HR CORE COMPETENCY AREA BUSINESS RULES

1.  DIRECTION:  HR Officers need to complete a Core Competency Area (CCA) Profile Worksheet in order to document competency experience.


2.  PURPOSE:  By submitting a CCA profile, HR officers will update their service record to include new Additional Qualification Designators (AQDs) that capture all HR-related experience within our four core competency areas (CCAs).  This is a one-time effort.  Once the CCA baseline profiles are established, detailers will be responsible for adding the appropriate AQD to officers’ service records as additional HR tours are completed.  As such, do not include your current position during the establishment of the CCA baseline profile; only include data from completed tours.


3.  SUBMISSION PROCEDURES:

         a. The Core Competency Area Profile Worksheet needs to be completed prior to the next scheduled mentoring session. 

         b. During the mentoring session, the CCA profile worksheet will be reviewed with the area mentor.

         c. If there are no areas of disagreement between the mentor and protégé, the CCA profile worksheet will be emailed to the HR community management shop (POC:  Mr. Christopher Leigh; email:  HR_CCA_PROFILES@navy.mil Phone: (901) 874-3102) for review with a CC to the Regional Captain for tracking purposes.

         d. In cases where there are questions or areas of disagreement, the area mentor will forward the CCA worksheet to the Regional Captain for resolution.  Once resolved, the Regional Captain will forward the CCA worksheet to the HR community management shop.

         e. HR Community Manager/Detailing shop will assign AQDs as appropriate in the official record.

  
4.  ADDITIONAL QUALIFICATION DESIGNATION (AQD):	Each CCA has been assigned an AQD according to the Manual of Navy Officer Manpower and Personnel Classifications.  The “X” of each AQD listed below is replaced by the number 1 through 9 to correspond to cumulative units of experience assigned based on the amount of experience documented on the CCA Profile Worksheet. 
 
CCA					AQD
			Development (DEV)		RDX
			Management (MGT)			REX
			Recruiting (RCT)			RFX
			Requirements (RQT)		RGX


5.  REVIEW OF CORE COMPETENCY AREAS:

     a. Development (DEV):  Encompasses the training and education functions of the MPTE Enterprise; CVN Training Officer and NETC-focused; and includes school houses, NSTC, RTC, OTC, N7/J7, etc.

     b. Management (MGT):  Deals with personnel management; OPNAV N13, Naval Personnel Command, Fleet/TYCOM N1 and CNRF-focused, includes TPU's, NOSCs, NPC MOB DETs, PSD’s, etc.

     c. Recruiting (RCT):  Deals with the recruitment of personnel into the AC and RC of the Navy. CNRC-focused, including NRDs, MEPS, Recruiting Regions, etc. 

     d. Requirements (RQT):  Traditional manpower work with a more analytical focus (including HSI, FM, and IT); N1/J1, OPNAV N10 and N12-focused; includes NAVMAC, N8, etc.


6.  BUSINESS RULES:

    a. Since it is possible to develop skills in multiple competency areas during one assignment, officers will be assigned two (2) units of CCA credit to document experience gained in the primary competency area during one complete tour and one (1) unit to document experience gained in a secondary competency during the same tour.

    b. CCA Tour – All HR billets have been assigned a primary CCA, and some have been assigned a secondary CCA where applicable.  CCA tours are based on the nominal tour length in a coded HR billet:

	LT/LCDR nominal three year tours:  2 primary units for 36 months
	CDR/CAPT nominal two year tours:  2 primary units for 24 months
	Milestone nominal two year tours:  2 primary units for 24 months
	Joint nominal three year tours:  2 primary units for 36 months

Two (2) units of credit are given for primary CCA credit, and, if applicable, one (1) unit is given for secondary CCA credit.  No more than three (3) credits are given for any single tour, with the possible exception for split tours, where 1 unit of primary credit is awarded for completing half of the nominal tour length.

    c. Non-HR billet tours (usually tours served prior to becoming an HR officer) can still be provided credit as long as the billets assigned were in HR-related billets as defined by our core competencies.  If a member has a billet in this category, s/he should review the current HR billet list on the HR website and see if there are similar jobs, review the definitions of each CCA, and justify the request to their mentor upon submission.  Questions can be addressed via mentors to the HR Officer Community Manager.

    d. Similar officer tours, whether the officer was a HR or another designator, will be provided credit when meeting all other requirements.  Examples include: recruiting tour at a Recruiting District that no longer exists, NROTC or USNA instructor, and a primary duty Training Officer onboard ship.


7.  REQUIREMENTS FOR CREDIT:  An active duty officer (Active or Full Time Support or Selected Reservist in an active duty status) must serve 18 months in a qualifying billet (depending on the nominal tour length) to receive credit.  Selected Reservists can receive equal credit for serving 18 months in a paid billet. 

a. IA/GSA Tours – all GSA/IA tours, at least 9 months or longer, will be given CCA credit if the job equates to the CCA definitions of HR billets.  The time requirements are ½ of those previously listed, i.e., an officer doing a 12 month IA at the personnel processing center would receive the same credit as someone completing 24 months as an OIC of a PSD...two units of Management CCA. 

b. Split Tours – Tours served at a single command can be combined to receive units of credit in different CCAs if at least one half of the nominal number of months was served in a different CCA.  For example: a LCDR is assigned to OPNAV N13 for 18 months in a Management CCA then is moved to OPNAV N12 for 18 months in a Requirements CCA.  Fitness reports must support and document the different duties the officer was assigned.

c. In any of the specified tours above, the member must have received a fitness report with a promotable recommendation or higher.  Officers who receive not observed fitness reports or negative endorsements for promotion will not receive CCA credit for that tour.  This includes postgraduate education student billets, as subspecialty codes are received for education.

d. General experience tours with no or limited HR-related work do not qualify for CCA credit.  Management tours outside the HR field also do not count.  For example, a Surface Warfare Division Officer tour, which develops leadership skills, does not count towards HR management.

e. Tour length requirement waivers will be considered for up to two months.  During this initial CCA profile establishment, waivers should be forwarded with justification to the HR OCM and be endorsed by the mentor.  After the CCA profile is determined and the AQDs are added to members’ records, requests for waivers should be endorsed by the mentor and forwarded to the detailer for resolution.

f. As is currently the case, any member may submit a request to the detailer for AQD credit.  Requests to modify the CCA AQDs will also be entertained, to include waivers for tour length requirements.  
  

8.  CCA PROFILE WORKSHEET COMPLETION PROCEDURES:  Fill in Rank, Name and Designator – Self explanatory

Table 1:  Officer Billet/Job Title History - Complete Table 1 with all required information.  

- Command/Billet/Job Title – use the HR website short form if available for billet or use the billet title as listed in block 29 of the FITREP

Note:  Do NOT include the current billet; CCA credit for this billet will be added by the detailers upon completion of the current tour.

- Status – select status while serving in billet

- Rank – highest rank held while serving in billet

- Tour length – manually input by typing in the number of months of time served in billet

- CCA Primary – select one of the four CCAs, general experience (GE) or N/A
	
- CCA Secondary – select one of the four CCAs or N/A.  Majority of cases will be N/A.

· OCM Review Required – select “yes” if there is a question about the entry on the line.  When submitting the email with the completed sheet, provide comments concerning the area to be reviewed.

Table 2:  Core Competency AQD Summary.  This table automatically adds the CCA units together for the total CCA units earned for each CCA listed in Table 1.  A maximum of nine CCA units are available for each CCA category.

[bookmark: _GoBack]Notes: (1) Use the HR list of billets on the HR Website to ensure correct Primary/Secondary CCA credit is assigned.  For cases where the billet no longer exists, is not listed on the website, or for HR work that is done in non-HR billets, select the “GE” option for “CCA”.  Once submitted, the HR OCM Shop will determine the applicable competency credit, based upon the NOBC of the billet.

       (2) At times, a command will internally reassign members to different positions.  If this occurs, use the position actually held, not the position billeted to.  This should coincide with the job description documented on the FITREP in block 29.

Once the form is complete, member will meet with their mentor to review, endorse and forward the HR CCA profile.  Areas of contention will be resolved by the Regional Captain as described above.

9.  EXAMPLES:  

A brand new lateral transfer Lieutenant is assigned as a Navy Recruiting District OPO.  This officer will receive the following AQD after completion of a successful tour:

	     RF2 (two units for Recruiting for primary CCA)

Upon completion of this tour, this same officer is promoted to LCDR and is detailed to a Training Officer billet onboard USS ENTERPRISE (CVN-65).  This officer will earn two credits for development.  Therefore this officer’s AQD profile will now look like the following after successfully completing this tour:
   
		RD2 (two units for Development)
		RF2 (two units for Recruiting)

This officer then attends Naval Post Graduate School for the Operations Analysis curriculum.  No new CCAs are accumulated (but a 3211P subspecialty code will be), so the CCA profile remains unchanged:
   
		RD2 (two units for Development)
		RF2 (two units for Recruiting)

As a payback tour, this officer then goes to N10 as a Strength Planner, which earns a Requirements primary CCA and a Management secondary CCA.  The CCA profile then looks like:
   
		RD2 (two units for Development)
		RE1 (one unit for Management for secondary CCA)
		RF2 (two units for Recruiting)
		RG2 (two units for Requirements)

The officer next makes CDR and screens for command of an NRD.  For this position, the member receives two units for recruiting (since it is the primary CCA) and one unit for management (as it is the secondary CCA).  The AQD profile now looks like:
   
		RD2 (two units for Development)
		RE2 (two units for Management – both as secondary CCAs)
		RF4 (four units for Recruiting)
		RG2 (two units for Requirements)

NOTE:  There may be other AQDs that are associated with billets, for example, CE5 for a CDR command, or HE1 for being an OPO at an NRD.  These AQDs will also be awarded in addition to incrementing the CCA profile. 
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