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GLOSSARY OF TERMS
Career Field Education and Training Plan (CFETP):  A CFETP is a comprehensive, multipurpose document encapsulating the entire spectrum of education and training for a career field.  It outlines a logical growth plan that includes training resources and is designed to make career field training identifiable, to eliminate duplication, and to ensure the training budget is defensible.

Desirable Training:  That training the functional community determines is good to have but not mandatory for position accomplishment.

Exportable Training:  Training packages that are sent to sections/individuals for accomplishment.

Formal Training:  Training that is provided in a formal classroom environment.

On-the-Job (OJT) Training:  A training delivery method that provides hands-on, over-the-shoulder training conducted at the duty location.

Mandatory Training:  Training required by law or executive order.  May also include training the functional community has determined to be essential for position accomplishment.

Resource Constraints:  Resource deficiencies, such as money, facilities, time, manpower, and equipment, that preclude mandatory and desired training from being delivered.

Standard:  A fixed quantity, quality, or level of performance an individual is expected to demonstrate.

PREFACE

1.  This Career Field Education and Training Plan (CFETP) is a comprehensive document that identifies desired training, education, and experience for the Civil Engineering Housing Management career field; provides information on career opportunities; and provides a tool for supervisors to work with employees in charting training, education, and career broadening goals.  The goal is to provide guidance and opportunities to ensure a highly trained, qualified, and motivated team of managers and leaders to perform the civil engineer mission today and in the future.

2.  The CFETP consists of three parts, which are used by supervisors to help plan and manage training for employees. 

· Part I describes career progression opportunities.

· Section A explains what the CFETP is and how everyone will use it.

· Section B contains information on career opportunities and training/education requirements in the occupational series.

· Part II tells how to identify and fill an employee’s training needs.

· Section A is the list of tasks performed at base level and higher.  Each task shows a source of training.  The supervisor determines what training is required, programs for training, and documents when it was completed.

· Section B lists training and education courses available in the occupational series.

· Section C discusses other training, such as professional military education, supervisory and managerial courses, and professional development opportunities.

· Part III is the individual development plan (IDP).  The IDP is an optional tool supervisors may use to program training an employee needs and discuss career opportunities with the employee.

3.  Supervisors and employees together using guidance provided in this CFETP will ensure employees receive the right training and education at the appropriate points in their careers.  Proper use of this plan enables us to train today's work force for tomorrow's jobs.

4.  Your suggestions for improving this CFETP are welcome and highly encouraged.  Send recommended improvements to:

HQ AFCESA/CEOT

139 Barnes Drive Suite 1

Tyndall AFB FL  32403-5319

PART I

OVERALL MANAGEMENT

Section A - General Information
1.  Purpose of the Career Field Education and Training Plan (CFETP).

1.1.  This CFETP provides training, education, and career path information for the Housing Management career field.  This plan outlines the desired training, education, and experience to support proper performance and provides a means for supervisors and employees to jointly plan and program training and education, as well as discuss career opportunities.  The CFETP also:

· Identifies required and desired training and education for this career field and recommends the appropriate points in an individual's career to obtain the training and education.

· Identifies training and education sources and delivery method(s).

· Provides information about supervisory, senior management, and leadership training and development.

· Emphasizes and supports continuing education.

1.2.  Additional information on the Civil Engineer Career Program (CECP) is in the Career Guide and the Liaison Pamphlet published by the Air Force Personnel Center, AFPC/DPKCE.  This office can be reached at DSN 487-6843/6388, or (210)652-6843/6388.  CECP information is also available electronically via the Internet on the CECP home page; the address is http://www.afpc.af.mil.  Air Force Instruction (AFI) 36-601 and Air Force Manual (AFMAN) 36-606 describe who is eligible to participate in the CECP, how to register, and how the program works.

2.  Uses.  This plan is used by major command (MAJCOM) functional managers (MFMs) and supervisors at all levels to ensure comprehensive and cohesive training programs are available for each individual in the occupational series.  

· MAJCOM training and Air Force Institute of Technology (AFIT) education personnel develop/revise formal resident, non-resident, field, and exportable training based on requirements established by the users and documented in Part II of the CFETP.  They also develop acquisition strategies with the Air Force Civil Engineer Directorate of Housing to obtain training resources needed.

· MFMs ensure their training programs complement the Air Force-level training listed in the CFETP.  Identified requirements can be satisfied by on-the-job training (OJT), resident training, contract training, or exportable courses.  MAJCOMs and units may add training requirements to this plan.

· Each individual completes the training specified in this plan using the list of courses in Part II as a reference.

· Completion of training, education, and experience criteria for career advancement is a joint responsibility between supervisors and employees.  Supervisors must work with the employee to determine appropriate education and training, and ensure employees have the opportunity to attend courses.  Employees should have the initiative to chart career goals and, with the advice of the supervisor, determine realistic milestones for achieving those goals.

3.  Coordination and Approval. tc "Coordination and Approval of the CFETP"\l 3\n  The Headquarters Air Force Civil Engineer Support Agency Commander (HQ AFCESA/CC) is the final approval authority.  MAJCOM representatives, AETC training personnel, and AFIT faculty identify and coordinate on the career field training requirements.  AF/ILEH and AFCESA/CEOT review this document annually with MAJCOM subject matter experts to ensure currency and accuracy and, using the list of courses in Part II, eliminate duplicate training.

· HQ AFCESA/CEOT ensures new or revised formal resident and exportable training materials are based on requirements established by users and documented in Part II of the CFETP.

· AF/ILEH ensures housing management training in this CFETP may be satisfied by OJT, formal training, or exportable courses.

· Unit-level supervisors help the employee complete required training, including any MAJCOM supplemental requirements, by scheduling training and education courses, conducting OJT, and counseling the employee on desired training, education, experience, and career planning.

· Each individual completes training identified by his/her supervisor as necessary for proficiency in a particular task.  Part II, Section A shows courses available.  Part II, Section B lists additional sources of education and training.

Section B - Occupational Series Description and Information

4.  Occupational Series Description.  In the Civil Engineer (CE) Objective Squadron, housing management duties are performed in the Housing Flight.  The Housing Flight is responsible for all activities on an installation related to assignment and maintenance of accompanied and unaccompanied permanent party housing, furnishings and appliance management, and assistance with locating community housing.  The Housing Management career field includes positions which perform, advise on, plan or direct one or more of the following areas:

· Assign and terminate military accompanied and unaccompanied housing and mobile home lot spaces.

· Provide housing referral relocation and homeowners' assistance programs.

· Perform quality assurance evaluations of housing contracts.

· Inspect housing facilities and identify maintenance requirements for the occupant and government.

· Oversee base unaccompanied housing program which provides training to dormitory managers and monitors space usage for the various units/groups assigned to the installation

· Manage the appliance accounts by budgeting, requisitioning, and maintaining stock for housing and lodging

· Acquire and maintain furnishings for housing and lodging accounts.

· Certify plans/programs for the repair and/or replacement of housing and furnishings assets.

· Provide supervision and management of housing resources at the installation level.

· Implement and manage local commanders' special interest programs. 

· Develop policy in support of housing programs and services.

· Provide information in support of Air Force housing programs to DoD and Congress.

5.  Master Development Plan (MDP).  The MDP (Table 1) is a comprehensive list of desired education, self-development, training, and typical assignments for each level in the career path.  The MDP is a guide; although a given course or level of education is shown as desirable for a given position at a given level, it does not mean an individual will not progress without that particular course.

6.  Career Path.  The various grade levels in this career field are stated in broad terms.  Specific duties and responsibilities are described in the employee’s core personnel document or position description.

6.1.  Career Progression.  Qualified employees may progress in two-grade intervals up to the GS-11 level.  The Office of Personnel Management Group Coverage Qualification Standard for Administrative and Management Positions is used in making qualification determinations.  This standard includes the amounts of creditable education and experience required to qualify for positions in the GS-1173 series.  Figure 1 is based on the MDP and graphically shows the Housing Management career path.

· GS-5.  Four year course of study above high school leading to a bachelor's degree or three years of general experience, one year of which was at least equivalent to GS-4.

· GS-7.  One full academic year of graduate level education or superior academic achievement, or one year of specialized experience at least equivalent to GS-5.

· GS-9.  Two full academic years of graduate level education or master's or equivalent graduate degree (such as an LL.B or J.D.) or one year of specialized experience at least equivalent to GS-7.

· GS-11.  Three full academic years of graduate level education or Ph.D. or equivalent doctoral degree or one year of specialized experience, at least equivalent to GS-9.

· GS-12 and above.  One year of specialized experience at least equivalent to the next lower grade level.

6.2.  Career Pyramid.  Figure 1 is based on the MDPs and graphically shows the Housing Management career path.  

7.  Occupational Series Education, Training, and Self Development.  This paragraph describes the education, training, and self development needed or desired in the CE Housing Management career field.  Typical positions by grade grouping are also shown in the MDP at Table 1.  A typical task list for the Housing career field is in Part II, Section A of this CFETP.

7.1. Entry (Trainee) Level Training Requirements.  Completion of the following courses or training in the following areas will be validated with the employee’s immediate supervisor:

· Orientation.

· Customer Service.

· Communication Skills.

· Negotiation and Mediation.

· Assign/Terminate.

· Reports.

· Housing Relocation Assistance Program (HRAP).

· Contracts/QAE.

· Oversight of Unaccompanied Housing.

· Maintenance and Repair.

· Appliance Management.

· Inspections, Maintenance and Repair for Furnishings.

· Maintain Accounts.

· Quarters Improvement Committee (QIC)/Quarters Improvement Plan (QIP).

· Furnishings Requisition.

· Warehouse Management.

· Dorm Management.

· Housing Referral.

7.2. Intermediate Level Training Requirements.  Completion of the following courses or training in the following areas will be validated with the employee's immediate supervisor:

· MGT 406 (AFIT) Housing Management Application.

· Customer Service.

· Negotiation and Mediation.

· Housing Relocation Assistance Program (HRAP).

· Contracts/Quality Assurance Evaluation (QAE).

· Oversight of Unaccompanied Housing.

· Maintain Accounts.

· Quarters Improvement Committee (QIC)/Quarters Improvement Plan (QIP).

· Furnishings Requisition.

· Requirements Analysis.

· Dorm Management.

7.3.  Mid-Management Level Training Requirements.  Completion of the following courses or training in the following areas will be validated with the employee's immediate supervisor:

· Customer Service.

· HRAP.

· Contracts/QAE.

· Oversight of Unaccompanied Housing.

· Furnishings Management.

· Resource Management

7.4.  Senior Management Level Training Requirements.

· Completion of housing training and certification from pre-identified sources.

· Office of Personnel Management courses.

· Completion of resource management course, university and professional short courses in planning, management and administration.

· GSA Executive Center seminar courses.

· A-76 Program Analysis; Outsourcing Objectives & Rules

· Other courses identified by supervisors.

8.  Training Decisions.  This CFETP was developed to include life-cycle (day one through retirement) training requirements for the Housing Management occupational career field. Included in this spectrum was the strategy of when, where and how to meet these training requirements.  The strategy is to provide as much on-site training as necessary to eliminate costly TDYs.  However, a certain amount of training for the higher-level management skills will need to be obtained off-site.

· Initial Skills Training (Trainee).  Skills at this level are identified to provide necessary training and allow personnel to perform required functions at the entry level.  Much of the training at this level can be obtained on-site through video aided computer-based tutorial methods.

· Advanced Skills Training.  Skills at this level allow individuals to perform the housing function at a highly technical level of proficiency.  Individuals are completely competent as counselors, inspectors and quality evaluators.  A combination of computer-based tutorial and classroom instruction is required for individuals to receive the necessary skills required at this level.

· Supervisory and Managerial Training.  Individuals trained at this level perform proficiently as supervisors of Assistance and Facilities Elements and also as installation housing managers.  The majority of the training at this level requires off-site instruction.  An example would be the Family Housing Management Application course.

· Senior Management Training.  Most personnel in this category need the advanced training to equip them for staff-level work at major command and Air Force headquarters.  The focus is to manage resources effectively.  Training at this level is performed off-site to obtain the experience necessary to carry out the mission for managing military housing assets.

Section C - Resource Constraints
9.  Purpose.  This section identifies required housing course requirements which due to resource constraints are not available, and are precluded from being developed or conducted.  These constraints include, but are not limited to, equipment shortages, cost, manpower shortages, or space requirements.  An impact statement describing the effect the constraints have on training is included.  A narrative explanation of each required course is provided.  As a minimum, required courses should be reviewed and updated annually.

10.  Impact.  This training is required for the housing management staff to effectively meet the needs of our military community.  Housing managers throughout the Air Force have expressed concern that the current housing management work force lacks the training necessary to provide quality service to our military members and their families.  If this training is not received, military members and families will be ineffectively housed, creating a negative impact on the potential for recruiting and retaining a highly proficient career force.  This will indirectly impact our nation's ability to sustain peace throughout the world.

TABLE 1

BASE/MAJCOM/AIR STAFF LEVEL

HOUSING CAREER GROUP MDP

This MDP covers the 1173 series (The 1170 series is covered through GS-11) 

Phase
Typical Grade
Desirable Education/Training*
Typical Assignment

Senior

Management
14
· Masters in Management, Public Administration, or a Field Related to Housing Management or Administration

· AWC (14-15) or ICAF (14-15)

· Executive Mgt Courses at Universities

· GSA Executive Center Seminar Courses

· Senior Executive Leadership Program (14)

· OPM Mgt & National Policy Seminars (13-15)

· Non-OPM Management Courses

· PHMA Courses/Certification
· HQ USAF positions

Mid-Management
12-13
· Pursuing a Masters in Management, Public Administration, or a Field Related to Housing Management or Administration

· ACSC (12-15)

· University or Professional Society Short Courses in Management and Administration

· AFIT Short Courses 

· OPM Mgt & National Policy Seminars (13-15)

· Non-OPM Management Courses

· PHMA Courses/Certification
· Housing manager at MAJCOM/FOA

· Career broadening assignments

· Housing flight chief

Intermediate
8-11
· Bachelors in a Field Related to Housing Management or Administration

· SOS (9-12)

· AFIT MGT 406, Housing Mgt Applications

· AFIT MGT 101

· University Seminar Courses

· Training in Negotiation and Mediation

· Private Sector Real Estate Mgt Classes

· PHMA Management Course/Certification

· AF Supervisor’s Course (if applicable)
· Base level housing element supervisors 

· Housing specialist

· Base level housing    flight chief

Trainee 
5-7
· Courses Leading to a Bachelors in a Field Related to Housing Management

· Non-OPM Management Courses
· University Seminar Courses

· AFIT MGT 406, Housing Mgt Applications

· Private Sector Real Estate Mgt Classes

· Air Force Housing Training Courses

· PHMA Courses/Certification
· Housing specialist

· Housing element   supervisor

* Refer to Part II, Sections B and C of this CFETP for Course Information

ACSC

Air Command and Staff College
LTFT
Long Term Full Time

AFIT
Air Force Institute of Technology
OPM
Office of Personnel Management

AWC

Air War College
PHMA
Professional Housing Managers Assoc

ICAF
Industrial College of the Air Force
SOS
Squadron Officer School




11.  Course Requirements.
11.1.  Orientation Course:  This training course will provide new housing personnel with an overview of Air Force Civil Engineering and an introduction into the housing flight.

11.2.  Customer Service Course:  This training will provide housing personnel with the skills required to effectively interact with Air Force housing customers.

11.3.  Communication Skills Course:  This training will provide housing personnel with effective writing, briefing, communication, and interaction skills as they relate to Air Force housing activities.

11.4.  Negotiation and Mediation Course:  This training will provide housing personnel with effective response skills to a variety of interpersonal problem situations that present themselves in the daily operation of an Air Force housing office.

11.5.  Assign and Terminate Course:  This training will provide housing personnel with a working knowledge of the procedures used in assignment and termination for family housing, unaccompanied housing, and mobile home park spaces.

11.6.    Reports Course:  This training will provide housing management personnel with skills in data collection and the preparation of various reports.

11.7.  Housing Referral/Relocation Assistance Program (HRAP) Course:  This training will provide housing management personnel with a working knowledge of the HRAP and Homeowners Assistance Program (HAP).

11.8.  Contracts/QAE Course:  This training will provide housing personnel with an overview and introduction to contract fundamentals and QAE responsibilities.

11.9.  Oversight of Unaccompanied Housing Course:  This course will provide housing personnel with a working knowledge of principles and procedures involved with unaccompanied housing and training of dorm managers.

11.10.  Maintenance and Repair Course:  This training will provide housing facilities personnel with an overview of facilities maintenance inspection procedures to ensure maintenance policies and procedures are met.

11.11.  Appliance Management Course:  This training will provide personnel in facilities, unaccompanied housing, and furnishings with the knowledge required to budget, requisition, manage, and maintain appliance accountability in family housing, unaccompanied housing, off-base housing, and lodging.

11.12.  Inspections Course:  This training will provide personnel with an overview of inspection techniques and procedures to ensure that adequate inspections are performed.

11.13.  Maintenance and Repair for Furnishings Course:  This training will provide personnel in furnishings management with an overview of maintenance and repair for housing furnishings.

11.14.  Maintain Accounts Course:  This training will provide personnel with the knowledge to establish and maintain furnishings management accounts.  This course will supplement the base-level equipment custodian training and supply orientation training.

11.15.  Quarters Improvement Committee (QIC)/Quarters Improvement Plan (QIP) Course:  This training will provide housing and furnishings personnel with the knowledge to prepare a QIP and to support the QIC goals.

11.16.  Furnishings Requisition Course:  This course will provide furnishings management personnel the knowledge required to budget for and requisition furnishings and appliances for family housing, unaccompanied housing, and lodging.

11.17.  Warehouse Management Course:  This course provides personnel new to furnishings management with the fundamentals of warehouse management.

11.18.  Requirements Analysis Course:  This training will provide housing personnel with the skills to assist in the development and maintenance of the Housing Market Analysis (HMA) and the Housing Community Plan (HCP).

11.19.  Furnishings Management Course:  This training component will provide housing supervisors with a working knowledge of how to manage a furnishings operation.

11.20.  Dorm Management Course:  This training will provide housing managers with an overview of unaccompanied housing procedures.

11.21.  Resource Management Course:  This course will provide personnel with a working knowledge of the applications of resource management and high-level problem solving.

                                                                                     PART II

TRAINING AND EDUCATION

Section A - Task List
1.  Description.  This section lists the typical tasks performed in the Housing Management career field.  The supervisor should ensure that all major duties assigned to the employee are included in the task list.

2.  Purpose.  This section of the CFETP serves as a record of duties the employee is expected to perform and the training received.  The supervisor and employee work together to determine a source of training for each task the employee performs, schedule the training, and ensure it is completed.  (See Section B - Training Course Index, and Section C - Other Training.)

3.  Instructions.  There are five columns for each task.

3.1.  Training Required.  The employee may perform all or some of the tasks, depending on the local mission.  If the employee is required to perform the task, mark the space with a check mark (().

3.2.  Job Performance Requirements.  This is a master list of the tasks commonly performed by employees in this occupational series. The list was developed by subject matter experts in the occupational series.  If the employee performs tasks which are not on the task list, the supervisor may add them.

3.3.  Source.  This column shows where formal training may be obtained, or if training must be accomplished through OJT.  If there is no formal training, the supervisor determines the best way to train on the task.  Training sources shown are not all-inclusive; many other training sources may be available through local universities, commercially, or through other government agencies that have specialized training.

3.3.1.  How to Read the Source Column.  When a training source is shown for a particular job performance requirement, it applies to all subtasks under that requirement.  

3.4.  Completion Date.  The supervisor or other individual designated to certify the completion of training records the date training was completed.

3.5.  Comments.  Enter any information relevant to task training.
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The Civil Engineer






DCS/Installations & Logistics

1.  General Overview
Army training courses for facilities/ assistants




1.1. Identify base/MAJCOM organizational relationships





1.2. Know major elements of the Housing Flight





1.3. Receive base orientation





2.  Data Automation
OJT




2.1. Be familiar with hardware & software 





3.  Training
Local installation supervisory course




3.1.  Determine objectives/

goals





3.2. Develop course outlines/ topics





3.3. Know instructor techniques





3.4.  Conduct training





3.5. Evaluate effectiveness of instructor





4.  Customer Service
Army Tng & Dev Courses: MFH Assistance; MFH Facilities




4.1. Know who the customers are and products they need





4.2. Develop/train in delivery techniques





4.3. Know and use proper telephone etiquette





5.  Communication Skills
Tongue & Quill; base writing courses; PHMA Tng & Dev seminars




5.1.  Prepare and conduct briefings





5.2.  Learn and use effective writing techniques





6. Safety and Security
Base safety course




6.1. Know applicable safety/security directives





6.2. Know MFH disaster reporting procedures





6.3. Evaluate safety/security programs





7.  Assign/Terminate Quarters
Army Housing Courses for MFH Assistance/Facilities




7.1. Assign





7.1.1. Process advance application





7.1.2. Conduct in-processing briefings





7.1.3. Coordinate with military personnel offices





7.1.4. Determine availability by category





7.1.5. Determine next in line





7.1.6. Verify eligibility





7.1.7. Explain policies/options





7.1.8. Provide keys





7.1.9. Perform inspections





7.2. Terminate





7.2.1.  Schedule and perform inspection and accomplish paperwork





7.3.  Monitor occupancy rates





8.  Waiting List
Army Housing Course for MFH Assistance




8.1.  Determine eligibility and bedroom category





8.2.  Update and validate waiting list





8.3.  Project waiting time





9.  Drayage/Storage
Army Housing Course for MFH Assistance; MGT 406




9.1.  Determine requirements





9.2.  Estimate budget





9.3.  Request funds





9.4.  Post AF Form 616





9.5.  Monitor balance and certify





9.6.  Verify continued entitlement with Joint Personal Property Shipping Office (JPPSO)





9.7.  Arrange non-temporary storage





9.8.  Counsel customers on entitlements





10.  Off-Base (Liaison)
Army T&D Housing Referral Course




10.1.  Know adequacy standards





10.2.  Obtain listings





10.3.  Perform as community liaison





11.  Homeowners Assistance Program (HAP)
Army Housing Referral Course




11.1.  Know/understand program details





11.2.  Determine eligibility with Army Corps of Engineers





11.3.  Accept/review applications





11.4.  Explain program





12.  Financial Entitlement
Army Housing Assistance Course




12.1.  Determine eligibility





12.2.  Start entitlements





12.3.  Stop entitlements





13.  Mobile Home Park Operations
Army Housing Assistance Course




13.1.  Manage waiting list





13.2.  Assign/terminate spaces





13.3.  Compute rental charge





13.4.  Provide self-help guidance





13.5.  Identify improvements needed
Army Facilities Course




14.  Reports
Army Housing Assistance Course




14.1.  Know Air Force/ MAJCOM/base reports





14.2.  Collect data





14.3.  Complete and forward reports





15.  BAQ Recertification
Army Housing Assistance Course




15.1. Conduct semiannual MFH recertification





15.2.  Start/stop quarters allowance daily





16. Relocation Assistance Program (RAP)
Army Housing Assistance Course




16.1.  Provide counseling





16.2.  Provide home-finding service





17. Quality Assurance Evaluator (QAE)
Local Contracting Office




17.1.  Know Performance Work Statements (PWS)





17.2.  Know Quality Assurance Surveillance Plan (QASP)





17.3.  Train functional area chief (FAC)





17.4.  Conduct surveillance/ random sampling/scheduling/ reporting





17.5.  Maintain knowledge of changes in QAE procedures





18. Contracting
Local Contracting Office




18.1.  Understand contract types





18.2.  Understand funding types/ limitations





18.3.  Understand bid process





18.4.  Understand contract law





18.5.  Determine requirement for contract





18.6.  Know project design performance





18.7.  Determine QAE contract requirements





18.8.  Obtain project funding





18.9.  Write statement of work





18.10.  Award contract





18.11. Be knowledgeable of:





18.11.1. Performance specifications





18.11.2.  Contract specifications/ drawings





18.11.3.  Contract modification procedures





18.12. Monitor project through completion





19.  Appliance Management
Army Furnishings Course




19.1.  Verify accurate master listing





19.2.  Determine requirements for replacement of appliances





19.3.  Identify budget requirements in financial plan





19.4.  Request purchase using applicable form





20.  Appliances/Equipment
Army Furnishings Course




20.1.  Identify appliance category





20.2.  Provide adequate storage





20.3.  Know requisition procedures





21.  Maintenance/Repair/ Renovation/Construction
Army T&D Facilities Course




21.1.  Identify Requirements





21.2.  Determine repair vs replacement





21.3.  Prepare and submit work request





21.4.  Know work codes/element of expense investment codes (EEICs)





22.  Building Management
Army T&D Facilities Course




22.1.  Inspect facilities





22.2.  Identify maintenance needs





22.3.  Provide training on security/safety





22.4.  Assess space requirements





23.  Damage Assessment
Army T&D Facilities Course




23.1.  Understand AF definition of non-fair wear and tear





23.2.  Know government damage assessment procedures





23.3.  Document damage with pictures/witness statements





23.4.  Determine cost of repair





23.5.  Brief occupant on options





23.6.  Know specialized report of survey procedures





24.  Key Control
Army T&D Facilities Course




22.1.  Know procedures for issue,  control, and turn-in of keys





24.2.  Determine responsibility





25.  Real Property Records
MGT 406; Unit Resources Flight




25.1.  Review real property control data for accuracy





25.2.  Know procedure to recommend code changes





25.3.  Validate annual reports





26.  Furniture Management
Army T&D for Furnishings Mgt




26.1  Authorizations





26.1.1.  Determine requirements





26.1.2.  Establish budget





26.1.3.  Establish stock levels





26.1.4.  Arrange for repair or replacement of items





26.1.5.  Manage self-help pick-up/delivery





26.1.6.  Ensure proper equipment operation





26.1.7.  Collect for damaged property





26.1.8.  Identify excess property





26.2.  Maintain Accounts





26.2.1.  Determine organizational user





26.2.2.  Conduct inventory audit





26.2.3.  Post changes to accounts





26.2.4.  Perform annual recertification





26.3.  Requisition Furniture





26.3.1.  Determine authorization/ requirement





26.3.2.  Research manufacturer/ source





26.3.3.  Submit request





26.3.4.  Establish schedules for issuing/receiving





26.3.5.  Provide for storage/ inventory control





26.3.6.  Monitor status of requisition





26.4.  Warehouse Management





26.4.1.  Determine cubic foot requirements





26.4.2.  Determine equipment requirement





26.4.3.  Determine warehouse layout





26.5.  Receive/Inspect Furniture





26.5.1.  Confirm delivery





26.5.2.  Inspect for damage





26.5.3.  Determine distribution





26.5.4.  Maintain warranty documents





26.6.  Issue Furniture





26.6.1.  Prepare documentation





26.6.2.  Coordinate delivery





27.  Quarters Improvement Committee (QIC)
Army UPH Course




27.1.  Know base- and MAJCOM-level procedures





27.2.  Identify members





27.3.  Prepare for meeting





27.4.  Orchestrate meeting





27.5.  Record/publish minutes





28.  Quarters Improvement Plan (QIP)
Army UPH Course




28.1.  Know base- and MAJCOM-level procedures





28.2.  Determine furnishings/ facility requirements





28.3.  Prepare yearly programs





28.4.  Publish plan





29.  Complaint Mediation
Army T&D Housing Referral Course




29.1.  Conduct investigation to determine validity





29.2.  Negotiate resolutions





29.3.  Complete documentation





30.  Commander's Interest
Army T&D Facilities Course




30.1.  Know the commander’s goals/desires





30.2. Be familiar with:





30.2.1. Yard-of-the-month program





30.2.2.  Area supervisor responsibilities





30.2.3.  Self-help program





30.2.4.  Grounds inspection





30.2.5.  Turnaround time





30.3.  Know and use tools for keeping the commander informed





31.  Unaccompanied Housing
Army UPH Course




31.1.  Know MFH/UH policies





31.2.  Budget for UOQ/UNCOQ





31.3.  Provide dorm management training





31.4.  Monitor space utilization





31.5.  Brief asset distribution to QIC





32.  Financial Management
MGT 406; MGT 412




32.1.  Know program fund types





32.3.  Know entitlements





32.3.  Assist with budget development





32.4.  Oversee mid-year review





32.5.  Monitor funds obligation rates





32.6.  Review end-of-year funds





32.7.  Assist with funds distribution





33.  Supervision
See Part II, Sect C; Local Supervisor’s Course




33.1.  Perform quarterly performance reviews 





34.  Team-Building Skills
OPM Courses (see Part II, Sect C)




34.1.  Establish goals/vision/ objectives





34.2.  Establish milestones





34.3.  Monitor progress





34.4.  Use Quality Air Force (QAF) tools





35.  Housing Referral
Army Housing Referral Course




35.1.  Know base and MAJCOM-level procedures





35.2. Establish/maintain community liaison





35.3.  Know Fair Housing laws/ discrimination complaint process





36. Housing Community Plan (HCP)
Army Facilities Course




36.1.  Identify purpose of plan





36.2.  Establish requirements





36.3.  Develop plan





36.4.  Implement plan





37.  Human Resources
Local Civilian Personnel Courses




37.1.  Train personnel in:





37.1.1. Human relations





37.1.2.  Supervision





37.1.3.  Training methods





37.1.4.  Awards programs





37.1.5.  Career program





37.1.6.  Civilian personnel policies





37.1.7.  Manpower procedures





37.1.8.  Management development





38.  Quality Services
Air Staff/Unit QAF Training




38.1.  Develop metrics





38.2.  Measure assessments





38.3.  Redefine criteria based on results





39.  Emergency Procedures
Base/Unit Disaster Preparedness Rep




39.1.  Understand operations plans





39.2.  Know evacuation procedures





40.  Negotiation Techniques
Army Tng Course; PHMA Courses




40.1.  Determine objectives/ priorities





40.2.  Know what is negotiable





40.3.  Know negotiation techniques





40.4.  Know stress reduction techniques





41.  Employee Relations and Civilian Personnel
Base Civilian Personnel Courses




41.1.  Be knowledgeable of:







41.2.  Grievances/appeals/equal employment opportunities/ Congressional process





41.3.  Special employee programs





41.4.  Worker's compensation





41.5.  Drug/alcohol programs





41.6.  Benefits





41.7.  Staffing/hiring procedures





41.8.  Classification/position management procedures





41.9.  Labor relations/unions





41.10.  Data automation documentation




Section B - Course Index

4.  AFIT Courses.  The following AFIT courses are applicable to the Housing Management career field.  Additionally, the school serves several thousand students annually through nonresident programs.  On-site courses, on-site seminars, satellite broadcasts, and videotapes deliver job-related education to the workplace.  Refer to the Civil Engineer and Services School Professional Continuing Education Catalog for more information.

· MGT 406, 
Housing Management Applications

· MGT 412, 
Financial Management Applications

5.  Army Courses.  The US Army Public Works Training and Development Center offers the following courses.  The locations of the courses vary.  For more information, contact your MAJCOM functional manager or HQ USAF/CEHO, DSN 225-5734.

· Housing Relocation and Assistance

· Family Housing and Facilities

· Family Housing Assistance

· Unaccompanied Housing

· Furnishings
Section C - Other Training

6.  Seminars of the Management Development Centers.  Following are some of the management development courses offered by the United States Office of Personnel Management, Human Resources Development Group, Office of Executive and Management Development.  The seminars are targeted to highly motivated, upwardly mobile, successful federal managers, usually GS-13 and higher.  The seminars help managers and executives better understand their own career development needs and provide opportunities to develop managerial skills and learn to manage effectively in an environment undergoing profound change.

6.1.  The Management Seminars focus on management issues, concerns, skills, and competencies needed by government managers and executives.

6.2.  The National Policy Seminars provide a forum for key administration spokespersons to address high-priority issues with career managers and executives.

6.3.  Usually, these courses are centrally funded and managed by the Career Program.  The local training office normally provides eligibility criteria and instructions for completing the Career Enhancement Plan in conjunction with the annual training survey.  For more information, contact the Civil Engineer Career Program Office, or:

Eastern Management Development Center

P.O. Box 1579

Lancaster PA  17608-1579

Telephone: (717) 399-0112    FAX: (717) 399-0115

Western Management Development Center

3151 South Vaughn Way, Suite 300

Aurora CO  80014

Telephone: (303) 671-1010    FAX:  (303) 671-1018

· Executive Development Seminar.  Available for GS-15s with significant managerial responsibility, and GS-14s who are in executive development programs.

· Management Development Seminar.  Available to experienced managers at the GS 13-15 level.

· Seminar for New Managers.  Open to managers GS-13 and above, generally with less than 2 years of managerial experience and who have had basic supervisory and management skills training.  Managers at the GS-12 level who manage an organizational unit and are currently transitioning into a GS-13 position will also be accepted.

· Management Assessment Program.  Designed for highly motivated program specialists and managers at the GS-13/14 level who would be likely to move into more senior management positions.

· Environmental Policy Issues.  Open to GS-13 and above who are involved with environmental policy or programs whose operations are affected by environmental regulation or quality consideration.

· Federal Program Management.  Managers at the GS-14 level and higher and who are directly involved in program management and implementation are eligible to attend.

7.  Professional Military Education (PME).  Civilians may complete PME by correspondence, by seminar, or in residence.  PME provides excellent exposure to the military side of the Air Force and is encouraged as a valuable development activity for management positions.  The base education office can provide more complete information on criteria and enrollment procedures.  Normally, commanders are notified when nominations are due, and your organization should advertise the opportunity to apply.  PME in residence is centrally funded and subject to AF-wide competition.  The local training office normally provides eligibility and nomination criteria during the annual training survey.

7.1.  Squadron Officer School (SOS)

· Curriculum:  Instruction in leadership, officership, force employment, and communications skills (letter writing and preparing and delivering briefings), problem-solving, and teamwork.

· Residence:  Seven weeks temporary duty (TDY) at Air University, Maxwell Air Force Base, Montgomery AL.

· Criteria:  Available to civilians in grades GS-9 and above with at least 4 years continuous civilian service; bachelor’s degree is highly desirable, since all military who attend have degrees; associate (nonresident) program is open to grades GS 9 and above.

7.2.  Intermediate Service School (ISS)

· Curriculum:  A number of schools are available, but Air Command and Staff College (ACSC) is most commonly attended by Air Force personnel; contact your base training office for a list of other schools.  The ACSC program includes warfighting at the operational level, doctrine, jointness, the profession of arms, and analytical and practical tools needed for leadership in the application of air and space power.

· Residence:  Forty weeks at Maxwell AFB.

· Criteria:  Resident course available to DoD civilians in grades GS-12 or 13; GS-12 or equivalent may enroll in seminar or correspondence course; top secret clearance required for resident course.

7.3.  Senior Service School (SSS)
· Curriculum:  A number of schools are available, but Air Force personnel commonly attend the Industrial College of the Air Force (ICAF) or Air War College (AWC); contact your base training office for a list of other schools.  The AWC program primarily focuses on warfighting, the application of aerospace power in joint or combined operations, evaluation of national security and military strategy formulation, defense resource allocation and management, trends and sources of conflict in the international system, and the execution of strategy in a multipolar world.  The ICAF curriculum is more engineer-oriented.

· Residence:  Ten months at Maxwell AFB for AWC; 10 months at Ft McNair, Washington DC, for ICAF.

· Criteria:  Resident course available to DoD civilians in grade GS-14 or 15; AWC seminar and correspondence courses available to GS-13 and above; top secret clearance required for resident course.

8.  Graduate Education.  Graduate education for the civil engineering career field is intended to ensure our officers and civilians are obtaining a diversified education and meeting Air Force needs.  The Air Force has an AF-wide competitive program to fund graduate degree studies for highly motivated civilians.  Eligibility and selection criteria are available from the PALACE Team at the Air Force Personnel Center.

9.  Supervisory Training Program.  Initial training for all newly assigned supervisors helps bridge the gap between the skills required at the working level and those required at the supervisory level.  Before first-level supervisors assume their new duties, or within 6 months after assignment to a supervisory position, they will be provided the following initial training.  (The below information was extracted from AFI 36-401, Attachment 4, CD-ROM Version Dec 95.  If this CFETP reflects conflicting information, AFI 36-401 takes precedence.)

9.1.  The Air Force Supervisor 's Course.  This course is primarily designed to provide first-level supervisors, regardless of organizational component, with leadership and management skills required in supervisory positions.  The following courses may be accepted as equivalent training for the Air Force Supervisor's Course: 

· Management Course I, Part I 

· Air Command and Staff College 

· NCO Academy or NCO Leadership Course 

9.2.  Civilian Personnel Management Course (CPMC).  This course is primarily designed to provide military and civilian first-level supervisors with background information and an understanding of applicable personnel laws and regulations needed to effectively carry out their civilian personnel management responsibilities.  This training is not required for those supervisors who gained substantial experience through an assignment in a professional civilian personnel specialist position or have completed Management Course I, Part II or the Civilian Personnel Policies, Practices, and Procedures (4-Ps) course.

9.3.  The Military Personnel Management Course (MPMC).  This 16-hour course is designed to provide first-level civilian supervisors the basic skills, knowledge, and abilities required to supervise military personnel. This course must be attended by first-level civilian supervisors who supervise military members.  This training is not required for those supervisors who have gained substantial experience through assignment in a professional position at a base- or staff-level military personnel office or function. 

9.4.  The Nonappropriated Fund (NAF) Supervisor Course.  First-level military and civilian supervisors of NAF employees must receive training in NAF policies, practices, and procedures as required by AFI 34-301. 

9.5.  Overseas Areas.  MAJCOMs and servicing Civilian Personnel Flights in overseas areas develop and present training courses for military and civilian supervisors of local national (LN) employees to meet local needs.  No standard AF course will be developed due to the wide diversity in LN personnel programs.

PART III

INDIVIDUAL DEVELOPMENT PLAN (IDP)

Section A - IDP Information
1.  Purpose of the IDP.  An IDP is a tool that encourages supervisors and employees to interact in determining training shortfalls, programming training, and discussing the employee’s career desires.  IDPs are not mandated at Air Force level, although major commands set their own policies.  The IDP in this CFETP is derived from a model developed by Air Force Materiel Command.  It may be modified locally.  Although the IDP is optional, using this tool will provide for a better-trained employee with clear career goals and result in a more capable work force.
2.  Elements of the IDP.  The IDP allows the supervisor to record information on all types of training and certification required or desired in an occupational series.  The IDP consists of the following sections.

Section 1.  Employee information

Section 2.  Certification information

Section 3.  Training information

· Ancillary training

· CE-unique training

· Regulatory training

· Personal computer training

· Quality Air Force training

· Civilian career program training

· Professional military education (PME)

· Occupational training (use supplemental sheet if required)

· Career broadening desires

Section 4.  Employee education and career goals

Section 5.  Signatures (supervisor and employee) 

3.  How to Use the IDP.  Supervisors use the IDP and other sources to collect information for the annual training requirement calls.  Completing the IDP worksheet is fairly self-explanatory.  

3.1.  The supervisor and employee review Part II of the CFETP, determine what tasks the employee performs, and determine to what level the employee is trained.  Using this information, fill in the applicable data in Sections 1 through 5.  If the employee has not attended training indicated for a particular task, the supervisor works with the training manager to request training at a time that meets mission needs and, as much as possible, the employee’s desires.  Determining the adequacy of the employee’s training and experience is a joint effort between the supervisor and the employee.  However, the supervisor is responsible for properly completing the IDP, ensuring the employee meets standards, and ensuring training is scheduled and completed.  

The following sources may be of help in identifying training needs.

· Supervisor experience

· AF Form 971

· Air Force Formal Schools Catalog (AFCAT 36-2223)

· Career Enhancement Plan

· Career Development Plan

3.2.  If certification is required, so indicate in Section 2 of the IDP and takes steps to initiate certification.

3.3.  Use blank spaces to add MAJCOM or local information.

4.  Evolution of CFETPs.  Currently, an automated DoD IDP is being evaluated at test bases throughout the Air Force.  The vision is that CFETPs and IDPs will be entirely automated and available electronically on an Internet world-wide web.  This will allow MAJCOMs and bases to more easily adapt these documents for command or local use, and automatically request training requirements.

Section B - INDIVIDUAL DEVELOPMENT PLAN

SECTION 1:  EMPLOYEE INFORMATION



NAME:



OCCUPATION:


GRADE:



ORG/OFFICE SYMBOL:


SERIES:



DATE ASSIGNED:


DUTY PHONE:



EDUCATION


SUPERVISOR:

DEGREE/YEAR:






MAJOR




CHECK ALL THAT APPLY:  __  2 LTR CHIEF  __  3 LTR CHIEF  __  4/5 LTR CHIEF  __  SUPERVISOR  __  TEAM LEADER  __  FACILITATOR


SECTION 2:  CERTIFICATION INFORMATION



POSITION REQUIRES CERTIFICATION? (Y/N) ________

WHAT TYPE? (e.g. APDP) _________  LEVEL ________________________

INDIVIDUAL IS CERTIFIED IN THE FOLLOWING FUNCTIONAL AREA(S) (EXAMPLE: ENGINEERING, MANUFACTURING, QUALITY):


DATE APPLIED?
DATE APPROVED?


1. _______________________________________________________________ 
________________
________________


2. _______________________________________________________________ 
________________
________________


3. _______________________________________________________________ 
________________
________________

INDIVIDUAL REQUIRES/DESIRES CERTIFICATION IN THE FOLLOWING FUNCTIONAL AREA(S) :


DATE APPLIED?
DATE APPROVED?


1. _______________________________________________________________ 
_________________
________________


2. _______________________________________________________________ 
_________________
________________


3. _______________________________________________________________ 
_________________
________________






SECTION 3:  TRAINING INFORMATION



PRIORITIZE COURSES AS FOLLOWS:  A=MISSION ACCOMPLISHMENT;  B= MISSION SUSTAINMENT;  C= MISSION ENHANCEMENT

A.  ANCILLARY (RECURRING) TRAINING  (REF: AFR 50-1)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Safety







Security







Ethics








Sexual Harassment








B.  CE-UNIQUE TRAINING

INITIAL SKILLS TRAINING (AFIT MGT 101)




















C.  REGULATORY TRAINING (REF AFR 40-SERIES - NOW AFI 36-SERIES)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Newcomer’s Orientation








New Supervisors








Basic Supervisor








Civilian Personnel Management






USAF Military Management






Drug & Alcohol


















D.  PERSONAL COMPUTER TRAINING


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Windows







Word For Windows







Beyond Mail







Power Point








Excel






























E.  QUALITY AIR FORCE TRAINING 


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

Quality Fundamentals








Team Training








Unit Self Assessment








Basic Facilitator








Advanced Facilitator

























F.  CIVILIAN CAREER PROGRAMS TRAINING (AS NOTED IN CIVILIAN TRAINING GUIDE FOR CAREER PROGRAMS)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
NOMINATION SUBMITTED? DATE?
PROJECTED TNG DATES?
DATE COMPLETED

LONG-TERM (5 YEARS)






1.







2.







3.








4.








SHORT-TERM (2 YEARS)






1.







2.







3.







4.







G.  PROFESSIONAL MILITARY EDUCATION (PME)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
NOMINATION SUBMITTED? DATE?
PROJECTED TNG DATES
DATE COMPLETED

NCO Academy








Senior NCO Academy








Squadron Officer School/Equivalent






Air Command & Staff/Equivalent






Air War College/
Equivalent






Other










H.  OCCUPATIONAL TRAINING (INCLUDES CERTIFICATION REQUIREMENTS)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

1.








2.








3.







4.








5.








6.







7.







I.  CAREER BROADENING


TRAINING/ASSIGNMENT
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
CFETP OR OTHER
NOMINATION SUBMITTED? DATE?
PROJECTED TNG DATES
DATE COMPLETED

1.







2.







3.










J.  OTHER TRAINING (CONFERENCES, SEMINARS, TIME MANAGEMENT, ETC.)


COURSE/TRAINING
FY/QTR DESIRED & PRIORITY (A, B, OR C)?
REASON FOR REQUEST:
 CFETP OR OTHER
1556 SUBMITTED
(Y/N)? DATE?
PROJECTED TNG DATES
DATE COMPLETED

1.







2.







3.







SECTION 4:  EMPLOYEE EDUCATION AND CAREER GOALS (OPTIONAL)



1.  SHORT-TERM GOALS (2 YEARS) (e.g. NEXT ASSIGNMENT, NEXT CERTIFICATION LEVEL, ETC.)

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________


___________________________________________________________________________________________________________________________



2.  LONG-TERM GOALS (5 YEARS)(e.g. CAREER, EDUCATION, ETC.)

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________


___________________________________________________________________________________________________________________________



SECTION 5:  SIGNATURES



The training and goals indicated within this IDP have been revised for currency and completeness.  The best efforts of both signatory parties below will be made to enable the employee to participate in the training opportunities stated herein when and if they become available.

SUPERVISOR'S SIGNATURE/DATE
EMPLOYEE'S SIGNATURE/DATE






NOTIFY ORGANIZATIONAL TRAINING MONITOR OF ALL CHANGES AND UPDATES
8
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