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Subchapter 1 - General Provisions 

1. Purpose. This chapter sets forth the policy, responsibilities, 
~nrl procedures necessary to implement an effective Upward Mobility 
Program within the Minerals Management Service (MMS) and to 
supplement the guidelines described in the Departmental Manual. 

2. Objectives. The primary objectives of the MMS Upward Mobility 
Program are to: 

A. Establish career systems to increase opportunities for 
advancement, utilization, training, and education of lower grade 
employees with demonstrated potential. 

B. Assure the best possible utilization of the work force in 
meeting current and projected staffing needs. 

C. Further the objectives established by the Equal Employment 
Opportunity Affirmative Action Plan and the Federal Equal 
Opportunity Recruitment Program. 

3. Authority. 

A. The Equal Employment Opportunity Act of 1972 (P.L. 92-261}; 

B. Executive Order 11478; 

c. 5 	 USC 41; 

D. 5 CFR Part 720; and 

E. """'.., n """"•• ~ n n.
.l I U UM .l 0 U • 

4 • Def in i t ions • 

A. Upward Mobility is a systemat~c effort to provide, in 
accordance with merit promotion procedures, specific career 
opportunities for employees in grades GS-9 and below (and 
equivalent levels) who are underutilized or underdeveloped in 
positions or occupations which prevent them from achieving 
~he>ir 	 -f11ll l'ie>ue>lnnm.::.nt-;::al nnt-e>n~i.=:al 
........................ '-&..a.~ ~'""· '-"" .... "'J:'....... ...., •• '- ........ .t:'""'-""""••'-"~ ..... __,_. 


B. Underutilized employee is an employee whose present 
education, training, and capability are not fully utilized in 
their present position. 

QPR: 	 Program Development and Reports Branch 
Personnel Division 
Off ice of Administration 
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SAMPLE 

UPWARD MOBILITY TRAINING AGREEMENT 
(Trainee's Name) 

Position held before entering program: Secretary, GS-318-5 
Initial Assigrunent: Management Assistant, GS-344-5 

Target Position: Management Analyst, GS-343-5 

A selection for the above target position has been made under 
the Upward Mobility Program and we, the undersigned, agree that 
the following conditions apply: 

1. 	 The trainee must complete the prescribed training to 
the satisfaction of his/her supervisor. The training 
period will be for a period of 1 year (Date to 
Date ), but may be extended up to 6 additional 
months for valid reasons. An extension of the training 
period must be approved by the appropriate Personnel 
Off ice. 

2. 	 The trainee agrees to participate in rotational train
ing assignments in other off ices and formal training 
courses either during working hours or after hours, 
depending on his/her developmental needs as indicated 
in the training plan. 

3. 	 The supervisor will discuss the trainee's progress 
with him/her, assess it against the provisions of 
the training plan and document the evaluation either 
at the completion of each training assignment; or at 
3-month intervals. The trainee's progress will be 
discussed with him/her and a copy of the documentation 
of this progress will be given to the trainee and a 
copy will be forwarded to the Upward Mobility Program 
Coordinator. 

4. 	 The trainee will evaluate all formal and on-the-job 
training during each training assigrunent or at 
3-month intervals; discuss the evaluation with his/her 
supervisor; and forward the documentation through 
his/her supervisor to the Upward Mobility Program 
Coordinator. 

5. 	 The training agreement may be terminated by trainee or 
management request: 

(a) 	 The trainee may request termination of the agree
ment for valid reasons with the approval of his/her 
supervisor and the Upward Mobility Program 
Coordinator. 
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(b) 	 Management may request termination of the agree
ment should the trainee fail to meet the satis
factory performance requirements or the provisions 
of the training plan at any time during the ·train
ing program. 

Either request would result in the trainee's being 
placed in a position commensurate with the duties, 
rank, and grade of the position occupied before being 
selected under the Upward Mobility Program. 

6. 	 The trainee understands that upon satisfactory comple
tion of all the provisions of the training plan, 
he/she will be eligible for reassignment to the target 
position of Management Analyst, GS-343-5. 

Trainee 	 Date 

Supervisor 	 Date 

Personnel Division 	 Date 
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c. Underdeveloped employee is an employee whose -latent 
potential can be identified and developed through specialized 
training and work experience, thus enabling him/her to perform 
.at a higher level than his/her present position requires. 

D. Initial (Bridge) Position is an intermediate training 
position between the employee's position prior to entering the 
program and the established Upward Mobility target position. 

E. Target Position is the specific position for which a 
competitively selected employee is being trained and will be 
placed in upon successful completion of the training period. 

5. Policy. The MMS will provide, according to its needs and 
on a nondiscriminatory basis, developmental opportunities for 
advancement to lower level employees (GS-9 and below or 
equivalent) with demonstrated potential. 

6. Responsibilities. Meeting the objectives of the Upward 
Mobility Program requires a network of responsible officials. 
These officials and their responsibilities are: 

A. Chief, Personnel Division, or his/her designee is respon
sible for the following: 

(1) Operating the MMS Upward Mobility Program in cooper
ation with the MMS Equal Opportunity Manager. 

(2) Reviewing, approving, and evaluating headquarters 
and Administrative Service Center (ASC) plans and programs. 

(3) Appointing an MMS Upward Mobility Program Coordinator. 

(4) Providing guidance and assistance to the MMS 
Upward Mobility Program Coordinator for eftective implementation 
of the program. 

B. The MMS Upward Mobility Program Coordinator is responsible 
for: 

(1) Providing technical assistance and guidance to 
headquarters and ASC Upward Mobility coordinators on all aspects 
of the program. 

(2) Providing staff work required for issuance and main
tenance of program instructions and directives. 

(3) Ensuring that the MMS Upward Mobility Progra~ is 
implemented in accordance with Off ice of Personnel Management 
(OPM) requirements and Department of the Interior and MMS 
directives. 
Date: August 14, 1984 (Release No. 38) Page 2 
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(4) Developing, monitoring, evaluating, and initiating 
corrective action for MMS policies and plans. 

c. The ASC Personnel Officers and Chief, Staffing and Class
.ification 	Operations Branch, or their designees will serve as 
upward mobility coordinators for their serviced area and are 
responsible for the following: 

(1) Developing and monitoring an Upward Mobility 

Program for their serviced areas. 


(2) Notifying in writing the MMS Upward Mobility Program 
Coordinator of new appointments or changes in appointments of 
upward mobility coordinators within their serviced area. 

(3) Providing advice, assistance, and counseling to 
managers, supervisors, employees, and employee representatives 
on any aspect of the program. 

(4) Evaluating accomplishments of their ASC plans and 
programs and following through with corrective action where 
warranted. 

(5) Providing all supervisors and management officials 
in the area serviced with the name, address, and telephone 
number of the upward mobility coordinator. 

(6) Providing publicity about the program. 

(7) Ensuring that all managers and supervisors within 
their servicing area have been properly trained in upward 
mobility objectives and procedures. 

(8) Maintaining liaison with the MMS Upward Mobility 
Program Coordinator. 

(9) Maintaining appropriate records on each upward 
mobility action. 

(10) Ensuring that each proposed individual training 
plan will enable the trainee to meet the minimum qualification 
requirements for the target position. 

D. Equal Opportunity Manager is responsible for reviewing 
proposed changes to MMS Upward Mobility Program policy and the 
annual plan to ensure compliance with affirmative action 
objectives. 
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E. Managers and Supervisors. Each manager and supervisor 
will: 

(1) Become thoroughly familiar with the objectives and 
·procedures of the Upward Mobility Program. 

(2) Identify vacant positions which may be restructured 
for upward mobility assignments. 

(3) Provide career counseling for employees (or refer 
them to the appropriate ASC or headquarters upward mobility 
coordinator for assistance in counseling) who have indicated 
an interest in career development or upward mobility opportun
ities. 

(4) Suggest program improvements to appropriate upward 
mobility coordinators. 

(5) Periodically evaluate their upward mobility actions 
and effect improvements where warranted. 

F. Employees are responsible for: 

(1) Analyzing their own education and work experience. 

(2) Making the final decision on the career they wish 
to pursue. 

(3) Constructively criticizing the Upward Mobility 
Program and offering suggestions for improvement. 

(4) Following through with their career plans. 

(5) Seeking help from their supervisors when necessary. 

7. Procedures. The following basic procedures will be followed 
in tne development, administration, arid evaluation of the 
Upward Mobility Program: 

A. Supervisors will: 

{l) Review all subordinate vacant positions to determine 
whether the positions can be filled through the Upward Mobility 
Program as currently described. If not, restructuring the 
position should be considered. Restructuring involves revising 
the duties of the position to accommodate a lower entry level, 
thus providing an opportunity for underutilized or underdeveloped 
individuals to gain entrance into a new career field. 

If it is determined that a vacant position should be filled 
through the Upward Mobility Program, the originating off ice 

Date: August 14, 1984 (Release No. 38) Page 4 



MINERALS MANAGEMENT SERVICE MANUAL 

Part 370 Personnel 

Administrative Series MMS Addition to FPM/DM 

Chapter 380 Upward Mobility 	 370.380.1.?A(l) 

' ::. ..,l ....; ..,, 

will so note in Section F, on a 'Standard Form 52 (SF-52), Request 
for Personnel Action, and forward the SF-52 through normal 
channels to the servicing personnel off ice. 

(2) For each Upward Mobility trainee: 

(a) Prepare a Training Plan (see Illustration 1 
for example) in collaboration with the servicing personnel 
orr1ce ana tne trainee. The training time must make up the 
difference in qualifications from what the trainee brings into 
the program (in terms of general and/or specialized experience) 
and the qualifications required for the target position as 
published in the OPM Handbook X-118; training time to make up 
the difference in such qualifications will then be credited at 
the rate of 1 month of training for 2 months of experience. 
For example, if a target position requires 3 years of general 
experience and 1 year of specialized experience and the employee 
has no creditable qualifying experience, he/she would then need 
as a minimlliTi 2 full years of training (6 months of which must 
be equivalent to specialized experience). Before reassignment 
and/or promotion to a specific target position can be effected, 
the trainee must complete the full program of training as des
cribed in his/her training agreement. -Assignments for trainees 
must include no less than 50 percent training time in the target 
area or closely related functions. A training plan must be pre
pared within 30 days after assignment of an employee into tne 
"trainee position." At a minimtnn, the training plan will: 

( i ) Be in writing • 

(ii) Identify title, series, and grade of the 
·position 	held before entering the program, the initial assign
ment, and the target position. 

(iii) Specify the length and type of training 
needed to qualify the trainee for the.target position including: 

a. A list of formal training that will 
be undertaken which includes the title(s) of the course(s), the 
duration of the course(s), the name of the institution providing 
the course(s), and when the course(s) should be taken. 

b. A list of on-the-job training assign-
ments to be made. 

c. Describe anv self-develooment activ
ities in which the trainee will be enc~uraged to pa~ticipate. 
This includes participating in professional societies, obtain
ing and reading material, etc. 

Date: August 14, 1984 (Release No. 38) 	 Page 5 
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(iv) Specify provisions for quarterly eyal

uations by supervisor and employee of both formal and on-the-job 

training assignments. The supervisor will submit to the 

~servicing 	personnel off ice a summary evaluation which includes 
the last quarter's evaluation and a certification of the trainee's 
satisfactory perfonnance 30 days prior to the end of the training 
period. An SF-52 recommending the promotion or reassignment 
should accompany this final evaluation. 

(v) Identify the supervisor for each assign

ment by position title. 


(vi) Be signed by the supervisor, employee, 

and a personnel off ice representative to confirm that the plan 

has been read and understood. 


(b) Discuss with the trainee his/her progress, 

assessing it against the provisions of the training plan and 

documenting the trainee's progress with a written evaluation 

either at the end of each training assignment or at 3-month 

intervals. The evaluation will be forwarded to the appropriate 

personnel office. (See Illustration 2 for SruTtple.) The respon

sible supervisor will initiate appropriate action as necessary 

to amend the employee's training plan to accommodate unforeseen 

events. Such amendments will be coordinated with the servicing 

personnel off ice. 


(3) If at any time during the training period the 
trainee is not performing satisfactorily or requests release from 
the program, the upward mobility coordinator should be notified. 
The coordinator will arrange for a meeting of the servicing 
personnel officer or his/her designee, the trainee's supervisor 
and/or counselor, and the trainee. They will review the situation 
and decide on one of the following courses of action: (1) reassign 
the employee to a non-training position; (2) reassign the employee 
to a similar training position under ~he direction of another 
supervisor; or (3) extend the employee's training an additional 
6 months. 

(4) Counsel all eligible employees on the Upward 
:Mobility Program, and refer, if necessary, to the servicing 
'personnel off ice for additional information concerning his/her 
assignment. 

B. on receipt of the SF-52, the servicing personnel off ice 

representative will: 


(1) Assist the supervisor in restructuring the positio~, 


if necessary, and identifying the Knowledges, Abilities, Skills, 

and Other Characteristics (KASOC's) required for effective 

performance in the position. 
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(2) Identify the bridge position and target_position by 
title, series, and grade level. 

(3) Issue the vacancy announcement under the provisions 
of the Merit Promotion and Placement Plan. (See Illustration 3 
for sample vacancy announcement.) 

(4J Accept applications, obtain appraisals, screen 
applications, convene merit promotion panels {consisting of 
three to five members) to rank candidates, and refer the top 
ranking candidates to the selecting officer in accordance with 
the provisions of the Merit Promotion and Placement Plan. 

(5) Monitor the salary adjustment to assure the selectee 
does not suffer any loss in pay when accepting an assignment 
to an upward mobility position. 

(6) Assist the supervisor in tailoring the 
plan to the developmental needs of the trainee. 

(7) Approve the training plan. 

(8) Prepare a written individual training agreement 
(see Illustration 4 for sample) which specifies the following: 

(a) Position held before entering initial assign
ment, target position, series, and grade. 

(b) Length of training period and anticipated 
training completion date. 

(c) Type of personnel action (reassignment, 
promotion, or change to lower grade) to be processed upon 
completion of training period. 

{d) Methods of terminat~ng the training agreement 
by management or trainee. 

(e) Quarterly evaluations by supervisor and trainee 
of both formal and on=the=job training assignments. 

(9) Conduct an initial orientation with the upward 
mobility trainee and supervisor which covers the specifics of 
the training plan and training agreement regarding on-the-job 
and formal training; evaluation and counseling; rotational 
assignments; and assignments to the target position. 

Due to the geographical location of some trainees, servicing 
personnel off ices may not always be able to participate in the 
initial orientation. However, instructions regarding the 
specifics of the training plan and agreement, etc., should be 
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provided to the trainee by the supervisor or the local adminis
trative official. 

(10) Review written, quarterly evaluations prepared by 
trainee and supervisor and perform a postevaluation follow-up 
with them to assure adherence to the training plan and training 
agreement and satisfaction with the Upward Mobility Program. 

C. Upward Mobility trainees will: 

(1) Participate in the preparation of the training plan. 

(2) successfully complete the requirements of the train
ing plan and agreement. 

(3) Assist in evaluating the training and work exper
iences quarterly and at the end of the training program. 

8. Reporting Requirements. By October 31 of each fiscal year, 
the headquarters and ASC upward mobility coordinators will 
submit an annual action plan for the upcoming fiscal year to 
the MMS Upward Mobility Program Coordinator. The plans will be 
in three parts, as follows: 

A. Significant problems, if any, which have been identified 
as relating to the Upward Mobility Program and plans made to 
solve these problems. 

B. A listing of present participants in the program as of 
September 30, arranged as follows: 

Employee Name 	 Present Position Target Position 
(Title, Series, (Title, Series, 
Grade) Grade) 

Organization 
Location of target position 

(Division, Branch, etc.) 


C. A listing of potential target positions for upward 
mobility, arranged as follows: 

Target 	 Organization Actions Taken 
Position Location of or Plans Made 
(Title, Target Position to Fill the 
Series, Grade) 	 Position 

Date: August 14,1984 (Release No. 38) 	 Page 8 



MMSM 370.380.1 
Illustration 1 

SAMPLE 


UPWARD MOBILITY TRAINING PLAN 

OFFICE OF THE ASSISTANT DIRECTOR FOR ADMINISTRATION 


INFORMATION RESOURCES MANAGEMENT DIVISION 


Trainee: (Emolovee's Name) 

Position Held Before Entering Program: Secretary, GS-318-5 

Initial Assignment: Management Assistant, GS-344-5 

Target Position: Management Analyst GS-343-5 

A. General Orientation. The trainee will be provided a copy 
of his/her training plan and be advised regarding specifics of 
the Individual Training Plan. This orientation, conducted by 
representatives of the servicing personnel office and the 
Management Analysis Office, will include discussions of: 
on-the-job and formal training; details; evaluations and 
counseling; purpose of assignments; and reassignment to the 
target position. 

B. Training. The trainee will spend a total of 1 year, 
beginning (Date) in the Upward Mobility Program. The trainee 
will be given various on-the-job training assignments within 
the Management Analysis Branch in order to obtain a broad-based 
knowledge of the procedures and problems of the off ice. The 
trainee will be given training assignments in the following areas: 
policy development; work methods and procedures; manpower 
utilization; organizational structures; delegation of authority; 
and information management. The trainee will be under the 
direct supervision of the Personnel Officer while on detail 
to the personnel office and under the direct supervision of 
the Chief, Management Analysis Branch, for the remainder of 
the time. During this period, formal training courses from 
both Government and non-Government sources will be provided 
which relate directly to the trainee's needs in becoming 
fully qualified for the target posit~on. 

Listed below are on-the-job and formal training assignments 
for the trainee: 

Dates Training 

September 1-23 OJT/Policy development 
September 26-30 Management Analysis, OPM 
October 3-21 OJT/Work methods and procedures 
October 24-28 Administrative Techniques, OPM 
November !~December 2 OJT/Organization structures 
January 3-7 Position Management, OPM 
January 10-February 28 OJT/Manpower utilization 
March 1-5 Management Techniques, DOI 
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March 7-April 
May 1-5 

May 7-July 29 
August 1-5 
August 5-31 

30 OJT/Delegation of Authority 
Introduction to Personnel 

Management,OPM 
OJT/Detail to Personnel 
Information Management, DOI 
OJT/Information Management 

C. Evaluation and Counseling. The immediate supervisor will 
evaluate the trainee's progress quarterly during the training 
period and discuss it with the trainee. The evaluation will 
be documented and a copy forwarded to the Upward Mobility 
Program Coordinator. A copy will also be provided to the 
trainee. The trainee will evaluate and document the training 
experiences quarterly and forward a copy through the immediate 
supervisor and the Chief, Information Resources Management 
Division, to the Program Development and Reports Branch. The 
supervisor will include in the last report: 

(1) 	 A statement as to whether the trainee has success
fully completed the program, and 

(2) 	 if so, an SF-52, Request for Personnel Action, should be 
initiated which recommends reassignment to the target 
position. This will be based upon determination 
that the trainee has: 

(a) 	 Satisfactorily performed the assignment with a 
minimum of direct supervision; and 

(b) 	 demonstrated capability for reassignment to the 
target position. 

Trainee 	 Date 

Immediate Supervisor 	 Date 

Personnel Division 	 Date 
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SAMPLE 

Upward Mobility Progress Evaluation 

Name of Trainee: 

Title and Grade: 

Evaluation Period: to 


I. 	 Summary of activities engaged in during the evaluation 

period, including changes made in training plan. 


(Employee's Name) was given an orientation on the func
tions and interrelationships of the Information Resources 
Management Division and an overview of the Off ice of 
Administration's mission. During the first quarter 
(Employee's Name) was assigned to the Management Analysis 
Branch and was given assignments which involved policy 
development. It was felt that this working experience 
would give the employee a good understanding of some of the 
reporting requirements in the Branch. In addition to the 
on-the-job training, (Employee's Name) attended a course 
entitled Professional wrlting. This course was not 
included in the training plan; however, the timelinesss 
of this training seemed appropriate to give the trainee 
additional knowledge. 

II. 	 Specific information showing the acquisition or improvement 
of knowledges, skills, and abilities and how they relate 
to performance. 

(Employee's Name) performance has been discussed with him/her. 
His/her understanding and performance in the job are more 
than satisfactory. He/she is acquiring basic knowledges 
and principles of management analysis and is using these 
·Concepts as he/she performs his/her assignments and has 
further shown this increased knowledge by exercising 
judgment and offering work-related solutions for improving 
and/or streamlining operating p~ocedures. 

Guidelines and instructions affecting management analysis 
are continually changing. (Employee's Name) has shown a 
high degree of adaptability in being able to interpret 
the latest written instructions and manual issuances as 
they relate to these changing policies and procedures. 
He/she is then able to communicate the ramifications of 
these changes to appropriate MMS personnel, both orally 
and in writing. (Employee's Name) has shown the ability 
to work under pressure by continually completing his/her 
assignments in a timely manner, even though deadline 
schedules are short. 
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III. 	 overall summary evaluation covering quality, quantity, and 
timeliness of work. 

To summarize, we are very pleased with the accuracy .of 
(Employee's Name) work. His/her ability to complete all 
assigrunents given to him/her within deadline schedules 
has greatly helped to relieve the workload in this office. 
He/she has become a productive member of this staff, and 
we expect that he/she will continue to perform his/her 
assigned duties in an excellent manner. 

Supervisor's Signature 	 joate 
I 

Employee Signature 

cc: To employee 
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SAMPLE 

UNITED STATF.5 DEmR'IMENI' OF WE INI'El\IOR 

HlNERAI.S MANAGEMENI' SERVICE 

U~ MCSILITY ~ 


Management Analyst 
Et>sition Title and Grade: G.5-343-5 vacancy Announcsnent It>: UM-83-2 
-=---,..,---=-..-,.....--~~...--,........,-'<...,..Tr_a_in....ee--')___,,,~--.....--- Issuing Date: March 30, 1983 
IJ:)cat1on: Office of Adtl1n1strat1on, Infonnat1on Closing CBte: April 30, 1983 
Resources Managanent Division, Managanent Area of Consideration: Local 
Analysis Branch camlutinQ area ~-----------

Target Position: Man~anent Analyst GS-343-5 
(PrCJOC>tion kX>tential to G.5-11) 

SIATEMENI OF WI'IF.5 

'Ihe person selected will serve in a trainee capacity under the Upward ~ility ProJram 
Training Agreement. As su:h, the person selected will undergo formal and on-the-job 
training. The trainee will be assigned a variety ot developnental assigrments of 
progressive difficulty in functional specialities of managanent analysis, specifically: 
planning; p:>licy developnent: \!Ork methods and procedures; manp:>Wer utili7.ation; 
organizational stru::tures; distribution of assigrments; delegation of authority; 
information manaJanent; or similar areas with the obJective of improving manaJerial 
effectiveness. 'Ille trainee will receive continuing guidance in the methodolo,Jy and 
perfonnance of \!Ork assignrents. 

ELIGIBILITY FOR CCHSIIERATIOO 

In order to be considered eligible for this kX>Sition, applicants nust: 

- Currently be employees serving under career or career-conditional app::>intments or 
having reinstatement eligibility; 

- Currently be snployed in the Minerals Man~anent Service in ,POSitions which are 
classified at on~ra:le intervals, GS-5 through 9 (or WaJe grade equivalent); and 

- Have a current record of perfonnance and conduct which is satisfactory or higher. 

RANKING AND SEI...OCTIOO PRO:&SS 

'Illrough use of the Department of the Interior's Training Agreanent for Upward M::>bility, 
lllderdeveloped anployees with daoc>nstrated p:>tential who do rot meet the basic 
qualification requiranents, as found in the X-118 Standards and underutilized employees 
.tlo do oot meet the standards, will be given the opp::>rtunity to be canpetitively 
selected and trained for the p::>sition. .. 
Caooidates will be· evaluated by a rating panel on the following factors: 

l. 	Ability to t«>rk and camiunicate effectively with others, .both orally and in 
writing. 

2. 	 Ability to analyze infoonation. 
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r 
I 3. Ability to interpret manuals, guidelines, and written instru:tioos. 

4. Ability to plan and organize work. 

Selection will be based oo evidence of the candidate's potential to perfoDtl in the target 
p:>sition. this will involve use of su=h tools as perfoi:mance evaluations, assessnent 
of potential and interviews when necessary, as well as review of past work and experience, 
outside activities, training, and a-.erds. 

'ihe training progrcrn is designed to last approximately 12 IOOnths. "ttle length of training 
will vary, however, based on the developnent and ability of the individual to perfonn in 
the target ~sition as detemri.ned by the supervisor. 

mis is an Upward ilt:lbility 1X'5ition with n=>ncCJl\)etitive pran::>tion ~tential to GS-il. 
However, the intent is to place the person soccessfully ccnpleting their training in an 
entry level managenent analysis p::>Sition in the fl!MS. It should be noted, tx:Jiwever, that 
pran::>tion is neither guaranteed nor autanatic. Praootion will depend up:>n soccessful 
performance. Suxessful perfonnance as a trainee and. canpletion of the traini~ prtXJrcsn 
will enable the trainee to qualify and be praroted to the next career ladder grade 
level. F'"uture prao::;tioos will be based on danonstrated skill am experience as defined 
in Handbook X-118 and will be conti~ent upon attaini~ the full perfonnance level in 
the career lcd:ier. 

An Individual Developnent Plan will be developed for the trainee. 1he trainee may be 
scheduled to participate in training cx:urses c:oOOocted by the Department, ""5, other 
Q::Nerrmental Agencies, or appropriate non-Q:werrmental sources and will be given on-the
jcb training by his/her supervisor. 'lhe trainee must be willirTJ to take awi:upriate 
formal training either during working hours or after hours, depending on the developnental 
needs and nust be willing and available to participate in training assigrments in other 
offices, if necessary, to increase the skills and knowledges required for the p:>Sition. 
'lhe length of traini~ under the focnal agreenent will make up the. difference in 
qualifications fran what the trainee brings into the progran (in tenns of general and/or 
speciali2Sd experience) a.--.:1 the qualificatior.s req..iired for ti".e taiyet p::;sition as 
ptblished in Handbook X-118. 'lhe on-the-job training may be extended if necessary to 
assure that the trainee has acquired the necessary skills and abilities to perfonn at a 
satisfactory professional level. 

Progress evaluation by the supervisor and the trainee will be made at the end of each 
major assigrment or oot less frequently than quarterly intervals. thirty days prior to 
the end of the training period, the supervisor will sU::mit a surmary evaluation inclooing 
the last quarter and a certification that the trainee has suxessfully canpleted the 
training plan and has danonstrated capability for assigrment to the target position. 
'Ibis evaluation will be the basis for assigrment to the target p:::isition. Based on a 
detecnination made by the supervisor, the sumnary could also inclooe a recamnendation 
to exteoo the traini~ period up to 6 additional m::>nths. 
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Illustration 3 
(Continued) 

'l1le traininJ may be terminated at any time by the trainee or by ~ement: (a) 'llle 
trainee may request continuation of the agreenent for val id reasons with the awroval of 
his/her supervisor and the Personnel Division; (b) Management may request temination 
of the agreenent should the trainee fail to meet the satisfactory perfonnance requirements 
or the provision of the traininJ plan at any time durinJ the traini~ progran.., Either 
request would result in the trainee beinJ placed in a tx>Sition ccmnensurate to the 
grade level occupied before enter~ the progran. 

~ 10 APPLY 

All Applicants must subnit: 

1. 	 Standard Fonn 171 (SF-171) and a KASCX:: Narrative Stat.anent fonn relati~ 
to KASOC's (1 throUJh 5) listed on paJe 1 of this announcement. 

2. 	 lJp'terd flt>bility Appraisal FoIJnS to be canpleted by th!ir present super
visor and one other person knowledgeable about their experience and 
perfonnance. 

All 	forms should be forwarded to: 

Minerals Man~nt service 

Staffing and Classification ~rations Branch 

Personnel Division 

12203 Sunrise Valley Irive, Mail Stop 634 

Peston, VA 22091 - Pl'Dne (703)435-6188 


In order to receive consideration all applications must be received or p::>sbnarked no 
later than the closing date of this announcement. 'Ihe appraisal foimS must be received 
in this office no later than tive (5) days after the closing date. Failure to receive 
the required appraisal forms ard narrative statanent may result in lower rankings 
during the evaluation process. 

The awl.ication you stbnit for this position contains infonnation stbject to the Privacy 
Act of 1974 (P.L. 93-579, 5 u.s.c. 552a). le are required to provide ~ with infonnation 
regarding oor authority and purp:>ses for collecting the data, the routine uses which 
will be made of it, the effect, if any, of ooroisclosure. You are entitled to the same 
infocnation, as it pertains specifically to disclosure of p.ir social security nunber. 
Any questions you may have rega.rdi~ Privacy Act regulations and the rights it extends 
can be obtained by calling the nunber shown Wlder •eow to Apply.• 

I
Selection for this position shall be detemined on the basis of merit without discrimination 
tor any reason su::h as race, color, religion, age, sex, national origin, or individual 
haroicap. 
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•~inerals ManagE1111ent Setvice 

lll;M!rd ft:>bilitlr Appraisal 

Instnctfons for Recar:di1~ Jmc;JftBnt c)f Cardidate11 s potential for the Upward flbbiUty R:>sition. 
&4Jerviso1t"1 Mark an "X" in the ool\llrn which best: e>tpresses frcrn your firsthand knowledge of t.he 
cardidate' s ability OIC" pitrsonal characteristics as required. 

FUlly Has 
Demonstn1ted ~tential 

1. 	 Abiliity to work a1ifCXJl'llU'llcate Etffectively 

with c:>thers, both or~!llly am in 111ritirYJ. 

came1r1ts: 


ifomatlon. 
' 

3. AbUUy to interp1ret manuals, guldehnes, 
(J.) and wdtten instI'\.ctJlons. 
0:) canne11ts1 

4. 	 AE>iBty to Pian aiif<>~nlm wori:. 

caments: 


s. 	 Abllltty to work ll'ifii•~ pressure. 

camentss 


Jtdditionall ccmnenta rtga1:di~ the ca111didate's abi.lit.y am skill: 

'"di 
Ill Signature of SUperv1sc>r Title Date 

OQ 
(0 

. 

w ..... 

http:instI'\.ct


ltA50C's (ICnowle:iJes, Abilities, Skills, and Other Characteristics) 

~nt Analyst, CC-343-5 vacancy Anncu1cement tM 83-2 

Name of Applicant_______________ 

fbr each of these ltA50C's, please iooicate the lcx::ation(s) on your application where you feel 
each iten is best dmDnstrated. Ft>r any additional experience, trainirMd, etc. (for exanple, 
a.'l ability developed outside of a l!Drk setting) which is oot listed on your application; but 
you feel is relevant, please describe it in the space provided. use additional paper as 
needed. Failure to sttmit this statement may result in lower rankings during the evaluation 
process. 

l. 	Ability to work and camunicate effectively with others, both orally, and in writing. 

Oem:>nstrated on application in________ 

~1-&'ler rel~.rant &'ld/cr background ir.fonnaticn: 

2. 	 Ability to analy22 infoJ:lllation. 

Danonstrated oo application in________ 


Other relevant and/or background infocmation: 


3. 	 Ability to interrcet manuals, guidelines, and written instru:tions. 

Desoonstrated on application in________ 

Other relevant and/or backgrCUld information: 

4. 	 Ability to plan and organhe. 

Danonstrated on awJ.ication in________ 

•Other relevant and/or backgrtUl<i info!llMftion: 

s. 	 Ability to l«>rk \&'der p.-essure. 

Dem:>nstrated on awlication in________ 


Other relevant and/or backgrculd infomation: 


I 
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Illustration 3 

(Continued) 
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