)
4.  Discuss your management philosophy as it relates to accountability, continuous improvement, decision-making and achieving results.  (Results Driven)

5.  Describe your ability to acquire and administer human, financial, material and information resources and technology in a manner that instills public trust and accomplishes the NAVSEA vision, mission and strategic goals .  (Business Acumen)

6.  Discuss your ability to explain, advocate and express facts and ideas in a convincing manner and negotiate with individuals and groups in achieving NAVSEA goals.  (Building Coalitions/Communication)
7.  Discuss anything about yourself that you believe is relevant to your selection to the CDP and that has not been previously addressed by your application.

	APPLICANT:  fillin "Name"


APPLICANT AGREEMENT TO PROGRAM CONDITIONS

1.
I understand that if selected for the Commander's Development Program I may be required to:


a.  Travel outside the Washington Metro area at government expense to perform duties related to my development in the program if so reflected in my Individual Leadership Development Plan.  I agree to travel within the Washington, DC, commuting area to perform duties related to the program at no expense to the government.


b.  Accept temporary duty assignments for up to six months at NAVSEA field activities (may be within commuting area) for assignments mutually agreed upon in the Individual Leadership Development Plan and host organizations.


c.   Accept special assignments to task forces, committees, etc. as collateral duty.

2.  During the initial Indoctrination training period commencing 7 September 2004, I understand that work in excess of the regular workday and regular workweek is not compensated and that I will be working a standard work schedule that does not allow the earning of credit hours.  Following Indoctrination, I understand that compensation for hours in excess of the normal workweek is dependent upon the provisions of the NAVSEA timekeeping policy and procedures for Headquarters and PEO employees.  I further understand that the use of leave during the indoctrination period will be granted only on an exception basis.

3.  Upon graduation from the program, I intend to remain in the employment of NAVSEA for an additional period equal to the length of time I was in the program.
If submitted electronically, type in your full name.

_____________________________________



Signature





             Date  
	COMMANDER'S DEVELOPMENT PROGRAM

APPLICANT APPRAISAL

(LIMIT OF TWO)


	Printed Applicant's Name (Last, First, MI)


	No. Months Supervised Applicant 

	Printed Appraiser's Name (Last, First, MI)
	Appraiser's Position Title




CHECK ONE:

	
	current first-level supervisor
	
	former first-level supervisor

	
	current second-level supervisor
	
	former second-level supervisor 

	
	OTHER
	DESCRIBE:


INSTRUCTIONS:  The individual named above has applied to the Commander's Development Program.  Your frank appraisal of the applicant's capability and potential will help ensure selection of highly competent individuals for this unique program.  In accordance with the Privacy Act of 1974 (Title 5 USC Section 552a), we are required to show the applicant, upon his/her request, any record of production and/or any supervisory appraisal of past performance that was used or that may be used in considering him/her for appointment, reassignment, or promotion.

PLEASE ASSESS THE APPLICANT IN THE FOLLOWING AREAS:

1.  Applicant's professional technical background, experience, and capabilities as they would contribute to NAVSEA through the CDP.

	Applicant's Name:
	
	


2.  Applicant's managerial, leadership and supervisory capabilities or potential.

3.  Would you recommend this person for the Commander's Development Program?  Please explain.

If submitted electronically, type in your full name.

_______________________________


___________________________

Signature






Date
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