APMC PROMOTION APPLICATION FORM

(Current MSC Civil Service Marine Employees must use this form for Job Promotions)

___________________________________________________________________________________________ _

GENERAL APPLICANT INFORMATION ________________________________________
1. _____________________________________  2. formcheckbox East    formcheckbox West   formcheckbox Both        3._______________________

       Job Applying for (on this announcement)             Geographic Consideration (check one)           Announcement Number

4. _____________________________________________________________          5._______________________

             Last name                                First name
            Middle name
                                   Social Security Number

6. ________________________________________________________   _________________________________

             Mailing Address or Ship Address
                                                           Daytime Phone Number (include area code)


________________________________________________________       _________________________________                               

             City
                             State
                          Zip Code                   Evening Phone Number (include area code)

_____________________________________________________________________________________________

U. S. COAST GUARD LICENSES AND DOCUMENT INFORMATION: List any valid U. S. Coast Guard Merchant Marine Documents (indicate Coast Guard “Z” Number), Officer Licenses or Certification that you possess, expiration date type or limitations of endorsements.

____________________________________________________________________________________________

Type of License/Certificate/Document/Endorsement       Expiration Date        
Limitations & Endorsement on Licenses (if applicable)

_____________________________________        ___________   _______________________________________         

_____________________________________        ___________   _______________________________________         

_____________________________________        ___________   _______________________________________         

_____________________________________        ___________   _______________________________________         

_____________________________________        ___________   _______________________________________         

____________________________________________________________________________________________

PASSPORT INFORMATION____________________________________________________
A. Do you have a Current U. S. Passport?       formcheckbox Yes             formcheckbox No 

B. Passport Number: _________________________________

C. Passport Expiration Date: __________________________________

____________________________________________________________________________________________

APPLICANT CERTIFICATION AND RELEASE OF INFORMATION: I certify that, to the best of my knowledge and belief, all of the information on and attached to this application is true, correct, complete and made in good faith.  I understand that false or fraudulent information on or attached to this application may be grounds for firing me and may be punishable by fine or imprisonment.  I understand that any information I give may be investigated.  I consent to the release of information about my physical ability and fitness by employers, schools, law enforcement agencies and other individuals and organizations, to investigators, personnelists, and other authorized employees of the Federal Government.

______________________________________          ____________________________________   ____________

Print Name                                                    Signature  (or Supervisor’s  Verification,          Date signed

                                                                                                         if form is emailed)

____________________________________________________________________________________________

To Supervisor: Upon completion of this form, please forward to Military Sealift Command, Afloat Personnel Management Center, Attn: Marine Employment Division, Promotion Branch, P.O. Box 120, Virginia Beach, VA 23458-0120. Please ensure employee retains a copy.___________

APMC-12/Form 24, Mar 99

SUPERVISORY ASSESSMENT FOR PROMOTION OPPORTUNITIES

(To be completed by immediate supervisor)

POA#04-220 Second Radio Electronics Technician (220)

EMPLOYEE’S NAME:_____________________________            EMPLOYEE’S SSN#:___________________

EMPLOYEE’S CURRENT POSITION RATING:__________________________________________________

NAME OF ASSIGNED SHIP:___________________________________________________________________

TIME PERIOD YOU SUPERVISED EMPLOYEE:     FROM:______________          TO:_________________

1. Did the employee perform the duties and responsibilities of his/her job satisfactorily?              Yes____   No____

If no, please explain:____________________________________________________________________________ _____________________________________________________________________________________________

2. Based on your observation of how well the candidate performed in his/her current position, please evaluate the candidate’s potential to perform the following KSAs for the position being applied for. Use the following codes:      0  =  Have not observed or can not evaluate; 1 = Candidate is not quite ready to perform higher level duties and responsibilities: needs more experience or training;  3 = Candidate has the potential to adequately perform higher level duties and responsibilities; and 5 = Candidate could successfully perform higher level duties and responsibilities now and is highly recommended for promotional opportunities.
____Ability to Operate IBM Based Computer Systems in a Windows and Internet-based environment.  This includes loading, downloading information, and use of various computer protocols.

____Ability to use and interpret technical publications that relate to troubleshooting Computer/Electronics/ Communications Systems and equipment.

____Knowledge of basic communication theory (such as RF theory, the Atmosphere and its affect on radio waves, the attributes and actions of various wavebands, their use and limitations, etc.).

ADDITIONAL COMMENTS BY SUPERVISOR OR EMPLOYEE (optional only). Use and attach blank sheet(s) if more space required. ___________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________                           ____________________________________

Signature of immediate supervisor                                                                 Employee’s signature 

                                                                                                                 (acknowledging receipt only)

__________________________________

Supervisor Title

To Supervisor: Upon completion of this form, please forward to Military Sealift Command, Afloat Personnel Management Center, Attn: Marine Employment division, Promotion Branch, P.O. Box 120, Virginia Beach, VA 23456-0120. Please ensure employee retains a copy.

APMC-12/Form 23, Mar 99 

WANT TO BE CONSIDERED FOR MERIT PROMOTIONAL OPPORTUNITIES?

THEN READ THIS!!!!!

Except for Master and Chief Engineer ratings, permanent promotional opportunities are covered under the APMC Merit Promotion Program, APMCINST 12335.1. Under this program, permanent promotional opportunities are publicized through Promotion Opportunity Announcements (POAs).  The following information is provided to assist you in receiving proper consideration and credit for your background, work experience, training, awards, and evaluations.

1. LOOK AT EACH PROMOTION OPPORTUNITY ANNOUNCEMENT (POA) CAREFULLY.
The POA identifies the job being announced, POA number, opening date, closing date, and cut-off date, salary, who may apply, duties and responsibilities, qualification requirements, basis of rating (Knowledge, Skills, and Abilities (KSAs)), evaluation criteria, how to apply, and where to send your application package. 

2. SUBMIT AN APPLICATION PACKAGE FOR EACH JOB YOU WISH TO BE CONSIDERED FOR TO THE PROMOTION BRANCH BEFORE THE CLOSING OR CUT-OFF DATE:   Your application package must contain the Promotion Application Form (APMC-12/Form 24 dated Mar 99), Supervisory Assessment Form (APMC-12/Form 23 dated Mar 99), copy of required licenses and or certificates listed in the POA, and any other documents you wish to be considered. Since each job has different duties, different qualification requirements and/or different ranking factors, a separate application package is required for each job announcement. 

NOTE:  FAILURE TO PROVIDE THE REQUIRED INFORMATION REQUESTED FOR THE POSITION BEING ADVERTISED MAY ADVERSELY AFFECT YOUR ELIGIBILITY AND/OR RATING.

The Merit Promotion Application Form (APMC-12/Form 24 dated Mar 99), notifies the APMC that you want to be considered for a promotion.  It also provides an opportunity for you to indicate your geographical preference for the job, and update any personal information such as your address or telephone number.  If the Promotion Branch does not receive an application from you, how do they know that you wish to be considered for one of the announcements that is currently on the streets?  The answer is simple:  They don’t.  Your application form speaks for itself.
The Supervisory Assessment Form (APMC-12/Form 23 dated Mar 99) documents that your current performance is at least at a satisfactory level (required to be eligible for a promotion) and provides a supervisory assessment of your potential or readiness to perform a higher level job.  These forms may be submitted to the Promotion Branch at any time or you can attach them to your application form.  They will be filed in the Employee Promotion Files unless you have an application form attached!

3. THE RESPONSIBILITY TO ENSURE THAT YOUR PROMOTION FILES CONTAIN ACCURATE AND UP-TO-DATE INFORMATION IS YOURS.
It is your responsibility to ensure that your promotion file contains accurate and up-to-date information; the Promotion Branch only maintains this file for you.  Additionally, information in your file does not automatically consider you for a promotion opportunity.  You must submit an application package to be considered.

NOTE:  You may not receive proper credit if the information in your application package is incomplete, not available, or inaccurate. 

4. BASIS OF RATING: Your experience, education, training, and awards will be reviewed to determine the degree to which you possess the required knowledge, skills, and abilities (KSAs) that are essential for successful job performance.  Each KSA listed below is worth up to 20 points. To earn the highest rating possible, it is the personal responsibility of the candidate to submit detailed information and documentation with their application such as:  KSAs, resume, evals, ship assignments, awards, training, etc.  Failure to submit all pertinent information and narrative responses to the KSAs will negatively affect your rating for this position. 

Should you choose not to submit KSA responses, you could very well be passed over for the promotion even though you may be much more qualified than another mariner who does submit them in his package.

5. EVALUATION CRITERIA: Information contained in your application package, Employee Promotion File, and other supporting records, as required, may be used.  Your submission will be rated against a pre-defined crediting plan and a final numerical rating assigned.  The "best-qualified" candidates will be determined by the final numerical rating. 

NOTE:  Candidates who are performing at a below satisfactory level at the time of selection are not eligible to be considered for a promotion until their performance has improved.  Additionally, candidates must be fit for duty, clear of any adverse or disciplinary action taken against them, and be able to obtain the proper security clearances at the time the promotion is to become effective. 

6.  IF YOU GO ON LEAVE, ASK YOUR SUPERVISOR AND YOUR DETAILER TO KEEP YOU INFORMED OF FUTURE JOB ANNOUNCEMENTS.  The APMC uses various vehicles such as POAs, LES statements, and email/messages for CIVMARs on leave, etc, to keep our workforce informed of job opportunities; however, the APMC can not ensure that every single employee has received this information.  You must take responsibility for your own career development and opportunities.  Ensure that your supervisor and your detailer have your correct phone number and address so that you may be contacted. 

GUIDE TO PRESENTING  KNOWLEDGES, SKILLS, AND ABILITIES  (KSAs)
GROWING IMPORTANCE OF KSAs

The phrase “KSA’s” refers to the Knowledge, Skills, and Abilities needed to carry out the functions of a particular job.  While the concept of doing KSA’s may be new to some mariners, it is a system that ensures a fair and impartial promotion system. It also places the responsibility of the promotion package content where it belongs, in the hands of the person who is applying for promotion

Knowledge: refers to an organized body of information, usually of a factual or procedural nature, which if applied, makes adequate performance on the job possible. Knowledge gained with experience can play a part here.

Skill:  refers to the proficient manual, verbal, or mental manipulation of data or things.  Skills can be readily measured by a performance test where quantity and quality of performance are tested, usually within an established time limit.  Examples of proficient manipulation of things are skill in typing or skill in operating a lathe or a forktruck, etc.  Examples of proficient manipulation of data would be skill in math using decimals, skill in ordering supplies or paint for the paint locker, or skill at celestial navigation.  An example of using verbal skills could be how you performed as a phone talker. 

Ability: refers to the power to perform an observable activity.  This means that abilities have been proven through activities or behaviors that are similar to those required on the job.  E.g., ability to plan and organize work, ability to repair a winch or paint a bulkhead.  Abilities are different from aptitudes.  Aptitudes are only the potential for performing the activity.

THE EVALUATION

KSAs are then compared to a crediting plan used to “grade” your overall application.  From your point of view, the crediting plan is one of the most reassuring aspects of the whole KSA process because it represents an objective yardstick for evaluating and ranking individual candidates.  It removes the favoritism from the promotion process.

As an applicant you are not permitted to see the crediting plan.  (It’s a little too much like giving away the answers the night before the final exam.) But you might picture the crediting plan as a KSA scorecard, with maximum points to each KSA and to each level of performance under a KSA.  The Merit Promotion Program uses three levels, Superior Level, Satisfactory Level, and Acceptable Level.  The crediting plan will provide a general definition of the performance levels and lay out task examples that can be referred to in evaluating an applicant.   

For each level, the crediting plan provides examples of tasks that demonstrate this degree of ability.  Applicant responses are matched as closely as possible to one of the examples to determine the appropriate level of ability and, thus, the number of points to award.

WHY YOU CAN’T IGNORE THEM

KSAs provide an objective, fair system of dealing with a large number of applications.  Some applicants aren’t sure whether the KSA requirements apply to them or if a response is optional.  There’s an easy way to decide when to answer KSAs.  In a word, ALWAYS.  

If you ever have any doubts about whether it’s worth the extra effort, wipe them out of your mind.  You cannot be forced to submit KSA’s, but…there’s a good chance that your stiffest competition will be submitting them!  You are at a disadvantage if you choose not to make the effort.   

One purpose of KSAs is to measure those qualities that will set one candidate apart from the others.  To do this, there must be a response that can be scored, something to compare against the crediting plan.  Provide examples of what you have actually done!!

GETTING DOWN TO BUSINESS

Preparing good KSA responses requires two skills: reading and writing.  You need to know how to read and interpret a promotion announcement to recognize what the promotion board is looking for.  You need to know how to present your qualifications on paper to demonstrate that you have the goods. If you have a problem with reading and writing, you may want to consider additional schooling while you are on vacation or asking a friend to assist you.

Each KSA should be addressed individually.  Take a blank sheet of paper and on the top of each page, write the promotion announcement number and position title (from the promotion announcement).  Type, or clearly write, the KSA you are addressing, followed by your response.  The KSAs should be numbered and presented in the order given on the promotion announcement.  At the top or bottom of each page, put your name and the date.

THE READING PART

Depending on the job being advertised, KSAs might range from three or more phrases, such as “ability to supervise,” to a page or more of detailed requirements, broken into subcategories with rating points assigned.  The key point to remember about all KSAs is that they must in some way relate to your job. If you did something ashore that is worthwhile and helps you in your job, you should include it. If it doesn’t have anything to do with your job, do not list it.

On the surface, it would seem like addressing KSAs would be pretty clear cut: You read a vacancy announcement that identifies a knowledge, skill, or ability you need to have to do the job; you write a paragraph that shows you have it.  But a KSA might just be:  “The ability to read and interpret written instructions, regulations, guidelines, etc.” or “The ability to communicate both orally and in writing.”  It seems like anybody who can program a VCR or call out for a pizza would qualify.  The key to KSAs is figuring out how the KSA applies to the job you are seeking promotion for and what experiences you can write to show you meet or exceed the requirement.  

If one of the KSA’s on the promotion announcement you are interested in is the “ability to communicate, both in writing and orally”, here is how it might work in application:

· Describe the kinds of documents you have written.  (“ I wrote a report on the condition of the storeroom shelves and how I thought they could be improved.”)

· Describe the types of reviews to which they have been subject. (“This document was reviewed by my immediate supervisor and my Department Head.”)

· Describe the target audience.  (“The Chief Engineer used it to put together a Voyage Repair and got it in the shipyard package for bidding. ”)

If appropriate, add icing to your cake by noting the outcome of your efforts:

· Describe the results of your activity.  (“The old shelves were removed and new ones were installed, the storage space was increased by 20 percent and lightweight battens were installed -significantly upgrading the safety of the storeroom.”)

THE WRITING PART

  Reviewers (most often known as promotion board members) are not allowed to infer any experience not specifically stated by you on your KSA or use personal knowledge about you.  This is to remove favoritism from the process. You have to sell yourself to someone who may not know you at all.  To make sure your statements are as specific and complete as possible, pretend that whoever is reading your application doesn’t know anything about you or the job.  This will not be the case, of course, but remembering this can help you present yourself clearly and completely. 

Avoid using acronyms to describe your courses, programs, systems, whatever and:

· Be specific.

· Be precise.

· Get to the point.

· Don’t ramble.

· Use examples.

· State specifically what you have done.

· Don’t try to bluff the reviewer with words.

· Don’t borrow language from the description of duties.

Your next step is to pull together all available information about yourself and begin to build your package.  Some examples: professional experience you may have had ashore that relates to your job on the ship; your current resume or a recent application form, copies of other supplemental statements you have prepared, lists of courses you’ve taken (when and how may hours credited or invested), all honors and recognitions, and lists of things you have written or done. Old evaluations even from other agencies or companies should be included, as well as a copy of any sea service records you may have, awards, and anything else you would want a promotion board official to see.

Review your work history, looking for duties and responsibilities that are similar to the KSAs in the announcement.  Jot down all accomplishments that demonstrate or support your competence.

Once you have assembled all evidence of your experience, education, and awards, you want to start matching these against the job’s identified KSA's.  Again you want to provide clear examples that show your level of accomplishment and degree of responsibility. This is what you should include on a typical KSA response:

· The objective of the KSA;

· What you actually did and when (approximate dates);

· The outcome;

· The name, address and phone number of verifying official if applicable (we know you are at sea and work for different people on different ships)

For example: If a KSA were asking about your ability to work aloft you would respond by saying something along the lines of:

I have worked aloft many times in my long career as a deck seaman. Before coming to MSC I worked aloft in a commercial activity pruning trees. My boss there can be reached at area code XXX-XXX-XXXX.  When I arrived on the ship I did a full inventory of all gear required for working aloft, produced an inventory list and a periodic check list to ensure the gear required for working aloft remained in good repair. I manufactured a Boatswain’s Chair for working aloft out of material I found in the Carpenter Shop. The Chief Mate was so impressed; he gave me a letter of recognition, which is included in my package. I have trained 8 Ordinary Seaman on how to properly tend my lines when I am aloft and have trained them how to safely rig the gantlines.  Between June and December of 1995 I went aloft twenty four times, six times to make emergency repairs to damaged rigging. This is documented in my evaluation for that period which I have attached. 

After you’re finished, go back and look for possible holes.  Fix them!  Promotion announcements will specifically ask that you look at training and education related to your job as well as awards, self-development activities, and anything else in your background that relates to the KSAs.

Suppose you’ve somehow managed to maintain a web site for your poetry for several years.  Use this as evidence of your ability not only to communicate in writing but also to schedule work and meet deadlines on poetry contests.  Suppose you organized a visit to the local orphanage to make repairs to the building. Cite this to demonstrate your ability to plan, organize, and coordinate.  Suppose as Mate on Watch, you engaged in a heated battle over pier parking spaces with the local constabulary. This can underscore both your abilities to communicate effectively in public and to function under pressure.  All odds and ends of your life that have no place in a traditional or structured application form can be included in your KSAs …. if they’re pertinent.

Remember that it’s very important to be specific.  Include concrete examples, give dates, and provide details about your audience and the results of your efforts.  At the same time, maintain some level of restraint.  Don’t let things edge into overkill by citing a long series of achievements when two or three solid accomplishments will do.  If you have adequate on-the-job examples that document your skills, don’t include non-professional or more trivial experience.  Illustrate your ability at the higher levels.  If you’ve been in charge of drafting your Department’s M & R request for the past few trips, say that.  Don’t also include your household budget management if it says nothing more about your abilities.

What if you simply don’t have a particular KSA that’s identified for the job?  Obviously, you could be at a disadvantage when competing against more broadly qualified candidates, but that doesn’t necessarily mean you shouldn’t apply.  Don’t ignore the KSA; a reviewer might think you overlooked it and assume you’re not very thorough in your work.  On the other hand, saying you don’t know anything won’t win you any points either.  While you’ll never get away with creating something out of thin air, you should make maximum use of any related experience and training.  This may be a good time to look outside of your professional work history for other experience. Are they looking for the ability to organize and administer a project?  How about your experience contracting for construction of the new addition to your house?  Respond to the KSA by emphasizing the similarities between what you can do and what the job duties require.  Provide examples to demonstrate your potential for acquiring the required skills.

FINISHING TOUCHES AND GENTLE REMINDERS

Your application package is the potential promotion board official’s first impression of you.  You want to make it look like a winner.  Just to cover all bases, it’s a good idea to sign and date every application you submit, for every position you are applying for, even when you’re sending a resume.

Some applicants seem to think they’ll be evaluated on the basis of a snazzy presentation instead of their qualifications.  They spend so much time making their application look good that they forget to provide the information that’s required.  Answer all KSA’s as thoroughly and completely as possible.  
EXAMPLE OF KSA RESPONSE

Factor:   Skill in written communication.


Example of a poor response:

My communication skills are excellent.  I am often asked to help out in this regard and have been commended for my work.

Example of a good response:

In the past 10 months, I have taken over a number of writing assignments previously held by my supervisor.  These include:

(1) Drafting monthly reports on leasing activities under the purview of our office.  These are routinely approved by my supervisor without change and are circulated to 10 field offices and regional directors.

(2) I have assumed the responsibility of reporter for the quarterly meeting of the bureau’s research directors.  Reports of these meetings are reviewed by the Director’s Office prior to distribution to all participants.

(3) In January 1996, I completed the course “Writing Analytical Reports,” offered through the National Independent Study Center.  This was a six-month course involving 24 hours of training and covering such areas as:  planning an analytical report, collecting and analyzing data, identifying possible solutions to problems addressed in the report, and organizing, writing and editing the report.  
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