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Chapter One-- Introduction

Congratulation on your selection and acceptance into the U. S. Army Reserve Military Technician Program.  You have been selected into one of the most rewarding, challenging, and fulfilling career fields within the Federal Government.  Now let’s start planning your career. 

Purpose

This guide is for YOU, the Military Technician of the U.S. Army Reserve. The guide provides information about the military technician program and can be used as a reference for the development of your career. The information in the guide is based on available information as of the date of publication.

The Military Technician Career Guide also provides guidance to commanders, proponents, and personnel managers for the development and career management of USAR military technicians. The Military Technician career guide is not an official publication. The governing regulation for the guide is AR 140-315, Employment and Utilization of US Army Reserve Technicians.

The guide describes common career considerations that may be unique to military technicians. As a part of the introduction, Chapter 1 provides an overview and discusses the career development process, the pillars of career development, and leader development principles. Then—

· Chapter 2 addresses career planning.

· Chapter 3 discusses training, its impact on career progression, and the key elements that should be used to assess future potential.

· Chapter 4 provides a review of military technician force structure.

· Chapters 5 through 9 provide specific information for technicians in the fields of Personnel, Administration, Logistics, Supply, Training, Resource and Information Management, and Maintenance.

· Chapter 10 discusses how to create your own career plan.

Note. -- Among the reference materials appearing at the end of the guide, Appendix C lists courses at the Army Reserve Readiness Training Center (ARRTC), Fort McCoy, Wisconsin.

References

The required and related publications are listed in Appendix A.

Explanation and Abbreviations of Terms

Abbreviations and special terms used in the Military Technician Career Guide are explained in the glossary, Appendix B. 

Conditions of employment

It is extremely important that you understand your Conditions of Employment and remain in compliance with them throughout your entire Military Technician Career.  Failure to comply with your Conditions of Employment will result in termination from the Military Technician Program.  An outstanding source for continually updated information is the MT Newsletter, Gateway Magazine and the Voice of the Double Eagle. 

· Prior to 1 September 1999 MAY have had no employment requirement for SELRES membership.
· From 1 September 1970 to 7 December 1983 employment requirement to have SELRES membership.
· From 8 December
1983 to 30 November 1995 employment requirement to have SELRES membership and same unit membership. 
· From 1 December 1995 to 9 February 1996 employment requirement to have SELRES membership, same unit membership, and skill compatibility.
· From 18 November 1997 to Present employment requirement to have SELRES membership, same unit membership, skill compatibility and removed provision for initial hire date.

The Following Policy Memorandums Provide more in-depth clarification:

· OCAR Memorandum dated 06 February 1998, Subject MT Program.  Outlines process for exceptions to MYOS, MRD, EQRB & SRB and TPU reinstatement.

· USARC Memorandum dated 12 March 1998, Subject MT Program.  Clarifies all categories conditions of employment and OCAR, 6 February 1998 Policy changes in a question and answer format.

· OCAR Memorandum dated 21 August 1998 subject future of the Army Reserve MT Program.  Clarifies same unit definition and compatibility.

· For further clarification contact utilize your chain of Command and if addition information or clarification is needed contact your Military Technician Branch at the following telephone numbers: Ms. Taylor (404) 464-9036, Ms Rhone (404) 464-9031, Ms. Russell (404) 464-9072, Ms. Collins (404) 464-9034, Ms. Bergeson (404) 464-9029, Mr. Willson (404) 464-9417, Ms. Hines (404) 464-9250 and Mr. Langdon (404) 9037. 

Leader Development Overview

The Army is committed to developing its future leaders (commissioned officers, warrant officers, noncommissioned officers, military technicians and civilians).  It accomplishes this by providing opportunities to develop the skills, knowledge, and attitudes required to meet the challenges of an increasingly complex, volatile, and unpredictable world.

This commitment is realized through a process known as leader development. Through the leader development process, the Army develops successful leaders, trainers, role models, and standard bearers both today and in the future.  Simply put, well-developed leaders are the result of the progressive education, training, and experience that they receive throughout their careers.

The purpose and goal of leader development is always the same: To develop leaders who are capable of maintaining a trained and ready Army in peacetime to deter war, and when the need arises have the required competence and confidence to successfully engage and defeat an enemy in battle.

Throughout America's Army, leader development is executed through the three pillars of leader development:

· Institutional training.

· Operational assignments. 

· Self-development.

Career Development Process

The leader career development process, as it is executed in the three pillars, is a continuous cycle of education, training, experience, assessment, feedback, and reinforcement. Throughout leader development, the cycle occurs in a logical and progressive sequence.

The needs of the Army and the demonstrated potential of its leaders are always kept sharply in focus and should be balanced at all times. Army leaders include officers, noncommissioned officers, civilians and military technicians. The emphasis of leader development is to promote competent and confident leaders who understand and exploit the full potential of Army doctrine.

Pillars of Career Development

Institutional Training

Institutional training is all of the "schoolhouse" training and education military technicians receive. It is here that they train to perform critical tasks by learning the skills, knowledge, and attitudes that are essential to high quality leadership. 

When these same skills, knowledge, and attitudes are tested, reinforced, and strengthened by follow-on operational assignments and meaningful self-development programs, military technicians attain and sustain competency in the profession of arms. Institutional training establishes the solid foundation upon which all future development rests. It provides the progressive, sequential education and training 

required to develop technical and tactical competency as well as common core leadership skills. For military technicians, institutional training includes officer and NCO professional education and specialized technician training.

Operational Assignments

Operational assignments constitute the second pillar of leader development. Upon completion of most institutional training, military technicians ideally are assigned to operational positions. This operational experience provides them the opportunity to use, hone, and build on what they learned through the formal education process.

Experience gained through on-the-job training in a variety of challenging assignments prepares military technicians to assume additional responsibility. The commander or leader in the unit plays a significant and instrumental role in this area. They plan and establish individual development programs; explain both unit and individual performance standards, and finally provide periodic assessments and feedback.

Self-Development

Institutional training and operational assignments alone do not ensure the competency needed to perform the mission. Self-development should interrelate with each of the other two areas of military technician development. The term self-development is defined as a planned, progressive, and sequential program followed by individuals to enhance and sustain their technical and military competencies.

Self-development consists of individual study, research, professional reading, practice, and self-assessment. It also includes college education and professional certification. This key aspect of individual qualification solidifies the Army leader development process.

Development Principles

Six principles have been established as tenets of Army leader development and career management. These principles serve as a frame of reference for the individual.

First, leader development is doctrinally based, with FM 100-1 providing the springboard for our war-fighting doctrine. It spells out the constitutional and legal basis for our being, the national security objectives, the spectrum of warfare, and our beliefs concerning the profession of arms to include the professional Army ethic and values. FM 100-5 is our keystone war-fighting doctrine for subordinate and tactical level doctrine, professional education, and individual and unit training. FM 25-100 tells us how we should train, including the senior leader's role. FM 22-100 and FM 22-103 combined complete this doctrinal foundation. They provide the immediate link between leadership and leader development, that is, developing competent, confident leaders who at the junior level have the necessary leadership experience to move into positions of greater responsibility where they create the conditions for sustained organizational success.

Second, leader development programs should be responsive to the environment: This includes law, policy, resources, force structure, the world situation, technology, and professional development. Development plans must be revised on a continuing basis to meet these changing conditions. Programs, which are not modified to reflect changes, will probably fail.

Third, success should be measured in terms of contribution. Professional goals are the key to the definition of success, as a professional. Individual performance on the job is the single most important element in achieving goals and improving promotion potential.

Fourth, high-quality soldiers and civilians deserve high-quality leaders. This principle is the heart of leader development and breathes life into all aspects of the six Army fundamental imperatives - training, force mix, doctrine; modern equipment and leader development.   Military Technicians must be high-quality leaders as both civilians and as officers or NCOs.

Fifth, we recognize as a philosophy that leaders can be developed. While a principle in itself, it is inextricably linked to the philosophy of shared responsibilities between the individual Military Technician, the technician's commander, and the institutional schoolhouses.

Sixth, development is cooperative and holistic. The leader development system helps achieve this affect by combining the institutional training, operational assignments, and self-development.

The three pillars and the six principles of leader development work together as a foundation for preparing soldiers and civilians to assume ever-increasing levels of leadership. Military Technicians, who grasp how these elements combine with their own individual potential and duty performance, can visualize their path to career development, satisfying work, and future potential.

ARMY VALUES

Loyalty:  Bear true faith and allegiance to the U.S. Constitution, the Army, your unit, and other soldiers.

Duty:   Fulfill your obligations.

Respect:  Treat people as they should be treated.

Selfless-Service:  Put the welfare of the nation, the Army, and your subordinates before your own.

Honor:  Live up to all the Army values.  

Integrity:  Do what’s right, legally and morally.

Personal Courage: Face fear, danger, or adversity (Physical or Moral).

You hold the keys to your career success.

Chapter Two—Career Planing

A career in military service can last a few years or it can span most if not all of an individual's productive work years. Many of today's career soldiers and military technicians originally joined the Army with the idea of serving a few years and then returning to civilian life. Often they found the challenges and the rewards of the Army worthwhile and at some point decided to make the Army a career.

As a military technician, you have made the decision to devote a large part of your life to the Army Reserve as a civil servant and as a reservist. You have the unique task of simultaneously planning two careers. It is easy enough to simply do your job and hope for the best.  However, most of you realize that career planning is a must to succeed in this professional.

Career planning is the blueprint for a successful work life, which will lead, and aid you to achieving your maximum career potential. Just as a builder would not build a home without plans, you must also put in the time and effort to lay out a plan for your career. Difficult as this might be, the rewards far outweigh the investment.

The analogy of the builder’s blueprint is helpful in at least two ways. First, most builders realize that blueprints are rarely if ever followed exactly. Changes to the plans have to be made throughout construction as unforeseen situations occur. Career plans also must be modified periodically when dictated by new opportunities, changing family needs, or unknown roadblocks. Expect these changes, as they are a part of life. Your career plan will still be the single most important tool you have to map out your future and your success.

Second, blueprints have a set of common characteristics that make them easy to understand. Successful career planning also shares a number of common ingredients. The following list of guidelines should help you lay out a plan uniquely tailored to your potential, goals, and your experience.

Ingredients To Successful Career Planning

1. Self-analysis. Individual military technicians should conduct an honest assessment of their personalities, desires, level of motivation, etc. in order to proceed with a valid career plan. It is helpful to list these on paper and then show them to a trusted colleague or mentor for their comments.

2. Seek good advice. Each individual should continually seek advice from those people who have been successful. Pay particular attention to those who have excelled in your particular career area.

3. Ask for direction. Individuals should ask themselves where it is they want to go with their careers. Seek direction from people who can provide valuable insight into how they can achieve their career goals. This should include leaders who are in your chain of command.  Other outstanding source of information is the Military Technician Program Division at USARC.  

4. Plan. Like anything else, planning a career is just as important as attempting to achieve success. There are many individuals who have desire to achieve, and who are hard workers, but who will fail to achieve success in a career. To achieve success you need specific career goals and a detailed plan describing how and when you will achieve those goals.

5. Find a mentor. In every organization and career field there are people who have proven themselves to be successful. Find a mentor and pattern your career after that person. Seek his or her advice. Learn how to avoid the pitfalls and how to take advantage of challenging opportunities.

6. Invest your time. There are few shortcuts to success. The investment of your time is the most important thing you can do to develop your career.  Attend training courses. Read constantly. Join professional groups.  Volunteer to go the extra mile to achieve excellence for your work group.

Further your education.

7.  Continually evaluate your situation. Do not accept the status quo. Assess and reassess your goals to ensure that you are adequately developing your career. Career development is an evolving process.

8. Be Disciplined. Every individual needs to be patient in developing his or her career. Career advancement is a time consuming, slow process. Make self-development a routine part of your career development.

9. Performance is critical. How you work with others and your personal contribution to the unit's mission success is the key to future advancement. Don't accept or give anything less than your best.

Responsibilities Of Career Planning

Every Military Technician who desires promotion potential must:

· perform assigned duties successfully

· remain true to values and ethics

· keep informed of opportunities for training and advancement

· determine potential for advancement in appropriate job series and MOS 

· set individual career goals and meet them

· effectively communicate orally and in writing 

· demonstrate to the chain of command your capacity for growth 

· periodically assess your progress and make adjustments as required

As U.S. Army Reserve officers, warrant officers, noncommissioned officers, and military technicians you are required to maintain a high level of proficiency in your occupational specialties or areas of concentration. As soldiers, you are also programmed throughout your careers for increasing job responsibilities based upon your skill level, military grade, and previous position assignments.  AR 611 - 101, Commissioned Officer Classification System, AR 611 - 112 Manual of Warrant Officer Military Occupational Specialties and AR 611-201, Enlisted Career Management Fields and Military Occupational Specialties are utilized as the Army's basic career guides for military leader development. Each military technician should understand the applicable regulation as it applies to his or her military career.

Military Leadership Development: Non Commissioned Officer, Warrant Officer and Commissioned Officer leadership development training has been established to require soldiers to complete specific levels of leadership courses throughout their careers.

For NCOs the leadership development courses are:

(
Primary Leadership Development Course (PLDC) 

· Basic NCO Course (BNCOC)

(
Advanced NCO Course (ANCOC)

(
Sergeants Major Academy (USASMA)

For Warrant Officer the leadership development courses are:

· Warrant Officer Basic Course (WOBC)

· Warrant Officer Advance Course (WOAC)

· Warrant Officer Senior Course (WOSC)

For Officers the leadership development courses are:

· Officer Basic Course (OBC)

(
Officer Advance Course (OAC)

(
Combined Arms Staff Service School (CAS-3)

(
Command & General Staff Officer College (C&GSOC)

(
Senior Service College (SSC)

Civilian Leadership Development: The Army policy for development of civilian leaders identifies several courses (listed below) to ensure that civilian leaders receive solid training in Army leadership competencies. The first four courses listed are also recommended as developmental opportunities for those who are not leaders or supervisors.

(
Supervisor Development Correspondence course (ST-5000)

(
Leadership Education and Development (LEAD) Course

(
Management Development Correspondence Course (ST-6000)

· Action Officer Correspondence Course

· Army Management Staff College

(
Organizational Leadership for Executives (OLE)

(
Seminar for New Managers

(
Personnel Management for Executives (PME) 

· PMEII

 Factors Impacting On Dual Status Careers

Military technicians must simultaneously develop both their military and civilian careers. The factors listed below must be considered in career planning:

· Some restrictions apply on whether military technicians may attend certain training based upon 

      their occupational series (as a civilian) or Military Occupational Specialty (as a soldier).  

(   Time away from civilian job to perform required military training or missions can sometimes be a      

     problem.

· Funding constraints (AT/ADT or mission/school funds) often impact on the opportunity to attend institutional training.

· Priorities, including unit-training requirements, cross leveling displaced and over strength soldiers, reorganization and restructuring efforts, and force development changes often impact on career development.

· Mobility to accept either a civilian or military position assignment because of the dual status conditions of employment is a continuing challenge.

· Finally it is important to recognize the link between the military technician position and the reserve position that an individual occupies. Much of the reason for the military technician program lies in the relationship between the civilian and military duties. Career progression is related to simultaneous development and advancement of both careers.

Each of these factors are potential roadblocks but, none of them have prevented successful military technicians from achieving most, if not all of their career goals. Be aware of the challenges, but do not let them stop your progress.

The Military Technician division has the task of establishing a military technician career program, which will make the dual career movement easier.  Additional information will be provided when the program is formalized.  

The Army Reserve Technician Entry Training Course (ARTET) is for newly hired military technicians, and offers excellent basic background information on developing a career as a dual status employee. In addition, it informs military technicians of all rights, benefits, and programs, which are available to them as new civil servants.  This Course is taught at the Army Reserve Readiness Training Center, located at Fort McCoy, Wisconsin.

It is highly recommended that any military technician interested in attending the ARTET course contact their ATRRS manager at their next higher headquarters to facilitate their reservation and enrollment. All commands should immediately enroll their newly hired technicians to ensure that their technician workforce is properly orientated and made aware of the duties and responsibilities of being a military technician.

Appropriate Follow-On Functional Training (FOFT) can also be scheduled at the US Army Reserve Readiness Training Center (ARRTC) in conjunction with the ARTET for cost effectiveness of TDY funds.

Merit Placement and Promotion

The Merit Placement and Promotion Plan provides a systematic process for filling positions that are not covered by established career programs. This plan incorporates both the laws and the guidance set forth by the Office of Personnel Management (OPM).

The plan provides the policy and procedures to fill positions on the basis of merit and fitness from among the best-qualified candidates available. It also assures employees have an opportunity to develop and advance to their full potential according to their capabilities. The plan further specifies that consideration for placement and promotion is made on a fair and equitable basis, without regard to political, religious, or labor affiliations or non-affiliations, marital status, race, color, sex, national origin, non-disqualifying handicap, or age.

To be eligible for promotion in a General Schedule (GS) position in competitive service, you must meet minimum time-in-grade requirements as specified in each vacancy announcement.

Qualified employees are encouraged to apply for position vacancies announced under the plan. The level of your knowledge, skills, and abilities (KSA) necessary for a specific position vacancy is a primary factor in determining how well you will compete with other qualified candidates. If you are registered in a career program (CP) you will also be considered for vacancies in the field in which you are registered.

For Wage Grade (WG) positions, candidates should refer to the specific qualifications for each job vacancy.

The Civilian Personnel Operations Center (CPOC), at Rock Island, Illinois, recruits for vacancies within the United States Army Reserve Command (USARC) Headquarters and subordinate activities and the Military Technician (MT) Program.

There are two avenues for submitting your application package for a specific job vacancy.  A traditional hard copy resume sent through the U.S. Mail or by electronic mail.  To submit your resume through traditional U.S. Mail, you must insert the resume unfolded and unstapled into an envelope 9.5 X 12” or larger with the word “Resume” printed on the lower left-hand corner of the envelope and mail to:

NC CPOC

Rock Island Arsenal

Attn: Resume 

BLDG 102 

Rock Island, IL 61299-7650

To submit your resume by electronic mail, follow these specific instructions:

1. The actual resume must be a part of the body of the e-mail message.  Do not submit the resume as an attachment to the e-mail message.  The system cannot read attachments to e-mail.

2. In the body of the e-mail message, place “Resume” in the subject line.

3. Include a string of 10 “@” symbols immediately before the start of your text.

4. Read and follow the e-mail resume sample and instructions and send to: 

      Resume@cpocria.ria.army.mil

SEE SAMPLE RESUME ON FOLLOWING PAGE

@@@@@@@@@@

Warren  Mills

1401 Deshler Street SW, Fort McPherson, Georgia.  30330-2000

Home Telephone: 123-456-7890

Work Telephone: 404-464-9035

SSN:  123-45-6789

Source Code: 
INTMCC

Highest Permanent Grade Held: GS-0205-11, January 1999 – Present.

SKILLS

Strong communication skills, outstanding personnel management ability, firm grasp of regulations, polices and procedures, strong computer skills, an expert in my career field.

EXPERIENCE

January 1999 – Present, 40 HPW Military Personnel Management Specialist, GS-205-11, $40262.00pa.  Military Technician Program Division, Deputy Chief of Staff, Personnel, Headquarters, United States Army Reserve Command, 1401 Deshler Street S.W., Fort McPherson, Georgia.  30330-2000.

As the Military Personnel Management Specialist for the Military Technician Program Division, A major component of this position is spent in review and the interpreting of regulations, directives and reports pertinent to military personnel management for personnel under USARC command and control.  I initiate and recommend action to implement programs designed to provide optimum manning and personnel support thought out the United States Army Reserve Command.  This responsibility includes programs involving military personnel management activities such as recruitment and retention, officer and enlisted promotions; enlisted reductions; officer appointments; classification, assignment and utilization, evaluation, and transfer; discharge and retirement; enlisted qualitative retention; strength reporting; preparation and maintenance of personnel records; and information activities.  I serve as the technical advisor for the USARC Commander and his staff section on these matters and provide advises and assists to subordinate RSC and DRC commands in the field.

Reviews personnel action requests submitted to insure compliance with polices and regulations.  Develops decisions on these requests in consonance with the commanders polices.  Compose command response too congressional inquires after a complete determination of the facts and merits of each case.   

I am responsible for the design, development and success of the Military Technician Career Program, which encompasses the design; development and revamp of the Military Technician Career Guide for submission the field.  The overhaul and revise of Army Regulation 140-315 as well as other Army Regulation that have and impact on this work force; to reflect a more clear a concise understanding of employment, utilization, separation of the Military technician and establish policy and prescribes procedures for the same.  Coordinates the professional development of all Military Technicians through a strong knowledge of the information on military education career tracks with respect to their civilian career tracks.  Monitors these opportunities to ensure educational objectives are met.  Advises and counsels key personnel within the command on promotional opportunities, career planning, military education, training, and related subjects.  

Coordinates, conducts various boards such as appointment boards, elimination boards and QRB.

September 1997 – January 1999, 40 HPW Staff Administrator, GS-0301-09, $33,561.00 pa.

3rd Battalion, 104th Regiment, 3rd Brigade (CS), 104th Division (IT), 4505 36th Avenue West, Fort Lawton, Washington. 98199-5098.  LTC Hook 123-456-7890 or SSA Mike Lakey 123-456-7890.

As the Staff Administrator for the 3rd Battalion (Bn), I am responsible for the performance and supervision of a variety of technical, analytical, advisory, liaison, and coordinating duties for the Battalion Commander in accomplishing the overall function of the Battalion mission.  As the Senior Administrator I act for the commander 

WARREN MILLS 123-45-6789

in exercising the functions of command by accomplishing the Commander’s normal duties. I am responsible to the commander and higher headquarters for establishing goals, work objectives, setting mission priorities an carrying out plans for the accomplishment of Administration section (S1), Training / Operations section (S2/3), Logistics and Supply section (S4) and the Fiscal budget for this Battalion.  This operation encompass a geographic area of 12 western states (Region G) approximately 1.2 million square miles or 40% of the Continental United State as well as 3 sites outside of the Continental United State: Alaska, Hawaii, and Guam.  Supervise and direct the day to day activities for the Ban S-1, S-2/3, S-4 and Fiscal budget throughout Region G.  Exercise supervisory personnel management responsibilities over the civilian and military personnel; this encompass the rating of personnel using the NCOER system, OER system for military personnel and the Civilian Performance Appraisals TAPES system for non-military personnel.  Ensure all Battalion actions are in accordance with current Army and EEO policies. Receives, interprets, analyzes, and develops directives, policies and procedures governing Bn operations.  Provides technical guidance and assistance to the Bn staff and other Bn personnel on the implementation of regulations, directives, policy and instructions received for higher headquarters.  Advises, assists, make corrections and monitors the Battalion staff on all action though-out my area of responsibility.

I maintain direct liaison with appropriate functional TRADOC proponent Schools, State Adjutants General  /Post Commander and higher level headquarters to insure the BN operates under the most current regulations and procedures.  Prepares and assures the preparation and maintenance of the yearly training plan/program.  Assures training literature requirements are identified and requested.   This includes the receipt of all courseware, inventory, material and equipment.  Aids the commander in identifying qualified staff and faculty.  Coordinates action to contract qualified instructors to teach complex courses.  Assures the availability of proper educational facilities and equipment.  Provides support to all instructors and assures they have the necessary material and equipment to conduct successfully training and instruction.  Coordinates with staff on courses and student enrollment statistics.  Analyzes, verifies and identifies potential program problem areas and recommends corrective action.  Serves as the primary Test control 

Officer and assures controls are in place for safeguarding test materials for all courses.  Monitors and assures the proper maintenance of student statistical data.  Receives and interprets directives 

from higher headquarters concerning mobilization planing.  Coordinates special MOS training for mobilizing units.  Maintenance the Bn alert rosters.   

Manages and maintains the automated systems for school quotas and assignment of school spaces.  Provides authoritative advice and assistance to Bn personnel in the proper operation and maintenance of the Army Training Requirement Reporting System (ATRRS) and Monitors the Army Program for individual Training (ARPRINT) and advises the commander of known constraints for presentation to higher headquarters.  Processes ATRRS password application for the Bn operators and forwards through the chain of command for approval.  Updates class status information on ATRRS and ensures instructor qualification records and student records are maintained.  Conducts training for unit personnel on the use of ATRRS.  Prepares reports as needed.

Directs, plans and developments funding requirements and priorities, both RPA and OMAR funds for the Bn. Provides recommendations for action based upon factual data obtained and analyzed from prior fiscal year budgets.  Monitors the execution of the approved budget.  Reviews budget items i.e. IMPAC card, phone/calling card bills, ADA, RMA, AT, ADT, ADSW and logistic funds. Maintains all Bn finance records, reports and finance 

action throughout Region G.  Assures the accomplishment of work associated with such administrative activities as maintaining and processing personnel and payroll actions, maintaining various files and records, and the preparation of a variety of reports, through the use of various automated systems such as, CLAS, BLAS, ADARS, ATRRS, RFO, SIDPERS-USAR software.   Performs periodic quality control reviews to include personnel pay actions, travel pay actions, and other finical action incurred by the Battalion operations/mission.  Ensures accurate accounting and documentation occur and identifies abuse, errors and implements appropriate action to correct and prevent future occurrence of this type. 

WARREN MILLS 123-45-6789

Represent the commander in the area of public and community affairs.  Coordinates Bn participation in public events i.e. parades, project, and displays.  Attend annual training pre-camps, TDA, commanders and other conferences as required.  Represents the commander on planing boards or meetings concerning project which have Bn involvement.  While involved in these events coordinates with appropriate officials concerning responsibilities, which may involve contracts with labor unions, city, county and state officials.  

Serves as the key point for contact regarding recruitment and retention for the Bn. Interviews, counsels and explains benefits to prospective reservists and re-enlistees, maintains liaison with local Army Recruiting personnel; monitors unit strength to assist the commander in meeting end strength objectives and retention goals.  

Serves as the Facility Manager for the Harvey Hall USAR Center. This encompass the following area’s space management, facility equipment, furniture, supply’s, physical security, center access, fire protection, safety and occupational health and facility operations.  Strong knowledge of Army Regulation 104-483 Army Reserve Land and Facilities Management. 

April 1996 – September 1997, 40 HPW Unit Administrator, GS-0303-07, $26,760.00 pa.

949th Transportation Company, 1176th USATTB, 99th Regional Support Command, 700 East Ordnance Road, Baltimore, Maryland 21226-1790. CPT R.J. Good 123-456-7890.

Responsible for the performance and supervision of a variety of technical, analytical, advisory, budgetary, liaison and coordinating duties for the Company Commander in accomplishing the overall function of the Company mission. Acts for the Commander in exercising the functions of command by accomplishing the Commander’s normal duties.  Responsible for the establishing of goals, work objectives, setting mission priorities and carrying out plans for the accomplishment of Administration section (S-1), Training and Operations section (S2/3), Logistics and Supply section (S-4) and the fiscal budget for the Company.  Receives interprets, analyzes, develops directives, policies and procedures for governing the Company and the Det.  Direct the day to day activities and exercises supervisory personnel management responsibilities over the full time staff 6 AGR NCO’s, 2 Active Component NCO’s and 1 GS-303-06 and 2 GS-303-05 DAC.  Serves as the Facility Manager for the USAR center (i.e. space management, facility equipment, furniture, supply’s, physical security, center access, fire protection, safety and occupational health and facility operations).  

EDUCATION

Business Administration, Harvard University, Norman, Oklahoma

SPECIAL TRAINING:

The United States Army Reserve Readiness Training Center Fort McCoy, Wisconsin: May 1998 Army Training Requirement and Resources System (ATRRS) Course, April 1997 Company Trainers Course, March 1997 USAR Personnel Management Course, November 1996 Facility Management Course, September 1996 USAR Unit Pay Administration Course, May 1996 USAR Unit Administration Basic Course.

The United States Army Director of Contraction Fort Lewis, Washington: October 1997 International Merchant Purchase Authorization Card (IMPAC) Training.

The United States Army Military Education: December 1997 Advance Non-Commissioned Officer Course (ANCOC), April 1995 Basic Non-Commissioned Officer Course (BNCOC), July 1989 Primary Leadership Development Course (PLDC).

Other Military School and Course: 1996 Combat Lifesaver Course, 1993 Drill Sergeant Leader Course, 1992 Airborne School, 1989 Drill Sergeant School, 1989 Infantry School, 1987 Tow Missile Course and 1987 Cavalry Scout School. 

Once you have your resume on file in the system, you may apply for vacancies by Self-Nomination.  You need to call (toll free) 1-888-547-4027 or (309)-782-3791 or send an e-mail to Self-NOM@cpocria.ria.army.mil and provide your name, SSN, telephone number and the advertisement number for which you wish consideration. You may also FAX your self-nominations only  (toll free) 1-800-760-4565 or (309)-782-4391 or DSN 793-4391.  Do not submit resumes by FAX.  Any resumes sent by FAX will not be accepted.  

North Central Region Source Codes

If Serviced by this CPAC:




Your Source Code is: 

Fort McCoy, WI






INTMCC

Rock Island Arsenal, IL(all employees except COE)

INTROC

TACOM, Detroit, MI





INTAC

Huntington COE, Huntington, WV



INTHUN

Pittsburgh COE, Pittsburgh, PA



INTPIT

Rock Island COE, Rock Island, IL



INTRID

St. Paul COE, St Paul, MN




INTSTP

If you are not currently a permanent employee serviced

by any of the North Central Regional CPACS

EXT

In order to apply for any of these positions, you need to obtain a copy of the announcement to determine application procedures.  Announcements can be obtained using any of the following methods:

1. Fort McCoy Fax-on- Demand System.  The two types of USARC and MT Program announcements on the Fort McCoy  Fax on Demand System are listed below.  To receive the announcement from the Fort McCoy Fax-on Demand System , you need to do the following:

STEPS

MERIT PROMOTION VACANCIES

DELEGATED EXMINING          

                                                                                                 

 AUTHORITY VACANCIES 

                                                                                                 

 (Open to the Public)

Call the Fax on 

608-388-5127 Comm. 



608-388-5127 Comm.

Demand number

or





            or


      DSN 280-5127




DSN 280-5127

Menu 1

Select “1” – Job Vacancy Information

Select “1”- Job Vacancy 










Information

Menu 2

Select “1”- ART Merit Promotion


Select “2”- Other Vacancies



Announcements


Menu 3

Select “4”- Other Documents.  Enter

Select “3”- Vacancies by 



Document number listed on the index 

Document number listed on 



under the column titled Fort McCoy 

index under the column titled



Fax on Demand Document Number

Fort McCoy Fax on Demand 











Document Number

2. Internet Sites.  There are several web sites from which you can access USARC and MT 

Program vacancy announcements:  

a. Rock Island CPOC Web Site at http://ncweb.ria.army.mil/cpoc/indes.htm.

  b.  Office of Personnel Management (OPM) Web Site at http://www.usajobs.opm.gov/a9.htm.

3. Telephone:  Will allow you to hear the latest vacancies. 

a. Fort McCoy Job line telephone is (608)-388-5627 or (608)-388-JOBS (5627).

  b.  Rock Island Vacancy Hotline 1-888-253-1842 or (309)-782-4197.

Resumix On-Line Applicant Response (ROAR)

ROAR will give RESUMIX applicants their status when you apply on a RESUMIX announcement.  ROAR contains the applicants information for all RESUMIX announcements that you  have applied for during the last 120 day .  You may access ROAR s Web page at the following address:

http://ncweb.ria.army.mil/cpoc/index.htm, then click on the line application status button.  When the  next screen appears enter your SSN and last name and press the enter key and your status will appear.

Chapter Three -- Training

Employee Training and Development

Commanders and supervisors are responsible for assisting each military technician in their development. This is achieved by determining the areas where training is needed, helping to develop a plan for improving skills and abilities, and providing training opportunities that will meet the needs of the organization and assist in the individual's personal development. Even though management must make the final determination regarding the need for training, you should stay involved and let your supervisor know when you have training and development needs.

While the commander or supervisor is responsible for assisting, each military technician is responsible for his or her own development. The desire for development and the physical and mental effort necessary to increase your knowledge and skills in any training rests with you. Regardless of how effective and well prepared the instructor or supervisor may be, you must be receptive to the material presented if the training is to be successful.

A great deal of training, which you will receive, will be on-the-job training given by your supervisor or an experienced co-worker. If you have a supervisory position, you will be given mandatory correspondence and classroom training in supervisory responsibilities. This training will aid you in training employees under your supervision, in orienting new employees, and in developing an efficient, well-motivated work group. Off-the-job training opportunities may also be made available to you.

In addition, many opportunities are available to you for self-development. Self-development efforts are indicative of an employee's initiative, ability to learn, and desire to improve. Each military technician is encouraged to seek continuous self-development as circumstances and time permit.

Civilian Career Development Training

Most civilian training must be job related.

Recent OPM amendments to the Government Employees Training Act (signed 31 March 1994) were designed to reduce restrictions on civilian training. These amendments:

· Allow managers to focus on the organizational mission.

· Take advantage of the available training courses from private industry as well as government.

(
Ease the employee's efforts to become adept at all skills they need as empowered workers and

      leaders.

Employees who are supervisors need to have additional training opportunities in order to be able to successfully supervise other employees. These include, Supervisor Phase I & II Training courses, Army Leadership Development course, ect.

Training opportunities for civilians include:

· On-the-job training.

· Formal training courses or institutional training.

· Correspondence courses.

· Functional workshops/seminars.

· College courses.

Some common resources for training and self-development are:

· US Army Reserve Readiness Training Center (ARRTC). The ARRTC courses are designed to provide military and civilian personnel who enter full-time support to the USAR with the knowledge and skills necessary to perform their assigned duties in the pre-mobilization environment. The ARRTC is located at Fort McCoy, Wisconsin. Courses are identified in USARC Regulation 351-1. A list of courses is provided in Appendix C.

· Senior leader training. There are many training programs that focus on leader development,  which are offered by several government agencies. These include LEAD, OLE and other supervisors' courses, Office of Personnel Management (OPM) courses for GS 12 and higher executives, and the Army Management Staff College. Civilians may be selected to attend the Army Command and General Staff Officers' Course, the Army War College, or similar level courses offered by Air Force, Navy, and Department of Defense.

· Education services specialists are available at the regional support commands and active duty installations. These individuals are knowledgeable concerning the full range of training and educational opportunities. They have specific information regarding financial assistance that is available and they are aware of current training courses that may be offered in your area. Contact your command education specialist to see how they can help you reach your professional goals.

· ATRRS POCs are located in most units. The POCs have access to the Army's professional development and NCOES courses available through the Army Training Requirements and Resource System (ATRRS). They can help you determine the availability of training seats and obtain quotas in these courses.

· Correspondence courses. Courses are offered through the Army, Navy, and Air Force, by universities, and through other training organizations. You are eligible to enroll in the Army correspondence courses (Army Pam 351-20) at no expense. Courses from other sources may involve a cost and must be job related. Your organization may be able to assist you in meeting 

      some expenses.

(
College, university, and technical schools. Most institutions of higher learning offer courses in the evening for the convenience of individuals who work a regular job. Some also offer weekend seminars. Financial assistance may be available from these schools or you may be eligible for the    GI Bill or tuition assistance from the Army.

(
City libraries. These facilities contain many excellent books and periodicals well suited for self-development. The library personnel will gladly assist you in identifying appropriate materials. The following library services may be of special interest:

1.
Microfiches of college catalogs.

2.
Preparation material for most major tests such as CLEP, SAT, ACT, GRE, LSAT, etc.

3.
Self-study books in areas such as language and basic math.

4.
Computer listing of careers and requirements needed.

5. Reference books on scholarships and grants.

· Army schools. DA Pam 351-4 is a catalog listing courses of instruction available through Army schools and training centers. Nomination for attendance is made at the organizational level and quotas are available through ATRRS.

· Non-government training. Private vendors can supplement in-service and self-development activities. Payments of certain costs of non​ government training may be paid by the initiating organization if funds are available and the training is job related.

Training and Educational Planning

With so many opportunities for training and education, each military technician will have to determine which courses are most important to his or her development. Training courses must be balanced against mandatory military professional development courses for NCOs and officers.

Individual military technicians must also weigh the value of furthering their education in seeking one or more college degrees. A college degree is often a key ingredient to enhancing your performance on the job and to increase your potential for further advancement.

In today's rapidly changing world that is ever more dependent on advanced technology, education and training must be a life long pursuit. There is not enough time to take advantage of every opportunity so it will be to your advantage to map out a training development plan as a critical part of your personal career planning.

One way to do this is to list the years of your career. Once you have laid out this time line, then plot onto it your required officer or NCO training courses.  Next review the functional training courses that you will need to take at the Army Reserve Readiness Training Center (ARRTC) for your military technician career field. Many of these courses are listed in the career models (chapters 5 through 9). Finally, review the education you believe will be necessary for your future advancement and overlay a plan to get a degree. Please see Chapter 10, Creating Your Career Plan, for more information on how to plan for training and career development.  All of this is important if you wish to achieve your full potential. Good training and educational planning are essential for increased  job performance and promotion competitiveness.

Chapter Four -- Structure

Military Technician Force

As of February 2001, there are 7093 authorized USAR military technicians positions.  Four of these position are at USARC in the Military Technician Program Division and the remaining positions are located throughout the commands.   Of these, 61% were General Schedule (GS) employees and 39% were Federal Wage System (WS/WL/WG) employees.  USAR membership for an estimated 80.2% of the military technician work force is made up of enlisted soldiers. The remaining 19.8% is divided between officers (11.6%) and warrant officers (8.2%).

Structure Overview

Military technician positions fall largely into one of five levels. These levels are:

· Executive Management

(
Senior Management Level at Regional Support Commands (RSCs) and Direct Reporting Commands.

(
Mid-Level Management at Brigades, Groups

(
Intermediate Level at Battalions

(
Basic Level at Companies, Detachments

Military technician job descriptions are associated with one of these specific levels of management.

Most military technician positions also fall into one of five primary career areas which are identified as:

· Personnel and Administration

· Supply and Logistic

· Training

· Resource and Information Management

· Maintenance

Not all military technician job descriptions fit neatly into one of the five career areas. If yours does not, there may be few opportunities for advancement as a military technician and you may want to consider how you could qualify to work in one of the five primary areas.

It should be helpful to see the structure of a command Table of Distribution and Allowance (TDA) of the positions available in each of these careers. These are listed in this chapter and the following five chapters which deal with the five primary career areas.

Regional Support Command (RSC) Headquarters TDA

The following TDA is an example of the structure that might be found in a RSC.   It includes both

Military Technician and Civilian positions. It is notional and does not represent an actual TDA.

OFFICE




POSITION


GRADE

Ofc of CG




CXO



GS-0301-14

Ofc of DCG




Civil/Military Projects Officer
GS-0301-12

DCSPER




Military Personnel Officer

GS-0205-13







Budget Analyst


GS-0560-09







Personnel Mgmt Specialist

GS-0201-11


Personnel Mgmt Division


Military Personnel Mgmt Spec
GS-0205-12







Military Personnel Mgmt Spec
GS-0205-11


Human Resource Division


Military Personnel Mgmt Spec
GS-0205-12







Family Program Coordinator
GS-0101-11







Drug Demand Reduction Spec
GS-0301-11







Equal Opportunity Specialist
GS-0360-11


Reserve Personnel Division

Military Mgmt Specialist

GS-0205-12







Military Personnel Mgmt

GS-0205-11


Strength Mgmt Division


Education Service Specialist
GS-1740-11


PMO




Physical Security Specialist
GS-0080-11







Physical Security Specialist
GS-0080-09

DCSOPS




Staff Opns & Tng Officer

GS-0301-13







Budget Analyst


GS-0560-11


Opns &Intel Division


Staff Opns Officer

GS-0301-12







Staff Opns Specialist

GS-0301-11


Training Division



Staff Training Officer

GS-0301-12







Staff Training Specialist 

GS-0301-11







Staff Training Specialist

GS-0301-09

DCSLOG




SLMS



GS-0346-13







Log Mgmt Spec (Auto Sys)
GS-0346-11







Budget Analyst


GS-0560-11


Transportation and Svcs Division

Food Service Specialist

GS-0301-11







Logistic Mgmt Specialist

GS-0346-11


Sup & Mgmt Division


Supv Gen Sup Specialist 

GS-2001-12







Supv Maint Mgmt Specialist
GS-1601-12







Logistic Mgmt Specialist

GS-0346-11







Supv Equip Spec (Gen)

GS-1670-12







Supv Equip Spec (Gen)

GS-1670-12







Supv Equip Spec (Gen)

GS-1670-12

DCSIM





Info Mgmt Officer

GS-0301-13


Admin Svcs Division


Info Mgmt Specialist

GS-0342-09







Spt Svcs Specialist

GS-0342-09


Auto & Tele Division


Info Mgmt Specialist

GS-0301-12







Telecommunication Specialist
GS-0391-11







Computer Specialist

GS-0334-11

Regional Support Command (RSC) Headquarters TDA Continued

OFFICE




POSITION


GRADE

DCSCOMPT




Resource Mgmt Officer

GS-0501-13


Pay Division



Fin Reg Specialist

GS-0501-09


Budget Division



Budget Analyst


GS-056012







Budget Analyst


GS-0560-11







Budget Analyst


GS-0560-09







Budget Analyst


GS-0560-09







Budget Analyst


GS-0560-09







Budget Analyst


GS-0560-09







Budget Assistant


GS-0560-07

DCSFOR




Supv Mgmt Analyst

GS-0343-13


Force Interg Division


Mgmt Analyst


GS-0343-12







Mgmt Analyst


GS-0343-11


Manpower Division


Mgmt Analyst


GS-0343-12

DCSENG




Budget Analyst


GS-0560-11







Budget Analyst


GS-0560-09







Budget Assistant


GS-0561-07


Opns Division



Fac Mgmt Officer

GS-1640-13







Fac Mgmt Specialist

GS-1640-12







Fac Mgmt Specialist

GS-1640-12







Fac Mgmt Specialist

GS-1640-12







Fac Mgmt Specialist

GS-1640-12







Fac Mgmt Specialist

GS-1640-11







Pro Tech


GS-1106-07







Pro Tech


GS-1106-07


Plans Division



Community Planner

GS-0020-12







Gen Engr


GS-0801-11







Realty Specialist


GA-1170-11







Realty Specialist


GA-1170-09


Environmental Division


Envir Protection Specialist

GS-0028-11







Envir Protection Specialist

GS-0028-11







Envir Protection Specialist

GS-0028-11

IRAC





Auditor 



GS-0511-12

PAO





Public Affairs Specialist

GS-1035-11







Public Affairs Specialist

GS-1035-09

SAFETY




Safety & Occ Health Specialist
GS-0018-12







Safety & Occ Health Specialist
GS-0018-11







Safety & Occ Health Specialist
GS-0018-11







Safety & Occ Health Specialist
GS-0018-11

SUMMARY OF RSC POSITIONS

Total of 79 Positions

GS 14…..01

GS 11…..31

GS 13…..07 

GS 09…..13

GS 12…..23

GS 07…..04

RSC Management Levels

The career areas and management levels for a notional Regional Support Command can be illustrated by the following table. These positions are some of the most common positions found in an RSC but they represent only a few of the types of positions. For wage grade position information please see Chapter 9, Maintenance Careers.

Note, this table is not designed to show all positions and units in the U.S. Army Reserve. In addition, this table does not represent all command elements and levels.





Management Level

	Executive

Management
	Command Executive Officer (CXO) GS-0301-14

	Senior-Level Management

USARC, RSC and DRC
	Personnel and Administration
GS-0205-09/13
	Logistics and Supply


GS-0346-09/13    GS-160l-11 /12
GS-1670-12
	Training


GS-0301-09/3
	          Resource and
          Information Mgmt

GS-0501-11/13
GS-0343-11/13
GS-0301-11/13

	Mid-Level
Management
Brigades
	GS-0205-09/11
GS-0303-05/09
	GS-0346-07/11
GS-0301-08/11
	GS-0301-09/11
	GS-0560-09/11
GS-0343-09/11

	Intermediate Level
Battalions
	GS-0303-05/08
	GS-0303-06/07
	GS-0301-07/09 

GS-0303-07
	GS-0303-06/07

	Basic Level
Companies, Support
Facilities
	GS-0303-04/07
	GS-0303-04/07
GS-2005-04/06
	GS-0301-07
GS-0303-07
	GS-0301-07


Executive Management

The Executive Management positions are currently the highest graded military technician positions. These positions are found in RSCs, Regional Support Groups (RSGs), and Direct Reporting Commands (DRCs). There are approximately 33 command executive officer positions.  They are in job series 301 and are graded at the GS 13 or GS 14 level. The grade is determined by the appropriate classification authority, which takes into account many complex related factors.

Military Technician Positions by Grade

The following Chart illustrates the approximate number of military technician positions for each of the GS and WG grades. The number of wage grade positions equals about 39% of these positions.

GENERAL SCHEDULE
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FEDERAL WAGE SCHEDULE
	SERIES
	GRADE
	Total Of SSAN
	100TH DIVISION (IT)
	104TH DIV (IT)
	108TH DIVISION (IT)
	143 TRANS CMD
	19TH TAACOM
	244 AVN BDE
	310TH TAACOM
	311 COSCOM
	335 SIGNAL COMMAND
	377TH TAACOM
	3D MEDICAL COMMAND
	412 ENGR COMMAND
	416TH ENCOM
	63RD RSC
	65TH RSC
	70TH RSC
	75TH DIV (EX)
	77TH RSC
	78TH DIV (EX)
	7TH ARMY RESERVE COMMAND
	80TH DIV (IT)
	81ST RSC
	84TH DIV _IT_
	85TH DIV (EX)
	87TH DIV (EX)
	88TH RSC
	89TH RSC
	90TH RSC
	91ST DIV (EX)
	94TH RSC
	95TH DIV (IT)
	96TH RSC
	98TH DIV (IT)
	99TH RSC
	ARMY RESERVE PERSONNEL CENTER
	SATT
	US ARMY RESERVE COMMAND
	USACAPOC
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	09
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	5
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	10
	3
	2
	16
	28
	17
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	10
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	0303
	07
	1619
	14
	21
	20
	18
	4
	22
	24
	4
	9
	7
	1
	1
	7
	74
	30
	35
	16
	86
	15
	7
	26
	261
	26
	14
	19
	209
	116
	141
	20
	51
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Information on Chapter 5 through 9

The following chapters deal with the primary career areas.  You only need to read those sections and chapters, which may be of interest to you.

· Chapter 5, Personnel and Administration Careers

· Chapter 6, Supply and Logistic Careers

· Chapter 7, Training Careers

· Chapter 8, Resource and Information Management careers

· Chapter 9, Maintenance Careers

Chapter Five -- Personnel and Administration Careers

Progression within the field of personnel and administration is focused on succeeding higher levels of responsibility at the company, battalion, brigade or group, and at major support command headquarters. Entry level positions are GS-04/05 Military Personnel Clerks and USAR Unit Administrative Technicians.

Unit Administrators at the GS-05 through the GS-07 grades offer career progression. Specialization in facilities management is receiving more emphasis and military technicians in these positions should take advantage of opportunities for training and education to increase their knowledge, skills, and abilities.

As Military Technicians move up the career ladder they may find opportunities for promotion as Supervisory Staff Administrators or Military Personnel Management Specialists (GS-09 through GS-12). Additional positions are found as Military Personnel Officers through the grade of GS-l3. Military technicians should also consider other career fields such as training and logistics to increase their options.

Review the Filled Positions Sorted by Job Series and Filled Positions Sorted by Grade chart below for the types of positions, the associated grades, and the numbers of current positions currently occupied. These positions may be trainee or developmental, that is, they may be recruited for and filled at a lower grade than the target position, with career progression to the target grade over a period of time. Be aware that these are estimates of the total number of positions. Because there are frequent adjustments to force structure, many changes will occur over time.

The Military Technician Career Template gives approximate guidance on available courses of instruction at the ARRTC. The order of these courses is not meant to give either a timeline or a specific sequence to follow. You and your chain of command will determine the best courses to attend and the most appropriate sequencing based on your experience and the needs of the chain of command.

It must be noted that attendance at these courses does not ensure that an individual is ready for promotion or that there will be an opportunity for promotion. Because of the competitive nature of the military technician positions, those wanting to compete for vacancies should be actively engaged in personal development throughout their careers. The key to success and promotion potential has always been individual performance.
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Military Technician Career Template

GRADES
OPERATIONAL ASSIGMENTS

GS-05/07
Company Unit Administrator

GS-07

Company Unit Administrator, SAA

GS-08/09
BN SAA, BDE SAA, MPMS

GD-10/11/12
BN/GP/BDE SSA, RSC MPMS

GS-13

RSC MPO

GS-13/14
CXO

ARRTC INSTITUTIONAL TRAINING

Army Reserve Technician Entry Training Course (ARTET)

     Unit Administration Basic Course (UABC

          Basic Computer/CLAS Course (BC3)

              Unit Records Administration Automation Course (URAAC)

                   USAR Basic Supply Course (BSC)

                        ATRRS Course

                              Facility Managers Course (CTC)

                                   USAR Personnel Management Course (PMC)

                                           Other ARRTC Course that may apply to your specific organization needs

NCO DEVELOPMENT

NCO RANKS, OPERATIONAL ASSIGNMENT AND NCO INSTITUTIONAL DEVELOPMENT

SPC

SGT


SSG


SFC

MSG

SGM



Tm. Leader

Asst. Sec NCOIC
PMNCO
Per Mgt Supv.
Div Pers SGM



Pers. SGT

Pers.  Supv. 

PSNCO
1SG

Commandant









PAC Supv. 

PLDC

BNCOC

ANCOC

Battle Staff
       
USASMA









1SG Course

NCO SELF DEVELOPMENT

Prior to attending PLDC complete:  English Composition, Basic Mathematics, and Computer Literacy

Prior to attending BNCOC complete:  Communications, Personnel Supervision,  and Behavioral Science

Prior to attending ANCOC complete:  Principles of Management, Organization Behavior, Information Management System, and  Technical Writing

Prior to attending USASMA complete:  Research Techniques and Human Resource Management

RECOMMENDED Career Management Field (CMF)-RELATED COURSES AND ACTIVITIES

Skill Level 10: Fundamentals of English, Intro. to Data Processing, Business Math, Army Career Correspondence Program (ACCP) for 71C, L, ACCP for 75B, H, F, and Z

Skill Level 20: English Comp II, Intro to Business, Algebra, Principle of Mgt., Fundamentals of Education, ACCP: Basis Level Sustainment Training Course

Skill Level 30: Speech, Supervisory Management, Computer Programming, Algebra, Educational Psychology, Psychology of Learning, ACCP: Advanced Level Sustainment Training Course

Skill Level 40: Statistics, Applied Management, Creative Writing, DataBase Mgt., Political Science, 

Personnel and Administration
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Military Technician Career Template

Continued
Office Automation, World Geography

Skill Level 50: Behavioral Science, Public Relations, Business Communications, Organizational Effectiveness and Logic

RECOMMENDED CMF-RELATED CERIFICATION OR DEGREE GOAL

By your 10th year of service:

AA or AS in one of the following: Liberal Arts, Management or Business (Any Specialty), English, Computer Science, Public Relations, Economics, Marketing, Behavioral Science, Educational System Technology.

By your 16th year of service:

BA or BS in one of the following: Liberal Arts, Management or Business (Any Specialty), English, 

Computer Science, Public Relations, Economics, Marketing, Behavioral Science, Educational System

Technology.

OFFICER DEVELOPMENT

OFFICER RANKS, OPERATIONAL ASSIGNMENT AND INSTITUTIONAL DEVELOPMENT

2LT/1LT

CPT

 MAJ


LTC


COL

Chief Pers Act XO,
Chief Off Mgt  DISCOM/GRP S1
G1/BN/Cdr/PS Cmd
RSC, USAR, OCAR

S1/ADJ

Chief Enl Mgt
 Cdr PSC

Dep Cdr Pers Svc
Staff

Postal Off

Ops Off CO     S3/XO Dep G1,Sep
Div Pers GRP

Tm Chief Repl Det
RSC Staff
 BDE Chief Str Mgt
RSC, USAR, OCAR

Tng Officer

S1/ADJ,XO
 Chief Pers Op Br
Staff




/S3

 RSC, USAR, OCAR

  




 Staff

OBC Must be completed by 3d year of service.

OAC Must be completed by 14th year of service.

CAS3 Must be completed for promotion to Major.

CGSOC Must  complete 50% for promotion to Lieutenant Colonel and complete 100% with in three years of promotion to Colonel.

SSC Must be completed for promotion to BG.

OBC


OAC
CAS3
50% CGSOC

CGSOC
SSC

OFFICER SELF DEVELOPMENT

Lieutenant Phase (years 1- 6)  Complete bachelor degree.  Seek troop unit staff and command assignment.

Captain Phase (years  7-13  ) Seek troop unit staff and command assignments.

Major Phase (years 14-21)  Seek assignment in command and staff position at USAR Major Support Commands or other Headquarters.

Lieutenant Colonel and Colonel Phase (years 22-30) Seek assignment in MSC, RTU or IMA command and staff positions.
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Chapter Six -- Logistics and Supply Careers

Progression within the field of logistics and supply is focused on succeeding higher levels of responsibility at the company, battalion, brigade or group, and at major support command headquarters. Entry level positions are GS-O4/05 Maintenance Admin. Clerks and Supply Clerks.

Supply technicians at the GS-O5 through the GS-O7 grades and positions in related jobs offer career progression. Specialization in food services offers possible career positions for a limited number of military technicians in the grades 07 through 11.

Military Technicians will find advancement possibilities as logistics management specialists or facility management specialists (08 through 11). Additional positions are found as Equipment Concentration Site (ECS) managers and supervisory equipment specialists through the grade of 12.

The largest number of GS-13 graded positions are as supervisory logistics management specialists. Military technicians should also consider qualifying for other fields to increase the number of positions they can compete for.

Review the Filled Positions Sorted by Job Series and Filled Positions Sorted by Grade chart below for the types of positions, the associated grades, and the numbers of current positions currently occupied. Be aware that these are estimates of the total number of positions. Because there are frequent adjustments to force structure, many changes will occur over time.

The Military Technician Career Template gives approximate guidance on available courses of instruction at the ARRTC. The order of these courses is not meant to give either a timeline or a specific sequence to follow. You and your chain of command will determine the best courses to attend and the most appropriate sequencing based on your experience and the needs of the chain of command.

Other courses should be considered for more senior managers. This includes courses available through Army Logistics Management Center (ALMC) at Fort Lee, Virginia. Contact ALMC for the most current course information and class availability.

It must be noted that attendance at these courses does not ensure that an individual is ready for promotion or that there will be an opportunity for promotion. Because of the competitive nature of the military technician positions, those wanting to compete for vacancies should be actively engaged in personal development throughout their careers. The key to success and promotion potential has always been individual performance and mobility.

Logistics and Supply

Military Technician Career Template

GRADES
OPERATIONAL ASSIGMENTS

GS-05/07
Supply Clerk and Maintenance Administrator Technician

GS-07

Supply Technician and  Maintenance Administrator Technician

GS-08/09
BN/GP/BDE Logistic Management Specialist

GD-10/11/12
BN Supervisor Equipment Specialist and Log Management Specialist

GS-13

RSC Supervisor Management Specialist

GS-13/14
CXO

ARRTC INSTITUTIONAL TRAINING

USAR Basic Supply Course (BSC)

     Property Book Course 

          Basic Computer/CLAS Course (BC3)

              Maintenance Course (MC)

                   Logistics Management Course (LMC)

                        Facility Managers Course (FMC)

                                   Unit Movement Officer Course (UMOC)

                                           Other ARRTC Course that may apply to your specific organization needs

NCO DEVELOPMENT

NCO RANKS, OPERATIONAL ASSIGNMENT AND NCO INSTITUTIONAL DEVELOPMENT

SPC

SGT


SSG


SFC

MSG

SGM



Squad Leader

Ops Sergeant

Plt Sergeant
1SG

SGM 

PLDC

BNCOC

ANCOC

Battle Staff
       
USASMA









1SG Course

NCO SELF DEVELOPMENT

Prior to attending PLDC complete:  English Composition, Basic Mathematics, and Computer Literacy

Prior to attending BNCOC complete:  Communications, Personnel Supervision,  and Behavioral Science

Prior to attending ANCOC complete:  Principles of Management, Organization Behavior, Information Management System, and  Technical Writing

Prior to attending USASMA complete:  Research Techniques,  Human Resource Management and Senior Supply Service Sergeant Course (ACCP or Resident Course)

RECOMMENDED CMF-RELATED COURSES AND ACTIVITIES

Skill Level 10: Fundamentals of English, Intro to Data Processing, Business Math

Skill Level 20: English Comp II, Intro to Business, Algebra,  Role of the Military, Human Growth & Development ACCP: QM 2063-9

Skill Level 30:  Speech, Supervisory Management, Computer Programming, Counseling Principle, Algebra, Contemporary Moral Issues,  Stress & Crisis Management, ACCP: QM 0311-5 Word Processing Database Management 

Skill Level 40:  Statistics, Accounting I, Finance, Personnel Finance, Principles of Business, Economics, 

Logistics and Supply

Military Technician Career Template

Continued

ACCP:  QM3401-9, 3402/5

Skill Level 50:  Behavioral Science, Public Relations, Business Communications, Organizational Effectiveness and Logic, ACCP:  QM 0197-5,3404-A

RECOMMENDED CMF-RELATED CERIFICATION OR DEGREE GOAL

By your 10th year of service :

AA or AS in one of the following:  Liberal Arts, Management or Business( Any Specialty).

By your 16th year of service:

BA or BS in one of the following:  Liberal Arts, Management or Business (Any Specialty), Economics, Marketing, Human Resource Management,  Education, Computer Science, Political Science, History.  

OFFICER DEVELOPMENT

OFFICER RANKS, OPERATIONAL ASSIGNMENT AND INSTITUTIONAL DEVELOPMENT

2LT/1LT
CPT


 MAJ


LTC


COL

PLT Ldr
CO Cmd, BN S4,
BN XO/Spt Opns
BN Cmd

BDE Cmd

CO, XO
MMC, BN DISCOM
BDE S3/S4

DISCOM

Dr of Log

BN Staff
MSC Staff, Log Off
Asst S/4

Senior Staff Off
Chief of Staff

OBC Must be completed by 3d year of service.

OAC Must be completed by 14th year of service.

CAS3 Must be completed for promotion to Major.

CGSOC Must  complete 50% for promotion to Lieutenant Colonel and complete 100% with in three years of promotion to Colonel. 

SSC Must be completed for promotion to BG.

OBC


OAC
CAS3
50% CGSOC

CGSOC
SSC

OFFICER SELF DEVELOPMENT

Lieutenant Phase (years 1- 6)  Complete bachelor degree.  Seek troop unit staff and command assignment.

Captain Phase (years  7-13  ) Seek troop unit staff and command assignments.

Major Phase (years 14-21)  Seek assignment in command and staff position at USAR Major Support Commands or other Headquarters.

Lieutenant Colonel and Colonel Phase (years 22-30) Seek assignment in MSC, RTU or IMA command and staff positions.






Chapter Seven – Training Careers

Progression within the field of training is limited to the job series: 301, 303, and 1702.  These jobs are found primarily at the battalion, brigade or group, and at major support command headquarters.  Entry level positions are GS-07 USAR school administrator assistants and staff training specialists.

Staff Operations and Training Specialist (SOTS) and USAR School administrators at the GS-09 grade offer career progression.  Military technician should take advantage of opportunities for training and education to increase their knowledge, skills and abilities.  Military Technicians may want to consider seeking jobs in other career areas if they see restricted upward mobility.  

As military technicians move up the career ladder they may find possibilities for promotion as SOTS/STS/SOTO/STO (grades 09 through 12).  The SOTO GS13 positions are the highest graded positions in this career area.  

Review the Filled Positions Sorted by Job Series and Filled Positions Sorted by grade chart below for the types of positions, the associated grades, and the numbers of current positions currently occupied.  Be aware that these are estimates of the total number of positions currently occupied.  Because there are frequent adjustments to force structure, many changes will occur over time.  

The Military Technician Career Template gives approximate guidance on available courses of instruction at the ARRTC.  The order of these courses is not meant to give either a timeline or a specific sequence to follow.  You and your chain of command will determine the best courses to attend and the most appropriate sequencing based on your experience and the needs of the chain of command.  

It must be noted the attendance at these courses does not ensure that an individual is ready for promotion or that there will be an opportunity for promotion.  Because of the competitive nature of the military technician positions, those wanting to compete for vacancies should be actively engaged in personal development throughout their careers.  The key to success and promotion potential has always been individual performance.  

Level Tng:


Chapter Eight -- Resource and Information Management Careers

Progression within the field of resource and information management is limited at the battalion, brigade or group, and at major support command headquarters. Positions in this area are few, but tend to be higher graded because of the level of expertise.

The vast majority of information and resource management jobs are located at General Officer headquarters. Entry level positions for some positions may be developmental/trainee at the GS-05 through GS-07 grade levels. Grades within these series, at the full performance levels, range from GS-09 to GS-12 and some positions progress to the managerial level.

Progression within the resource management field may be developmental from Budget Analyst GS-7 to GS-9/l 1/1 2. Another opportunity within this field is developmental Management Analyst GS-07 to Management Analyst, grades GS-9/l 1/1 2. Resource Management positions offer a wide range of potential, from GS-11 to GS-13. These positions generally require specialized experience in the field or closely related experience/education.

Review the Filled Positions Sorted by Job Series and Filled Positions Sorted by Grade chart below for the types of positions, the associated grades, and the numbers of current positions currently occupied. Be aware that these are estimates of the total number of positions. Because there are frequent

adjustments to force structure, many changes will occur over time.

The Military Technician Career Template gives approximate guidance on available courses of instruction at the ARRTC. The order of these courses is not meant to give either a timeline or a specific sequence to follow. You and your chain of command will determine the best courses to attend and the most appropriate sequencing based on your experience and the needs of the chain of command.

It must be noted that attendance at these courses does not ensure that an individual is ready for promotion or that there will be an opportunity for promotion. Because of the competitive nature of the military technician positions, those wanting to compete for vacancies should be actively engaged in personal development throughout their careers. The key to success and promotion potential has always been individual performance.

Resource and Information Management

Military Technician Career Template

GRADES
OPERATIONAL ASSIGMENTS

GS-05/07
Budget Assistant and Computer Assistant

GS-08/09
Budget Analyst, Computer Specialist, or Programmer Management Analyst

GD-10/11/12
Management Analyst, Budget Analyst, and Information Management Officer

GS-13

Resource Management Officer and Information Management Officer

GS-13/14
CXO

ARRTC INSTITUTIONAL TRAINING

USAR Budget Management Course (BMC)

     Basic Computer/CLAS Course (BC3)

              RPA Financial Management Course

                   OMAR Financial Management Course

                        Information Management Course

                              Other ARRTC Course that may apply to your specific organization needs

NCO DEVELOPMENT

NCO RANKS, OPERATIONAL ASSIGNMENT AND NCO INSTITUTIONAL DEVELOPMENT

SPC

SGT


SSG


SFC

MSG

SGM



Tm. Leader

Recruiter/Drill Sgt
PLT Sergeant
1SG.
            SGM



                                    Squad Leader   
Opns Sergeant


Commandant

PLDC

BNCOC

ANCOC

Battle Staff
       
USASMA









1SG Course

NCO SELF DEVELOPMENT

Prior to attending PLDC complete:  English Composition, Basic Mathematics, and Computer Literacy.

Prior to attending BNCOC complete:  Communications, Personnel Supervision,  and Behavioral Science.

Prior to attending ANCOC complete:  Principles of Management, Organization Behavior, Information Management System, and  Technical Writing.

Prior to attending USASMA complete:  Research Techniques,  Human Resource Management, and World Geography.

RECOMMENDED CMF-RELATED COURSES AND ACTIVITIES

Skill Level 10: Intro. to Business, Accounting, Communications ACCP: Finance Course, Military Accounting Course.

Skill Level 20: Algebra, Principle of Mgt., Computer Operations, Computer Hardware,  ACCP: Programming & Budgeting Specialist Course, Intro. to Disbursing Opns, Basic Level Tech Sus Course.

Skill Level 30: Speech, Supervisory Management, Computer Programming, Algebra II,  Problem Solving, Human Relations, Decision Making, Psychology, ACCP: Advanced Level Sustainment Training Course.

Skill Level 40: Statistics, Applied Management, Planing, Organizing, Stress Tolerance, Interpersonal Skills, Office Automation, World Geography.

Resource and Information Management

Military Technician Career Template

Continued

Skill Level 50: Behavioral Science, Public Relations, Business Communications, Organizational Effectiveness and Logic

RECOMMENDED CMF-RELATED CERIFICATION OR DEGREE GOAL

By your 10th year of service:

AA or AS in one of the following: Accounting, Finance Management or Business (Any Specialty), Marketing, Mathematics, Banking, Public Relations, Economics, Statistics, Information System, Computer Science, Personnel Administration

By your 16th year of service: 

BA or BS in one of the following: Accounting, Finance Management or Business (Any Specialty), Marketing, Mathematics, Banking, Public Relations, Economics, Statistics, Information System, Computer Science, Personnel Administration

OFFICER DEVELOPMENT

OFFICER RANKS, OPERATIONAL ASSIGNMENT AND INSTITUTIONAL DEVELOPMENT

2LT/1LT

CPT

 MAJ


LTC


COL

Branch Assignment
Branch Developmental Assignments



FA 45/54 Assignment




FA 45/53 Development Assignments



Branch Assignments




USAR Advisor
BN XO/S3 
BN Command

Bde Command

OBC Must be completed by 3d year of service.

OAC Must be completed by 14th year of service.

CAS3 Must be completed for promotion to Major.

CGSOC Must complete 50% for promotion to Lieutenant Colonel and complete 100% within three years of promotion to Colonel. 

SSC Must be completed for promotion to BG

OBC


OAC
CAS3
50% CGSOC

CGSOC
SSC

OFFICER SELF DEVELOPMENT

Lieutenant Phase (years 1- 6)  Complete bachelor degree.  Seek troop unit staff and command assignment.

Captain Phase (years  7-13  ) Seek troop unit staff and command assignments.

Major Phase (years 14-21)  Seek assignment in command and staff position at USAR Major Support Commands or other Headquarters.

Lieutenant Colonel and Colonel Phase (years 22-30) Seek assignment in MSC, RTU or IMA command and staff positions.


Chapter Nine-- Maintenance Careers

Maintenance related series encompass a wide variety of GS and Federal Wage Service (FWS) positions. At Area Maintenance Support Activities (Ground), AMSA (G), it is possible to find the FWS series: 5823, 5803, 6904, 6610, 2604 and a few other non typical FWS job series related to the specific mission. At the next echelon of maintenance, which may be an Equipment Concentration Site (ECS) it is possible to find the series: 5823, 5803, 5703, 3809 and numerous other series. In general, the manager of an ECS is a GS-1601. In many instances there is a change in the complexity of work performed at each of the levels of maintenance; therefore, there is typically an increase in the grades of positions which perform the more complex types of work.

Area Maintenance Support Activities (Marine) have an entirely different scope of work to be performed, related to sea-going equipment. The level of complexity is typically very high at these AMSAs. The predominate series in these organizations is 5334 and perhaps some 5786's.

Air Support Facilities (ASF) perform a wide range of work on various aircraft (rotary wing & fixed) and also perform multiple levels of maintenance on these aircraft. As with AMSAs, the work performed at varying levels of maintenance may involve a higher skill requirement for job completion, the higher skill requirements may call for a different grade assignment. The predominate series in ASFs for maintenance is 8852, although numerous other series are required to support the mission.

It is important to recognize that career progression is possible through the maintenance field, and you do not have to remain as an FWS employee but progression to a GS employee is possible. It is possible to proceed from the lowest grade FWS employee in an AMSA to the RSC level as a Supervisory Equipment Specialist, to the SLMS who is in charge of all Logistics, Supply and Maintenance within the RSC, to the position of CXO.

The Filled Positions Sorted by Job Series and Filled Positions Sorted by Grade charts on the following pages show the types of positions, the associated grades, and the numbers of current positions currently occupied. Be aware that these are estimates of the total number of positions. Because there are frequent adjustments to force structure, many changes will occur over time.

The charts do not reflect the primary tracks of the maintenance area. These include air, ground, and marine types of positions. The maintenance tracks tend to channel progression within each track. It is therefore unusual to find a marine maintenance personnel switching to a mobile equipment repairer positions. Please bear this in mind as you review the charts.

The Military Technician Career Template gives approximate guidance on available courses of instruction at the ARRTC. The order of these courses is not meant to give either a timeline or a specific sequence to follow. You and your chain of command will determine the best courses to attend and the most appropriate sequencing based on your experience and the needs of the chain of command.  It must be noted that attendance at these courses does not ensure that an individual is ready for promotion or that there will be an opportunity for promotion. Because of the competitive nature of the military technician positions, those wanting to compete for vacancies should be actively engaged in personal development throughout their careers. The key to success and promotion potential has always been individual performance.

Maintenance

Military Technician Career Template

GRADES
OPERATIONAL ASSIGMENTS

WG-05/07
Materials Handler or Tool and Parts Attendant

WG-07

Heavy Mobile Equipment Repairer or Automotive Worker or Aircraft Worker

WG-08/09
Heavy Mobile Equipment Repairer or Automotive, Aircraft, or Marine Mechanic, 

WG-10/11/12
Heavy Mobile Equipment or Aircraft Inspector or Electronics Mechanic

WG-13

Heavy Mobile Equipment Repairer Supervisor

ARRTC INSTITUTIONAL TRAINING

Army Reserve Technician Entry Training Course (ARTET)

     USAR Maintenance Course (MC)

          USAR Basic Supply Course (BSC)

                Property Book course

                   Facility Managers Course (CTC)

                      USAR Logistics Management Course (LMC)

                          Other ARRTC Course that may apply to your specific organization needs

NCO DEVELOPMENT

NCO RANKS, OPERATIONAL ASSIGNMENT AND NCO INSTITUTIONAL DEVELOPMENT

SPC

SGT


SSG


SFC


MSG

SGM



Tm. Leader

Recuiter

Platoon Sergeant
1SG

SGM






Drill Sergeant

Operations Sergeant










Squad Leader


 

PLDC

BNCOC

ANCOC

Battle Staff
       
USASMA









1SG Course

NCO SELF DEVELOPMENT

Prior to attending PLDC complete:  English Composition, Basic Mathematics, and Computer Literacy

Prior to attending BNCOC complete:  Communications, Personnel Supervision,  and Behavioral Science

Prior to attending ANCOC complete:  Principles of Management, Organization Behavior, Information Management System, and  Technical Writing

Prior to attending USASMA complete:  Research Techniques and Human Resource Management

RECOMMENDED Career Management Field (CMF)-RELATED COURSES AND ACTIVITIES

Skill Level 10: Fundamentals of English, Intro. to Data Processing, Business Math, Army Career Correspondence Program (ACCP):  QM0113, 0141, 0115, 0116,.   Fundamentals of Elec.(44, 45), Basic of Electrical Wiring (45), Principles of Auto Engines (52) 

Skill Level 20: English Comp II, Intro to Business, Algebra, Principle of Mgt., Main. Enhance Mgt., ACCP: OD1640,1641, 1642 (44); MM0707 (52).  Basic Hydraulics (45), Basic Electronics (45, 52), Basic Optical Theory (45), Fundamentals of AC, DC Circuits, Basic Welding, Principals of Refrigeration and  AC (52). 

Skill Level 30: Speech, Supervisory Management, Computer Programming, , Educational Psychology, Applied Physics, Semiconductor Applications, , ACCP: IS1401, TR0444, OD1643 (44).  Applied Physics, Semiconductor Applications (45), Intermediate Electronics (45), Integrated Circuits (45, 52, ), Laser theory (45), 

Maintenance

Military Technician Career Template

Continued

Skill Level 40: Statistics, Applied Management, Creative Writing, DataBase Mgt., Political Science, Office Automation, World Geography. Advance Electronic (45), Waste Pollution Control (44, 45).

Skill Level 50: Behavioral Science, Public Relations, Business Communications, Organizational Effectiveness and Logic

RECOMMENDED CMF-RELATED CERIFICATION OR DEGREE GOAL

By your 10th year of service:

AA or AS in one of the following: Liberal Arts, Management or Business (Any Specialty), Automotive Mechanics Technology, Mechanical Maintenance, Electronics. National trade Professional certificate in Electronics, Automotive Service Excellence, Welding.

By your 16th year of service:

BA or BS in one of the following: Liberal Arts, Management or Business (Any Specialty), 

OFFICER DEVELOPMENT

OFFICER RANKS, OPERATIONAL ASSIGNMENT AND INSTITUTIONAL DEVELOPMENT

2LT/1LT

CPT

 MAJ


LTC


COL

Basic Branch Assignments, 
Procurement Assignments
Procurement

Procurement

                                                                                                Commander             
Commander

                                                                                                Product Manager
Program Manager

OBC Must be completed by 3d year of service.

OAC Must be completed by 14th year of service.

CAS3 Must be completed for promotion to Major.

CGSOC Must  complete 50% for promotion to Lieutenant Colonel and complete 100% with in three years of promotion to Colonel.

SSC Must be completed for promotion to BG.

OBC


OAC
CAS3
50% CGSOC

CGSOC
SSC

OFFICER SELF DEVELOPMENT

Lieutenant Phase (years 1- 6)  Complete bachelor degree.  Seek troop unit staff and command assignment.

Captain Phase (years  7-13  ) Seek troop unit staff and command assignments.

Major Phase (years 14-21)  Seek assignment in command and staff position at USAR Major Support Commands or other Headquarters.

Lieutenant Colonel and Colonel Phase (years 22-30) Seek assignment in MSC, RTU or IMA command and staff positions.

Chapter Ten – Creating a Career Plan

The purpose of this chapter is to provide you a framework to plan your future career as a military technician. Regardless of your current position, you should take the time to periodically assess where you are and where you want to be in a year, in five years, and by the end of your career. Then you should take a pencil and paper and map out how you plan to achieve your goals.

Your plan will probably need to be revised many times to meet new situations and opportunities. That is to be expected. The important thing is that you have a plan and that you put it to work in order to achieve professional success. There is no better time than right now to begin the planning process. If you already have a plan, this may be a good time to review and revise it.

The information in the chapter that pertains to your career area may be of help in planning those positions you wish to qualify for. You can review the chart that lists the positions by grade to determine which job series may offer the best opportunities for advancement. Keep in mind, however, that whatever series you decide will be the best for you at this time, you may have to change for some other series in the future. The only constant in current force structure today, is the constant of change.

In order to develop your own plan, you may want to refer back to Chapter 1 and the discussion of the three pillars of leader development.

· Institutional training.

· Operational assignments.

· Self development.

These pillars provide a framework to develop a career plan.

Start by first setting down on paper a timeline with each year of your career. It might look something like this:

Career Development Plan

Years

            Institutional
Operational

Self Development



           Training
                                Assignments

2000

2001

2002

Next, take a look at the first pillar, institutional training, to determine the mandatory military professional development courses and civilian professional development courses that you should take. Often it is not easy to balance out the demands of your day-to-day job with all the requirements for professional development. You may have to set priorities for the most important institutional training that you must complete. Once you have determined your needs and the approximate dates you need to attend these courses, fill in the first column of your plan.

Career Development Plan

Years

Institutional
Operational

Self Development           
                     Training
Assignments

1999                    
ARTET and
Unit Administrator 
Start on AA degree

                                   UABC -- Oct         GS-303-07
in business

                                   UPAC --Dec

                                   BC3 -- Dec

2000

  BNCOC -- Apr




Correspondence Course 

                                   CTC -- Mar




Start on BS degree

                                   ABOC --Mar                                                   in business

2001                    ANCOC -- Dec      Staff Administrator

                                                                    GS-301-09

2002                   PMC --Apr




Correspondence Course

                                   AMC -- Jul




ST7000

2003                   1SG Course     Military Personnel Mgmt.  Correspondence Course

Battle Staff       Specialist                            ST6000

Ect.                                                      GS-205-11                          Non-Res. CGSC

The courses and dates you list may be only rough estimates, but they will provide a framework for the other elements of your career plan. When you have finished with your goals for institutional training, try to determine the operational assignments you would like to have to prepare you for promotion opportunities. Fill out the second column with the specific jobs and grades you would like to achieve.

You are then ready to fill out the third column with your goals for self development. These might include; an educational degree, certification, ACCP courses, professional reading, and other objectives that will enhance your career potential.

Once you have completed this plan, review it with someone who is successful in your field. This could be a mentor, someone senior to you in the chain of command, your supervisor, or the commander. Solicit their ideas and suggestions and decide whether their comments would work for you.

You may want to formalize your career objectives as a part of the Individual Development Plan (IDP) associated with your annual performance appraisal.  Of course, you will need to work with your supervisor to get the IDP approved and to determine when you can attend institutional training courses.
All of this adds up to a lot of time and effort. It is part of the price to be paid, if we want get the full potential out of our careers. Just as most of us want to have a map if we are driving to an unfamiliar location, a career plan is an essential tool to achieve our personal and professional goals. Virtually every successful professional has followed a similar process. Good luck in mapping out your own future as a professional military technician.

Notes for Career Planning:

Institutional Training Requirements:

Operational Assignments:

Self Development Goals:
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Military Leadership

FM 100-1 The Army
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Appendix B Glossary

AC - Active Component

ACCP - Army Correspondence Course Program

AC/RC - Active Component/Reserve Component

AD - Active Duty

ADA - Air Defense Artillery

ADSW - Active Duty for Special Work

ADT- Active Duty for Training

AFCS - Active Federal Commissioned Service

AGR - Active Guard Reserve

AIT - Advanced Individual Training

ALMC - Army Logistics Management Center

AMEDD - Army Medical Department

ARCOM - U. S. Army Reserve Command

ARNG - Army National Guard

ARPERCOM - U.S. Army Reserve Personnel Command 

ARRTC - Amy Reserve Readiness Training Center

ARTET - Army Reserve Technician Entry Training Course

ASI - Additional Skill Identifier 

ASST - assistant

AT - Annual Training

ATRRS - Army Training Requirements and Resource System

BCT - Basic Combat Training 

BDE - brigade

BDU - battle dress uniform 

BN - battalion

BR – branch

BT - Basic Training

BZ - Below the Zone

CMF - Career Management Field

CMIF - Career Management Individual File

CRS - course

CS - Combat Support

CSS - Computer Science School/Combat Service Support

DA - Department of the Army

DMOS - Duty Military Occupational Specialty

DOD - Department of Defense

DOPMA - Defense Officer Personnel Management Act

DOR - date of rank

FA - functional area

FOA - field operating agency

FORSCOM - Forces Command

FTS MC - Full Time Support Management Center

FY - fiscal year

GOCOM - U.S. Army Reserve General Officer

Command

HQDA - Headquarters, Department of the Army

IDP - individual development plan

IDT - inactive duty training

IET - initial entry training

IRR - Individual Ready Reserve

MACOM - major Army command

MSC - Major Support Command

MEPS - Military Entrance Processing Station

MILPO - military personnel office

MOI - Memorandum of Instruction

MSO - Morale Support Officer or  Military Service Obligation

MTDA - modification table of distribution and allowances

MTOE - modification table of organization and equipment

MUSARC- Major U.S. Army Reserve Command

NG - the Army National Guard and the Air National Guard

NGB - National Guard Bureau

OCAR - Office of the Chief, Army Reserve

OCONUS - outside continental United States

OER - Officer Evaluation Report

OMPF - official military personnel file

OPMS - Officer Personnel Management System

ORB - Officer Record Brief

OSD - Office of the Secretary of Defense

OSUT - one station unit training

OTRA - other than Regular Army

PCS - permanent change of station

PERSCOM - U. S. Total Army Personnel Command

PMO - personnel management officer

RA - Regular Army

RC - Reserve Components

RG - readiness group

RSC - Regional Support Command

RSG - Regional Support Group

RTU - reinforcement training unit

STR MGT - strength management

TAADS - The Army Authorization Documents System

TDA - tables of distribution and allowances

TIG - time in grade

TIS - time in service

TOE - tables of organization and equipment

TPU - Troop Program Unit

TTAD - temporary tour of active duty

TWI - Training With Industry

USAR - U.S. Army Reserve

USARC - U.S. Army Reserve Center; U S. Army Reserve Command

USARPERCEN - U.S. Army Reserve Personnel Center

USAREC - U.S. Army Recruiting Command

USARF - U.S. Army Reserve Forces

Appendix C ARRTC Courses

Resident Program, Level I Courses:

Courses designed for personnel primarily occupying COIDET-level functional positions, including the HQ for CO/DET or similar elements of higher echelons.

NOTE: Level I courses include homework. Homework is not mandatory, but it does improve the student's performance and helps them grasp the instruction. Commands should schedule probationary employees to attend level I courses, before completing their probationary period. We encourage students to bring copies of any recommended pre-course readings and or references for the course(s) they will be attending. Based on an ATRRS reserved seat1 the students will be sent an instruction sheet that also lists the courses that have recommended pre-course readings and or references.

Resident Program, Level II Courses

These courses are for management personnel occupying command and staff positions at Bn, Bde, Gp and above. These courses are not for Co, Det, or Btry level personnel.

Resident Programs, Level III Courses and Workshops

These courses and special workshops are for personnel occupying specific duty positions at a MUSARC headquarters. Personnel from lower levels are not authorized.

Resident Specialty Courses

These courses are designed to meet the needs of special requirements and/or skills to better function on the job for both the full-time and part-time personnel (TPU soldiers).

USAR UNIT ADMINISTRATION BASIC COURSE (UABC)

ATRRS NUMBER: 1OO-LVL1

TARGET AUDIENCE: The course is mandatory for personnel specifically assigned to UAIUAT positions (civilian or military) and personnel assigned related duties (e.g., administrative, personnel, or supply sergeants) in units with no technicians. UA/UAT personnel must attend this course within the first 12 months of position assignment. Successful completion of this course is a condition of employment.

COURSE DESCRIPTION: This level I course provides the knowledge and application of selected skills required for performing basic level unit administration in an automated pre-mobilization work environment. A partial list of topics covered in the course follows:

(1)
Personnel administration, including MPRJ, health/dental records, SIDPERS​USAR, and EPMS.

(2)
Training, including ATIIDT training policy, retirement point accounting, and Record of Reserve Training.

(3)
Pay, including preparation of a unit payroll using ADARS.

LENGTH:
2 weeks

RECOMMENDED PRE-COURSE READINGS:

A basic knowledge of personal computer operation, such as taught in the ARRTC's

Basic Computer CLAS Course, is highly recommended. To enhance learning of duties, students should bring their job descriptions to class. Students should also bring copies of Army regulations from their units to allow marking them up during the course.

UNIT RECORDS ADMINISTRATIONI SIDPERS COURSE (URASC)

ATRRS NUMBER: 1200-LVL1

TARGET AUDIENCE: This course is designed for USAR unit personnel required to maintain all types of records. It is not recommended for an individual concerned with only one type of record.

COURSE DESCRIPTION: This level I course provides the skills and knowledge needed by personnel responsible for maintaining unit records. The course prepares students for work at USAR unit work sites that become increasingly automated with each passing year. The course follows a specific unit to establish and maintain a publications account, establish unit files, prepare file labels, and establish personnel records. Records prepared include the 201 file, medical/dental records, and DA Form 2-1. Students use realistic data produced during the exercises to update SIDPERS-USAR via CLAS; in doing so, the students perform considerable hands-on computer practice. The course's SIDPERS and CLAS training includes an introduction to both systems, and a review of the manuals and software. Bring several 5 1/4 in. high density floppy disks to the class.

LENGTH:
2 weeks

RECOMMENDED PRE-COURSE READINGS: None.

UNIT PAY ADMINISTRATION COURSE (UPAC)

ATRRS NUMBER: 1300-LVL1

TARGET AUDIENCE: This course is mandatory for (1) newly assigned UAs responsible for or those recommended for doing unit pay, (2) UAs with more than two years experience who appear to need additional training in unit pay if approved by their MUSARC, (3) individual reservists being trained as a pay administrator back-up for their unit, and (4) all newly assigned RCPSO personnel.

COURSE DESCRIPTION: This level I course provides the skills and knowledge required to perform the duties of basic-level USAR pay administration. Students will learn to use the Automated Drill Attendance Reporting Software (ADARS). A partial list of other skills taught includes the following: Establish and maintain a pay account: prepare and maintain the Personal Financial Record; administer the Selected Reserve Incentive Program; and learn proper preparation of, and submission procedures for, AT payroll, incapacitation payrolls, and pay adjustments. LENGTH: 8 days

RECOMMENDED PRE-COURSE READINGS: None.

USAR PERSONNEL MANAGEMENT COURSE (PMC)

ATRRS NUMBER: 300-LVL2

TARGET AUDIENCE: This is an advanced (level II) course for personnel managers (Personnel officers, S-1/G-ls, Adjutants, senior personnel NCOs, PSNCOs, SAAs, or SASs) at battalion staff level or above. Prospective students with little or no personnel experience should attend the Unit Administration Basic Course (UAB C), or the Unit Records Administration-SIDPERS Course (URASC) first. Company/detachment level personnel are not eligible to attend without a waiver.

COURSE DESCRIPTION: This course addresses five major areas of personnel management responsibilities and knowledge: Organizational structure and automated management tools; programs, actions and benefits; personnel records; management systems (OPMS/EPMS); and personnel management planning. Students use automated systems (BLAS) data to review standard, as well as custom-made reports (TableTalk). 

Throughout the course, students use regulations, review reports/documents, make decisions, and develop plans based upon scenario-driven situations. By the end of the course, students, working in small groups, will have developed a battalion personnel management plan to solve the cumulative personnel problems of the scenarios. Each group will brief their plan to the class.

LENGTH: 2 weeks

RECOMMENDED PRE-COURSE READINGS: None.

USAR MAINTENANCE COURSE (MC)

ATRRS NUMBER: 11OO-LVLI

TARGET AUDIENCE: This course is designed for company and detachment maintenance personnel, for ground AMSA/ECS personnel, and for MAT and PLL clerks. Supervisors who are not familiar with the basic maintenance records (TAMMS) may also attend.

COURSE DESCRIPTION: A major emphasis for this level I course is The Army Maintenance Management System (TAMMS). During this portion of the training, students prepare and maintain an equipment records folder. The course also provides the hands-on certification of the Army Oil Analysis Program. Students will learn how to prepare an MCSR, complete hand receipts, and prepare and maintain the Prescribed Load List. Other topics include hazardous materials, property accountability, safety, publications, driver testing, and transportation. Beginning in FY96, ULLS-ground will be trained.

LENGTH:
2 weeks

RECOMMENDED PRE-COURSE READINGS: Current Maintenance Update.

USAR BASIC SUPPLY COURSE (BSC)

ATRRS NUMBER: 1000-LVL1

TARGET AUDIENCE: Company/detachment personnel whose primary function is supply (hand receipt level). Personnel who need a knowledge of basic supply procedures may also attend.

COURSE DESCRIPTION: This level I course deals primarily with the practical application of unit level supply procedures. Students will research information in the AMDF, prepare requisitions, and prepare and maintain a document register. In addition, students will prepare hand receipts, determine the methods of relief from responsibility, prepare turn-in documents, change documents, and shortage annexes. For the situations given, students will make adjustments to the related documents to maintain the supply audit trail. The course also includes exercises on personal clothing, maintenance records, PLL, and information on security, safety, MCSR, and hazardous materials. Beginning in FY96, it is anticipated this course will include ULLS-4 and BSC will be a two week course.

LENGTH: 1 week RECOMMENDED PRE-COURSE READINGS:

Current Supply Update and SAILS Manual.

USAR LOGISTICS MANAGEMENT COURSE (LMC)
ATRRS NUMBER: 600-LVL2

TARGET AUDIENCE: This level II course is designed for officers, logistics warrant officers, senior NCOs, and civilian technicians assigned to supervisory positions at battalion or above. Supervisors and leaders working at ground AMSA shops and ECSs may also attend. Company/detachment level personnel are not eligible for this course without a waiver. Those who need basic training in supply or maintenance should attend the Basic Supply Course, Property Book Course, and/or Maintenance Course first.

COURSE DESCRIPTION: The Logistics Management Course emphasizes staff assistance visits and provides students with opportunities to review a unit's supply and maintenance records for accuracy and to identify and correct errors. Students will also be required to validate the accuracy of PLL records, prepare a battalion roll-up MCSR, and participate in a mock working PBAC. Other major topics include mobilization planning, movement, physical security, and authorization documents. LENGTH: 2 weeks

RECOMMENDED PRE-COURSE READINGS: Current Maintenance and Supply Updates.

PROPERTY BOOK COURSE (PBC).

ATRRS NUMBER: 2400

TARGET AUDIENCE: This course is designed for personnel who do not have expertise in either manual or automated supply procedures and are currently using the Standard Property Book System-Redesign (SPBS-R). The course is designed as sustainment training for SPBS-R and is not intended as initial fielding training.

COURSE DESCRIPTION: This course includes five days of training on managing a property book using the manual system and five days for the automated system. It is designed to show students how the two systems work together and to demonstrate the process in the automated system. The first week includes practical application on requesting and receiving supplies, maintaining a document register, and preparing property book pages. Students complete other transactions as described in the Manual Property Book Course and the Automated Property Book Course. In the second week of training, students perform similar operations using the SPBS-R. The automated portion also includes preparing daily back-ups and producing required printed reports.

LENGTH: 2 weeks RECOMMENDED PRE-COURSE READINGS:

Current Supply Update and familiarity with manual property book procedures.

MANUAL PROPERTY BOOK COURSE (MPBC)

ATRRS NUMBER: 2100

TARGET AUDIENCE: Students who currently maintain the property book on the manual system and who do not anticipate converting to the SPBS-R within the next 60 days.

COURSE DESCRIPTION: This course provides students training on the supply audit trail at the property book level. It includes practical application of requesting and receiving supplies, maintaining a document register, and preparing property book pages. In addition, students will complete transactions for the following: turn-ins;

lateral transfers; and lost, damaged or destroyed property. Additional topics include organizational clothing and equipment, inventories, Administrative Adjustment Reports, MCSR/USR overview, hazardous materials, and physical security. LENGTH: 1 week

RECOMMENDED PRE-COURSE READINGS: Current Supply Update and SAILS Manual.

AUTOMATED PROPERTY BOOK COURSE (APBC)

ATRRS NUMBER: 2200

TARGET AUDIENCE: This course is designed for personnel who manage the property book using the SPBS-R. Students who have less than one year experience with the manual system are encouraged to attend the two-week Property Book Course.

COURSE DESCRIPTION: The Automated Property Book Course is designed as sustainment training for users of the SPBS-R. Students will use the system to establish a unit property book and perform the basic actions required of a property book manager. This includes setting up the parameters of the system, adjusting on-hand quantities, requesting and receiving hand receipts, and preparing MILSTRIP requisitions. In addition, students learn to complete daily back-ups of SPBS-R and to produce the required printed reports.

LENGTH: 1 week

RECOMMENDED PRE-COURSE READINGS: Current Supply Update.

UNIT MOVEMENT OFFICER COURSE (UMOC)

ATRRS NUMBER: 3400-LVL1

TARGET AUDIENCE: This is a level I course for officers, warrant officer, civilians and senior NCOs who anticipate or already are assigned UMO duties.

COURSE DESCRIPTION: This is a two-week course designed to assist the UMOs in performing their USAR pre-mobilization duties by combining FORSCOM and USARC policy and hands-on training, to include the loading of trucks, rail cars, aircraft containers, and simulated barge loading. Students should bring the unclassified section of their movement plan. Battle dress uniform is the uniform for this course since students are in a field environment for four days. Civilian students should have clothing appropriate for loading/unloading vehicles. Students must complete approximately 21 hours of homework during the course. Subject materials covered include: (1) Duties and responsibilities of the UMO, (2) load planning includes hazardous cargo, certification requirements, BBPCT, containerization and commercial transportation. (3) special topics include automated unit equipment list, motor movement planning, rail, air, and water-borne movement planning. LENGTH: 2 weeks

RECOMMENDED PRE-COURSE READINGS: FORSCOM Reg 55-1 (Unit Movement Planning), FORSCOM Reg 55-2 (Unit Movement Date Reporting and Systems Administration), USARC Pam 55-1 (Unit Movement Officer's Handbook), FM 55-30 (Army Motor Transport Units and Operations), FM 55-65 (Strategic Deployment by Surface Transportation), TM 35-250 (Packaging and Materials

Handling: Preparing of Hazardous Materials for Military Shipment), TM 55-2200-001-12 (Transportability Guidance for Application of Blocking, Bracing and Tiedown Materials for Rail Transport), TB 55-46-1 (Standard Characteristics for Transportability of Military Vehicles and other Outsize/Overweight Equipment), AMC

Pam 36-1 (AMC Affiliation Program for Airlift Planners), FORSCOM Reg 500-3-3 (RC Unit Commander's Handbook).

DOLFINS USERIOPERATOR Course (DOLFINS)

ATRRS NUMBER: 3300-LVL1

TARGET AUDIENCE: This is a level I course for entry DOLFINS operators and all alternate DOLFINS user/operators.

COURSE DESCRIPTION: This is a basic course consisting entirely of hands-on exercises. Using Windows, students will cost-estimate unit orders; create, amend, and revoke both unit and individual orders; and will add, change, and delete master file information. They will also produce both required and custom-built reports using TableTalk. In addition to performing hard-disk restoration, students will execute system and daily backups, and will install a systems-change package.

LENGTH:
1 week

RECOMMENDED PRE-COURSE READINGS: DOLFINS User's Manual

USAR BUDGET MANAGEMENT COURSE (BMC)

ATRRS NUMBER: 2300-LVL2P

TARGET AUDIENCE: This course is for full-time persons administering budgets at RSC level and below. It is mandatory for full-time DCSRM/DCSCOMPT personnel assigned as resource management officers, budget officers/analysts, budget assistants, and budget clerks. If this course was completed more than five years ago, personnel in these positions may attend again, subject to availability of ARRTC funds and course quotas.

COURSE DESCRIPTION: This is a level Ill course designed to train full-time personnel to perform day-to-day USAR-unique budget tasks at the RSC level. The major areas are:


(1) Budget planning: Reserve appropriations, Army management structure,

accounting codes, accounting classification, and rules of obligation.


(2) Budget procedures: estimating costs, automated budget formulation and

management using computers, PBAC and WPBAC, informal commitment accounting

and year-end close.


(3) Budget processing: tracking and executing using spreadsheets, DOLFINS,

STANFINS reports, DCAS, and BASOPS.

LENGTH:
9 days

RECOMMENDED PRE-COURSE READINGS: None.

DCSRMIDCSCOMPTI FINANCIAL MANAGERS COURSE (D2FMC)

ATRRS NUMBER: 4600-LVL3

TARGET AUDIENCE: This course is designed to train personnel assigned to

DCSRM/DCSCOMPT, ADCSRMIADCSCOMPT, and Chief, Financial Management at

RSC or DRU level. First priority is for DCSRMs / DCSCOMPTs who have been

assigned to their positions for less than one year.

COURSE DESCRIPTION: This level III course provides an overview of budget and resourcing as administered at the RSC or DRU level. Budgetary procedures are taught so as to prepare the student to exercise managerial oversight and supervision to a professional staff. Students are taught various means to gather information and

exercise oversight over various budgets, funds, and programs at the RSC/DRU level. This includes a big picture" look at the budget cycle. Students learn the legal regulatory procedures and controls necessary to maintain fiscal responsibility in the administration of funds for a RSC or DRU.

LENGTH: 1 week

RECOMMENDED PRE-COURSE READINGS: None. Students are asked to bring examples of OMAR and RPA reports from their commands to the class.

ACTIVE GUARD RESERVE ENTRY TRAINING (AGRET)

ATRRS NUMBER: 8200

TARGET AUDIENCE: All AGR soldiers entering on initial tour.

COURSE DESCRIPTION: This two-week course includes course in processing beginning 0600 on Monday. Topics included are: (1) HIV testing and in processing, (2) organizational overviews of the Army, Full Time Support Management Center and ARRTC, (3) administrative/personnel subjects addressing the AGR program, (4) finance topics including travel requirements and entitlements, (5) medical areas covering medical entitlements, Civilian Health and Medical Program of the Uniformed Services, and Delta Dental, (6) military standards, standards of appearance, customs, courtesies, and personal fitness, (7) legal subjects encompass military disciplinary measures, (8) the AGR soldier will receive instruction in the areas of physical security, mobilization planning, USAR maintenance, USAR training management, USAR supply, USAR pay, and USAR personnel files,

(9) all soldiers will take a diagnostic Army Physical Fitness Test.

LENGTH: 2 weeks RECOMMENDED PRE-COURSE READINGS:

None.

RESERVE ORIENTATION COURSE FOR THE ACTIVE ARMY

(ROCAA)

ATRRS NUMBER: 9200-LVL1

TARGET AUDIENCE: Active Army soldiers receiving duty assignments that support the USAR. Attending this course is mandatory for all Active Army soldiers within the first 90 days of their USAR duty assignment.

COURSE DESCRIPTION: This one-week course covers the following topics: (1) Reserve Component background, (2) Reserve Component administration and finance, (3) Reserve Component career management, (4) Active Army personnel support issues, (5) Reserve Component support, (6) Reserve Component training, and (7) mobilization.

LENGTH: 1 week

RECOMMENDED PRE-COURSE READINGS: None.

ARMY RESERVE TECHNICIAN ENTRY TRAINING COURSE

(ARTET)

ATRRS NUMBER: 9300

TARGET AUDIENCE: This course is designed for newly employed Army Reserve technicians, both general schedule and wage grade.

COURSE DESCRIPTION: This level 1 course provides an orientation to rights, responsibilities, requirements, benefits and services. Some of the topics are USAR organization and structure, overview of Federal service, Federal pay system, benefits and services, and career development.

LENGTH:
1 week

RECOMMENDED PRE-COURSE READINGS: None.

USAR RETENTION NCO COURSE (RETCRS)

ATRRS NUMBER: 501-79D30-USAR

TARGET AUDIENCE: Students should be designated for or occupy Modified Table of Organization and Equip mentrable of Distribution Allowance positions as retention NCOs (MOS 79D), or be designated as appointed duty retention NCOs and be approved for attendance by the MUSARC Retention Office. Priority for attendance should be given to primary-duty soldiers. Personnel should have at least six years total service, and the last year should be in a USAR TPU. Students must have a minimum of 24 months service remaining after completion of this course. NOTE:

Active Army personnel who serve as RG advisors for RC retention/strength maintenance efforts may attend this training as a functional course.

COURSE DESCRIPTION: The Retention NCO Course is designed to provide the students with the skills and knowledge needed to perform their job as a retention NCO. This course qualifies the soldier for the award of MOS 790. Students work with several case studies during the practical application of this learning. For satisfactory completion of this course, students will perform the steps necessary to reenlist a soldier including determining eligibility., identifying and explaining the incentives (SRI P), determining career planning options, conducting a retention interview, and coordinating and completing the requirements for a reenlistment ceremony. Students will also conduct a briefing during the two-week period. Other topics include the Unit Sponsorship Program, Employer Support Program, separations and transfers, retirement, and bars to reenlistment.

LENGTH:
2 weeks

RECOMMENDED PRE-COURSE READINGS: None.

USAR ADVANCED RETENTION COURSE (ADVRET)

ATRRS NUMBER: 501-F13

TARGET AUDIENCE: Soldiers who are qualified in MOS 790. Priority should be

given to students who are the rank of SSG or SFC. A master sergeant holding an

MOS 79D may attend the course with an approved waiver from the Commandant.

Students must have served in MOS 790 for a minimum of 12 months.

COURSE DESCRIPTION: This two-week course trains MOS 79D tasks for skill levels 4/5. Training includes leadership and supervisory skills; planning, conducting, and evaluating training; assessing unit performance; analyzing unit performance data; planning and conducting conferences and seminars; resource management for retention; and EPMS.

LENGTH:
2 weeks

RECOMMENDED PRE-COURSE READINGS: AR 140-111 (US Army Reserve Reenlistment Program), FORSCOM Reg 140-4 (Strength Accounting), FM 25-101 (Battle Focused Training), FM 22-100 (Military Leadership), FM 22-101 (Leadership Counseling), STP 12-79D35-SM-TG (Soldier's Manual MOS 790), AR 220-1 (Unit

Status Reporting), FORSCOM Reg 500-3-3 (RC Unit Commander's Handbook), and AR 600-8-101 (Personnel Processing).

USAR UNIT COMMANDERS RETENTION MANAGEMENT

COURSE (UCRMC)

ATRRS NUMBER: 7C-F201501-FI1-USAR

TARGET AUDIENCE: Suitable students are USAR commanders in the rank of 2LT-

COL, CW2-CW4, or appointed duty retention officers for their command. The

SGMs/CSMs not holding a 790 Primary MOS, who have the responsibility for SUAR

retention management, may attend this course.

COURSE DESCRIPTION: This two-week course focuses on commander responsibilities in retention, retention program functional responsibilities, and retention program operations. Family Readiness program management and issues have been added to this course.

LENGTH: 2 weeks

RECOMMENDED PRE-COURSE READINGS: None.

COMPANY TRAINERS COURSE (CTC)

ATRRS NUMBER: 0700-LVLI

TARGET AUDIENCE: This is an entry-level course for company/detachment level trainers (FTS unit trainers, training officers and training/operations NCOs.) Personnel in training management positions at levels above company, and who have never worked in training before, should attend this course prior to attending the Training Management Course (TMC).

COURSE DESCRIPTION: This level I course focuses on building unit-training programs based on higher headquarters guidance, planning exercises based on collective tasks selected from the METL, building self-supporting LANES, conducting training meetings, and writing training schedules. Students will also perform such administrative tasks as preparing/managing correspondence, ordering publications, and determining individual soldier eligibility for training. One day of training focuses on using the training module of CLAS to gather, maintain, and use training related data effectively.

LENGTH: 9 days

RECOMMENDED PRE-COURSE READINGS: FM 25-100 Training the Force), FM 25-101 (Battle Focused Training), AR 350-41 Training in Units), and FORSCOM Reg

350-2
(Reserve Components Training in America's Army), and FORSCOM Reg 500-

3-3
(RC Unit Commander's Handbook).

TRAINING MANAGEMENT COURSE (TMC)

ATRRS NUMBER: 500-LVL2

TARGET AUDIENCE: This is an advanced course for battalion/brigade /group level training managers (Commanders, executive officers, SOTS, SOTOs, S-3s, assistant S-3s, and operations officers and senior NCOs).

COURSE DESCRIPTION: This is a performance-oriented course which takes students through the Army Training Management Cycle. Students will assess unit's capabilities, use ARTEP/MTPs to develop and defend the validity of a METL, will write battle4ocused guidance for subordinate units, will plan training, and will develop and explain their training goals, objectives and strategy. Students will apply the factors of BOS and the tenets of Army operations to all planning, guidance, and evaluation. The course culminates in a two-day staff exercise, in small-group mode, and presentation of a yearly training briefing.

LENGTH:
2 weeks

RECOMMENDED PRE-COURSE READINGS: FM 25-100 (Training the Force), FM 25-101 (Battle Focused Training), FM 100-5 (Operations), AR 350A1 (Training in Units), and FORSCOM Reg 350-2 (Reserve Components Training in America's Army).

INSTRUCTOR TRAINING COURSE (ITC)

ATRRS NUMBER: 5000

TARGET AUDIENCE: Potential new military and recently hired civilian ARRTC instructors. Other personnel may attend on a space available basis

COURSE DESCRIPTION: This TRADOC- certified course includes topics such as the System Approach to Training (SAT), selecting and writing training objectives and developing exams. Prospective instructors use their own objective to develop a lesson plan and supporting media to present a 50 minute block of instruction. The prospective instructor has opportunities to learn strategies to function well in the classroom, such as using a ready-made lesson plan to present a 30 minute demonstration/practical exercise. Scheduled preparation and rehearsal time is part of the course day, but to get it all done, there is a lengthy evening and weekend commitment during this course. Enlisted personnel successfully completing this course qualify for the additional skill identifier (AS I) of "H"; officers qualify for the skill identifier (SI) ~5K~; and warrant officers are qualified for the special qualification identifier (SQl) "8.~

LENGTH:
12 days

RECOMMENDED PRE-COURSE READINGS: Read-ahead materials, specific to the course, are sent to the enrolled students.

USAR MOBILIZATION PLANNERS COURSE (MPC)

ATRRS NUMBER: 2000-LVL2

TARGET AUDIENCE: This course is designed for mobilization planners and other personnel involved in mobilization planning at the ~AA" unit level. Unit commanders, executive officers, and other directly involved with mob planning may also attend. It is a level II course and requires the students to possess working skills, knowledge, and abilities in personnel, training, or logistics management. Students may attend in their reserve status (AT/ADT) when funded by their MUSARC.

COURSE DESCRIPTION: This course encompasses an overview of the total Reserve Component mobilization planning process and the mobilization planning responsibilities at each organizational level. It involves a detailed study of the requirements of the Reserve Component Unit Commander's Handbook (RCUCH) and emphasizes on the coordination and the planning considerations necessary in the development of a unit mob file. Included in this project will be the completion of the PTSR and the development of the alert and assembly plan, a roster of key personnel to be ordered to duty in advance of the unit, a billeting and subsistence plan, and a home station unit activity plan. During the second week of the course, students will test the workability of their unit mob file as they work through a situational Mobilization Exercise (MOBEX). The MOBEX requires students to work together as a unit and coordinate the actions taken as they prepare to take their unit to the Mob Station. On the final day of the class, students will identify the steps required to demobilize the unit and identify the impact that mobilization may have on a unit.

LENGTH:
2 weeks

RECOMMENDED PRE-COURSE READINGS: FORSCOM Reg 500-3-3 (RC Unit Commander's Handbook)

FACILITY~ MANAGERS COURSE (FMC)

ATRRS NUMBER: 2500

TARGET AUDIENCE: The course is designed for facility managers of USAR centers or AMSAs. Although any facility manager may attend, the course is designed primarily for those who are new to the position.

COURSE DESCRIPTION: The Facility Manager Course includes a broad overview of the duties of the facility manager and provides the students with many opportunities for involvement. Exercises in the course include developing and maintaining a Center property book, determining physical security requirements, completing work order requests, determining contract requirements, developing SOPs for a Center, and reorganizing a Center for the addition of a new unit. Students will have a model Center to work with and will make actual visits to the Center to assist in making management decisions. Other topics which are included in the course are environmental issues, budget, mobilization, administrative duties, and managing the responsibilities of the facility manager.

LENGTH: 2 weeks

RECOMMENDED PRE-COURSE READINGS: None.

BASIC COMPUTERICLAS COURSE (BC3)

       ATRRS NUMBER: 3600-LVL1

TARGET AUDIENCE: Those needing training in Microsoft (MS) Windows; MS Office

Suite, which includes Word (word processing), Excel (spreadsheet), and Power Point

       (presentation graphics); and the Center Level Application Software (CLAS).

       COURSE DESCRIPTION: This course provides basic-level training in the use of MS Windows, MS Office Suite, and CLAS/Table Talk as described above. CLAS training is introductory and broadbased; specific applications in functional areas are trained in ARRTC's level I courses. The CLAS training includes use of the Table Talk utility to build custom reports.

LENGTH:
1 week

RECOMMENDED PRE-COURSE READINGS: None.

DECENTRALIZED PROGRAM

A team of instructors from  ARRTC's Decentralized Training Division take the courses or workshops "on the road. They travel in both CONUS and OCONUS. Each MSC scheduled selects the students, provides the classrooms and provides the logistics support for the workshop presented at a USAR Center or other government facility. However, the decentralized team normally conducts these classes in commercial establishments (hotels), generally at a central location to the units in the MSC.

TRAINING LEADERS FACILITATOR COURSE (TLFC)

ATRRS NUMBER: 900

TARGET AUDIENCE: FTS personnel with training responsibilities and TPU members (SSG through MSG and company grade officers) with the responsibility to train the trainer. Only personnel from units with a valid ARTEP/MTP may attend. All students must occupy a valid training management or first-line leader position.

COURSE DESCRIPTION: This course provides the skills, techniques and knowledge required to train first-line leaders how to plan, execute, and assess performance oriented individual and

collective training.

LENGTH: 9 days

USAR TRAINING LEADERS COURSE (TLC)

ATRRS NUMBER: N/A

TARGET AUDIENCE: This course is directed at USAR soldiers who are currently first-line leaders and have the responsibility to train subordinates in individual and collective tasks.

COURSE DESCRIPTION: This course will give first-line leaders knowledge, skills, and techniques in planning, executing, and assessing performance oriented training at squad, section and platoon level. This course is conducted by adjunctive ARRTC faculty who are certified graduates of the Training Leaders Facilitators course. LENGTH: 2 days

COMPANYIDETACHMENT PRE-COMMAND COURSE (CID PCC)

ATRRS NUMBER: 6100-LVL1

TARGET AUDIENCE: Course is designed for prospective commanders or commanders assigned to CO/DET type units within the last six months. Course is intended as a prerequisite to command at the CO/DET level for USAR officers on IDT status.

COURSE DESCRIPTION: To train students to take effective command and control of their unit. This course meets the requirements of FORSCOM Reg 350-2 for completion of a certified pre-command course.

LENGTH:
2 days

BATTALION BRIGADE PRE-COMMAND COURSE (BNIBDE PCC)

ATRRS NUMBER: 6200-LVL2

TARGET AUDIENCE: Students who are recently assigned or prospective BN/BDE commanders. course is intended as a prerequisite for command of a BN/BDE level organization for USAR officers in an IDT status. Nominees must have been assigned to or designated for command position within the past 12 months and previously not attended this course. Nominees must complete ARRTC pre-course assignments and attend all formal classes in proper uniform.

COURSE DESCRIPTION: Train students to take effective command and control of their USAR units. This course meets the requirements of FORSCOM Reg 350-2 for completion of a certified pre-command course.

LENGTH:
2 days

USAR LOGISTICS WORKSHOP (LWKS)

ATRRS NUMBER: 6500-LVL1

TARGET AUDIENCE: This workshop's target audience is the full time support NCOs, officers, or civilians who perform logistical duties at battalion and below.

COURSE DESCRIPTION: This is a menu driven workshop which means the commands must select the areas in which they need training to better address any problems identified by the Command Logistics Review Program (CLRP), the Organizational Readiness Evaluations (OREs) and the Command Supply Discipline Program (CSDP) Assessments. The MUSARC POC must arrange for the primary focus or direction of the workshop with the course team leader a minimum of 30 days prior to the projected training dates. We recommend that students complete either the level I Basic Supply Course or the Maintenance Course prior to attending this decentralized workshop.

LENGTH: 2 days

USAR TRAINING WORKSHOP (TWKS)

       ATRRS NUMBER: 6600-LVLI

TARGET AUDIENCE: Students are training officers/NCOs or civilians who perform training management duties at battalion or lower levels.

COURSE DESCRIPTION: This work shop is menu-driven It requires coordination between the course team leader (CTL) and the MUSARC G-3 representative to identify the command's training needs identified by the last ORE and TAM. LENGTH: 2 days

USAR PERSONNEL AND ADMINISTRATION WORKSHOP

(PAWKS)

ATRRS NUMBER: 6700-LVL1

TARGET AUDIENCE: Students are soldiers and civilians who perform personnel and administration duties at battalion level or below.

COURSE DESCRIPTION: This workshop trains full-time support (FTS) personnel to perform personnel and administration tasks. The workshop is menu-driven. It requires coordination between the CTL and the MUSARC G-1 representative to identify the problem areas that require training to be addressed during the scheduled workshop for each command subject.

LENGTH:
2 days

USAR RETENTION WORKSHOP (RWKS)

       ATRRS NUMBER: 6500-LVL1

TARGET AUDIENCE: Students should be appointed duty retention NCO at the battalion/brigade/group level or below and FTS soldiers/civilians should be performing retention related duties.

COURSE DESCRIPTION: Training is designed to augment or complement local command training in basic retention subjects. This is a two-day workshop with individual subjects the MUSARC selects from a menu the ARRTC provides. Topics include reenlistment, eligibility, incentives, interview/counseling, role of retention personnel, sponsorship, and career planning.

LENGTH: 2 days

SUPERVISOR MANAGER WORKSHOP (SMWKS)

ATRRS NUMBER: 7000-LVL2

TARGET AUDIENCE: Suitable students are officers, NCOs, and civilians who are managers or supervisors and are graduates of a basic supervisor equivalent.

COURSE DESCRIPTION: This workshop provides skill and knowledge in supervision and management topics to full-time support personnel. This workshop is menu-driven. It requires coordination between the MUSARC G-1 representative and the CTL to identify the problem areas requiring training for the command.

 LENGTH: 2 days

MOBILIZATION WORKSHOP (MOBWKS)

ATRRS NUMBER: 7300-LVLI

TARGET AUDIENCE: This workshop trains CO/DET commanders, company executive officers, I SGs, Bn staff officers, unit movement officers, intermediate unit movement officers, and key staff NCOs.

COURSE DESCRIPTION: The workshop introduces the student to FORMOEPS then tracks unit level requirements in the RCUCH, FORSCOM Reg 500-3-2, and related regulations. This covers unit-level processes and responsibilities that must be established and maintained to mobilize a Reserve Component unit. This workshop is not a substitute for the UMPC, P01 2000, or the UMOC, P01 3400. Unit movement officers must attend UMOC. Primary mobilization planners and Bn/Group executive officers should not attend this course. They should attend USAR Mobilization Planners Course, P01 2000. Training consists of topics that meet the needs of the command from the menu of subjects available. The workshop team leader will coordinate with the MUSARC to determine the topics to train and the length of the workshop.

LENGTH: 2-5 days

ALCOHOL AND DRUG CONTROL OFFICER COURSE (ADCO)

ATRRS NUMBER: 7600

TARGET AUDIENCE: This course is designed for the USAR MUSARC ADCOs and their assistants (unit alcohol and drug coordinators, UADC).

COURSE DESCRIPTION: Drug and alcohol abuse awareness and prevention education training as well as procedures for urinalysis collection.

LENGTH: 2 days

RECOMMENDED PRE-COURSE READINGS: Familiarity with AR 600-85 (Alcohol and Drug Abuse Prevention and Control Program). Students should read Appendix E, Standing Operating Procedures for Chain of Custody for Commander Directed Urinalysis, prior to attending this training.
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