FROM:
David Nettleton, Department of the Navy Presidential Management Intern Coordinator

TO:
Department of the Navy Presidential Management Interns and Supervisors

SUBJECT: 
Department of the Navy Presidential Management Intern Handbook

Welcome to the Department of the Navy (DON) Presidential Management Intern (PMI) Program.  The Department of the Navy Presidential Management Intern Handbook (enclosure 1) contains all the information you will need over the course of your PMI experience.  Please take some time to read the handbook and familiarize yourself with the program and your responsibilities.  From the vetting process, IDP development, and rotational assignment process, to performance evaluation, promotion, and conversion to the GS-12 level, this handbook provides you with the tools you need to successfully negotiate the PMI experience. 

We have a lot of plans for PMIs, so keep an eye on the following timeline:

PMIs come on board

May – September (to as late as December)

Meet the Fleet in Norfolk 
Fall or Spring, depending on schedule



OPM PMI Orientation 
October/November
Marine Corps Bootcamp
November

3 Day Leadership Seminar
TBD

Brown Bag Lunches

Throughout the internship

Though we have laid the handbook out by topic and with attachments for more detailed subject matter, we don’t expect you to read the entire Handbook on your first day, but there are some important issues in it that you need to address now.  The first is the development of an Individual Development Plan (IDP), which is due to the PMI Coordinator within 90 days.  If you are a supervisor, you should read sections 3, 4, 5, 6 and the supervisory parts of section 8 and 9 to get a good feel of the program and the DON specifics.  PMIs will, of course, read the whole Handbook, but should initially concentrate on sections 4, 5, 6, 7 and the PMI parts of section 8 and 9.  

Whether you are a PMI or a PMI’s supervisor, the next two years will be one of the most rewarding periods in your professional life. I know that you will want to take full advantage of all that the DON program offers.  If you have any questions, or input to improve the handbook, please contact me at nettleton.david@hq.navy.mil 

or (202) 764-0631.  For other information on the program, visit our website at www.donhr.navy.mil,  and click on training and career development and pick PMI.  

Department of the Navy

Presidential Management Intern

Handbook
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I.  Purpose of the PMI Program

The PMI Program has attracted outstanding graduate students to Federal service since Executive Order 12364 established the program in 1977 (attachment 1 – Executive Orders). 

According to the Executive Order, the purpose of the Presidential Management Intern Program is to:

Attract to the Federal Service outstanding men and women from a variety of academic disciplines who have a clear interest in, and commitment to, a career in the analysis and management of public policy. 

By drawing graduates from diverse social and cultural backgrounds, the PMI Program provides a continuing source of trained men and women to meet the challenges of public management.

During this 2-year internship program, a PMI will expand his/her knowledge of the Federal government, acquire in-depth knowledge of the DON's mission and programs, develop basic management skills, and prepare to enter a target position at the end of the program.

II.  Becoming a PMI Finalist

PMIs are graduate degree recipients who have successfully completed a rigorous application and screening process. They are nominated by their school's dean, chairperson or director; have a record of academic excellence; and possess leadership ability. Most have prior professional work experience. The specific criteria for eligibility includes:

· Completion of an advanced degree from an accredited college or university during the academic year; 

· Demonstrated exceptional academic achievement; 

· Demonstrated capacity for leadership; 

· Demonstrated potential for future professional growth; and, 

· Demonstrated commitment to a career in the analysis and management of public policies and programs. 

Approximately 300 educational institutions nominated close to 2,400 students for the PMI class of 2002.  All of these candidates then participated in a structured assessment center process consisting of group and individual interviews and a writing demonstration. The criteria used to evaluate applicants include: interest in Government service; demonstrated leadership; interpersonal and team skills; breadth and quality of accomplishments; analytical thinking; policy and program evaluation; written expression; and, oral communication.  

In the year 2002, 602 finalists made it through the university nomination and OPM screening processes.  The executive order allows for no more than 400 finalists to be hired each year.  PMIs have finalist status from when they receive their letter (mailed March 20 in 2002) through midnight, December 31.  They can be hired up until their finalist status expires or the hiring quota is reached.

III.  How the DON Participates

In late December or early January the DON PMI coordinator (PMIC) puts out a call to  DON components requesting submissions to OPM’s PMI Handbook of positions.  In 2002, for the first time, this handbook was put on line and made available to finalists when they were identified at the end of March.  As additional positions arise or change, DON managers alert the PMIC and he edits the online entries for the DON.  Resumes of the PMIs are typically available online by April 1 of each year.  

To see these resumes, visit  www.pmi.opm.gov and click on Agencies, Finalists, and then Sorted by Resume.  The user name is AGUSER and the password is C2RNA6LP.  (As authorized users, you are responsible to protect and safeguard the resume information and not release to other than HR and hiring officials of the Department of Navy!)

Managers and the PMIC attend the two day Job Fair in early April to interview candidates.  They continue the interview process as necessary throughout the spring and summer and fall.  

Positions

PMI positions are generally generic and typically fall in the GS-200, 300 and 500 series.  Many of the new finalists, however, have graduate degrees in a variety of disciplines and managers may hire them into any series for which they qualify, keeping in mind that this is a developmental program designed to give a broader than usual job experience and focuses on management skills.

(See sample position descriptions (PDs) at the GS-343-9 and 11 in attachment 3.)

Expenses

The DON PMI Program is not centrally funded.  Each DON supervisor who wishes to participate must have, at minimum, a funded slot for a GS-9/11/12.  The position may have a career ladder beyond the GS-12, but this must be identified before filling the position and be noted in the hiring paperwork.

For each PMI hired, OPM charges a one-time program fee of $4,800.  This supports certain aspects of the PMI Program, including the Program operations, recruitment, screening and selection activities, tuition for OPM sponsored training conferences, and career development group (CDG) seminars. 

Expenses for PMI activities vary according to location.  Since many of the OPM training conferences are held in or near Washington, D.C., regional PMIs will have higher travel expenses.  Most CDG activities for Washington-based PMIs take place in the Washington area; however, these CDGs may plan occasional activities and programs outside the Washington metropolitan area.

The DON will also conduct an orientation in the fall where PMIs “meet the fleet” in Norfolk, Virginia and visit Parris Island, South Carolina to witness Marine Corps Recruit Training.  There is also a one day trip to the Naval Air Systems Command at Patuxent River, Maryland.  These trips are mandatory for all DON PMIs and, as with other trainings, travel and per diem are paid for by the hiring office.  Other developmental opportunities will present themselves and be sponsored by the PMI Coordinator; attendance at these events will be advertised in advance and attendance will be strongly encouraged. 

DON Specific Requirements

The DON program adheres to the basics of the OPM program and only deviates from its policy in its requirement of two 60 days rotations instead of the one OPM mandated 30-day rotation. 

The DON program allows individual hiring offices to be as creative as possible in the management of their PMI programs, as long as they meet the spirit and intent of the PMI program as laid out here. 

One suggestion: The PMI experience and the success of the program are based on POSITIVE FIRST IMPRESSIONS and REALISTIC EXPECTATIONS.  Avoid having someone show up without anyone to meet them or anything for them to do and don’t sell what we can’t deliver.

IV.  Program Features

The PMI Program is one of the Office of Personnel Management's Career Development Programs. This program has a number of elements, which when thought out and put together, will enable the PMI to gain broad experience yet be qualified for the target position at the end of two years.  The cornerstones of a successful PMI experience include:

Challenging on-the-job work assignments

Rotational work assignments

OPM sponsored development activities, including participation in CDG activities

DON sponsored activities

Formal training

The PMI’s supervisor or a selected mentor guides and assists in planning and coordinating these career development experiences during the internship. They, the PMI and PMIC work together up front to lay these out in an Individual Development Plan. 

Assignments
PMIs should be assigned projects that challenge them and take advantage of their capabilities. PMIs represent the pipeline to future Government management and leadership. They need to be developed in-house both technically and managerially. 

Since PMI Program regulations require agencies to train PMIs in both technical and professional competencies, PMIs should learn the skills and duties of permanent staff, when feasible, especially for the target position.

Short-term assignments such as rotations may not always afford PMIs the full range of responsibilities given a permanent employee. However, PMIs can still have a high degree of responsibility for a project of more limited scope. Assign clerical tasks to PMIs only to the same extent that you assign them to other professional staff.

While OPM is responsible for providing some of the PMI's management training, supervisors should also ensure that a PMI's work assignments include a mix of both programmatic duties and leadership and management-related experiences. Developmental experiences related to management might include involvement in developing budgets or workplaces, participation on an organizational task force, or leading a small workgroup. Some projects should expose the PMI to high-level managers and provide insight into the managers' responsibilities.

Rotations

Rotational assignments are the heart of the internship.  They provide a broadened perspective of the Agency and its structure and allow for both management and programmatic experiences. Further, the contacts made through these rotations create a network to further both intern and DON goals.

All assignments are developmental in nature and incorporate a high degree of flexibility.  Tasks may involve routine elements of planning and delivering Government services but only if they provide the intern with a skill and knowledge base from which to perform more complex work.

Rotations should have the following characteristics:

· Be minimum of two in number and last at least 60 days each.
· Be in a different functional area, office or agency than the assigned position.
· Focus on the development of specific professional skills or in the fulfillment of particular managerial competencies.
· Complement the PMI's existing knowledge or professional interest/s.

· Allow PMIs to gain different perspectives on their agencies either by moving around in the agency or rotating to a related program inside or outside the Federal Government (at discretion of agency—e.g., OMB or Congress) 
· Allow a PMI based in a region to rotate to a headquarters location and vice-versa. 
The specific number and duration of rotational assignments may vary depending on the intern's prior experience, the requirements of the assignment and the target position. 


Rotations can vary in length, but should generally not be for a period of less than a month and often last 3-6 months.  The PMI should initiate contact with potential rotational supervisors and gauge whether or not there is both the potential to learn new skills and contribute to the new office.  

Rotational opportunities come and go, but once they are part of the IDP, the supervisor and the PMI Coordinator should be notified of changes.  PMIs are strongly encouraged to call the PMI Coordinator to seek and share these opportunities.

While on rotation(s) an intern spends a length of time away from the core supervisor.  To ensure a rewarding experience and allow for evaluation, a number of up front questions should be asked of potential supervisors and an evaluation filled out by them.  (Further guidance and evaluation form can be found in attachment #4.)  

Ideally, PMIs and rotational supervisors will discuss assignments before they begin. The PMI and supervisor may write a brief job description, including what the PMI will produce by the end of the rotation. This will confirm that each understands the expectations of the other and ensures that the PMI can complete assignments within the given time.  

OPM PMI Program Activities
PMIs are expected to attend the PMI Program-sponsored training conferences and participate in the activities of their Career Development Group (CDG). These activities are intended to broaden the PMI's knowledge of the Federal Government, enhance his/her management skills, and develop a network with other PMIs and Government executives and officials.  

Training Conferences: The PMI Program office hosts several training programs for PMIs over the two years: an Orientation, Graduation Program, and other programs, as scheduled.  These programs are an important component of the PMI's training, and generally include a variety of important Program information and content on specific management topics and government issues. Conferences are in or near Washington, D.C. and last from 1 to 3 days each. The agency is responsible for the PMI's travel and per diem when they attend training programs. 

Career Development Groups (CDGs): The purpose of a CDG is to provide educational and developmental activities, programs, and experiences for the PMIs within the group. The CDG is another avenue through which PMIs can acquire their managerial-track competencies, learn the views and insights of key Government managers and officials, and foster relationships with other PMIs and agencies. Planning and participating in these activities provides PMIs with opportunities to practice organizational development and theories, group dynamics, management techniques, and interpersonal skills. CDGs are also an important source of support and networking.

CDGs are comprised of approximately 20 - 25 PMIs from a cross section of Federal agencies, and one group leader/advisor and a co-leader/advisor, typically high-level managers. Washington-based CDGs usually meet once a month for program meetings and/or group activities. Regionally based CDGs generally hold monthly conference calls to plan training activities and discuss issues and concerns of PMIs in the regions. In addition, the CDG leader/advisor is an important resource for individual group members to identify developmental and training opportunities, network with other agencies, and gain valuable insight from the leader/advisor's extensive Federal experience.

DON-sponsored Events
The DON conducts an orientation in the fall and spring where PMIs “meet the fleet”, visit a Marine Corps recruiting station and tour the Naval Air Systems Command at Patuxent River, MD.  These are mandatory for all DON PMIs.  The DON PMIC will plan several other outings to DON facilities and brown bag lunches with senior military and civilian managers throughout the internship. 

Formal Training

PMIs will receive at least 80 hours of formal training a year.  These training opportunities shall be tied to core competencies targeted to a functional area into which the PMI will likely be converted.  OPM sponsored training, orientation and graduation will count toward the 80-hour requirement. 

V.  Individual Development Plans (IDPs) 

Supervisors will work with the PMI to develop a written outline of core competencies and technical skills to be gained prior to conversion to the target position.  This individual development plan (IDP) will serve as a roadmap for the PMI’s next two years (there is no required format, but a sample guide and form can be found in attachments #5&6.

The IDP should be treated as a planning document to be reviewed periodically and revised as appropriate. It is understood that the second year of the plan may be subject to significant changes.

Draft IDPs should be completed within 90 days of the intern's entrance on duty date.  The PMI, the core supervisor and the PMI Coordinator will sign IDPs. 

PMI Coordinators are responsible for making sure that IDPs adequately reflect the Presidential Management Intern Program goals and meet the needs of individual managers and interns.

The IDP should include planned rotational assignments and the learning objectives for each rotation, short- and long-range goals, and training activities, including participation in the OPM and DON PMI Program development activities.   

Formal training should be considered only supplemental to on-the-job experience in each area.

All travel and training requests are subject to DON budgetary constraints.  To maximize opportunities, core offices should target funding for PMI development.

An intern may cancel a prospective developmental activity with the approval of the core supervisor.  The PMIC should be informed when rotational assignments are canceled so that they may write in changes to the file copy of the IDP.  Other significant modifications to the IDP must be discussed and approved and documented in the same manner as original objectives.

VI.  Performance Evaluations

After each rotation, the rotational supervisor should complete an evaluation (see attachment #4).  A copy should be provided to the PMIC and the supervisor. The supervisor of record will then incorporate the rotational performance evaluations into one annual performance evaluation, according to the agency's policies and procedures.   

Discussions with the PMI, rotational supervisor, personal observations, and any other verifiable evaluation tool should also be utilized in assigning a final performance rating. PMIs must have a satisfactory annual performance appraisal to be promoted during the internship and to be converted to a permanent competitive position at the end of their internship.

When unsatisfactory performance is identified, the intern and the supervisor should develop a performance improvement plan.  The core supervisor shall closely monitor progress with updates to the PMIC.

VII.  Milestones

Promotion

Upon successful completion of the first year of the program, the intern shall be promoted to the GS-11 grade level.  Promotion to the GS-11 level also requires successful completion of training assignments under the IDP and the demonstrated ability to perform at the GS-11 level as certified by the intern's supervisor.

Promotions above the GS-11 can occur only on or after the date of conversion to the competitive service  

Following conversion to a career or career-conditional appointment, these employees may be promoted without competition within their career ladders.

Conversion

90 days ahead of the internship’s completion, the supervisor routes appropriate documents to the servicing HRO for conversion to the competitive service, GS-12, or for resignation.   

Conversion to a career conditional or career position is subject to budgetary and ceiling restrictions and to the existence of an appropriate position.

Should the core supervisor feel the PMI is in need of additional training and development beyond the two-year program, an extension for a possible third year (intern remains at the GS-11) may be requested.  Request for extension must be submitted to the PMIC no earlier than 18 months and no later than 20 months into the internship.  OPM has the final authority for the approval of such a request.

Termination

At the discretion of the core supervisor, and in consultation with the Director of the Executive Personnel and Leadership Development Division (DP6) a PMI may be separated from employment for misconduct, poor performance, or other reasons that will promote the efficiency of the service.  OPM will be notified by the DON PMIC should such an action take place.  

Service as an intern does not confer any right to further Federal employment in either the competitive or excepted service upon the expiration of the internship period.  Interns, who are not converted to the competitive service due to budgetary and ceiling restraints, lack of an appropriate position, or for other reasons shall be terminated.

Additional HR information is available in attachment #7 and in attachment #8.
VIII.  Roles of the players in the PMI program

Clearly defined roles and responsibilities of the various players throughout a PMI's 

two-year tenure are important to the success of the PMI Program and the PMI. Each participant in the Program contributes greatly to the overall development of the PMI, both individually and in concert with other participants. Good communication and coordination enhances the experience for all involved.  The major players in the PMI Program are listed below, along with their primary responsibilities.

Supervisor  

· Identifies positions and provides a description for the annual Handbook of Positions.

· Writes PDs and performance plans and submits with the Request for Personnel Action (RPA) to the appropriate HR contacts.  The appointing paperwork and RPA should indicate the full career ladder, if any, beyond the GS-12.

· Works with PMI to submit an IDP within 90 days of appointment.

· Requests and receives proof of advanced degree prior to appointment.

· Initiates security clearance procedures with HR.

· Reimburses $3,600 per PMI to OPM (form at ww.pmi.opm.gov/forms.htm).

· Encourages PMI participation at OPM and DON-sponsored developmental activities.

· Allows at least two 60 day rotations to a different functional area, office or agency.

· Ensures that paperwork for all promotions is submitted in a timely manner.  This includes paperwork to convert the PMI to a career appointment at least 90 days prior to conversion.

Mentor

Mentors are valuable sources of information and advice for the PMI. They help the PMI understand the Federal Government, the DON and their position in the agency. A mentor relationship is very personal and can contribute greatly to a PMI's success. The responsibilities of the mentor include:

· Playing a key role in the PMI's career development; 

· Providing guidance, advice and support to enhance the professional development of the intern; 

· Serving as a resource for rotational opportunities; and 

· Linking the PMI into a wider network. 

Rotational Supervisor

The rotational supervisor is the manager responsible for the PMI during the temporary assignments outside of the intern's core area. These supervisors are responsible for:

· Developing objectives to be accomplished during the assignment; 

· Communicating the objectives to the PMI prior to the beginning of the assignment; and 

· Evaluating the intern's performance during the rotation, using the attached form. 

OPM PMI Program Office

The PMI Program office is responsible for the overall coordination of the Program with the various agencies of the Federal Government. To this end, the PMI Program office is responsible for:

· Overseeing the PMI recruitment, selection, screening and placement components; 

· Providing structured career development activities, including and orientation, graduation, as well as other career development activities and programs; and 

· Working as a conduit for communication among all those involved in the PMI Program: PMI coordinators, supervisors, mentors, CDG advisors/leaders, and PMIs. 

DON PMI Coordinator  

The Coordinator is located in the Office of the Deputy Assistant Secretary of the Navy (CP/EEO), Executive Leadership and Development Division (DP6) and acts as the program facilitator for PMI supervisors and PMIs and as the liaison with the Office of Personnel Management (OPM.)  In addition he/she:

· Ensures awareness of the commitments involved in hiring a PMI.

· Coordinates DON participation at the PMI Job Fair.

· Helps supervisors recruit PMIs.

· Helps identify positions and submits them to the OPM PMI Handbook of Positions.

· Shares finalists’ resumes with supervisors. 

· Facilitates reimbursement of fees ($3,600 Y2K cost) to OPM within 30 days of each appointment.

· Coordinates a DON PMI orientation in the fall for each new class.

· Addresses individual concerns of PMIs and their supervisors. 

· Assists PMIs in the design and review of Individual Development Plans (IDPs.)

· Issues guidance, clarifications and other relevant program information.

PMI  

· Submits updated resume and proof of graduation prior to appointment.

· Works with the supervisor to create an IDP and submit to the PMIC.

· Attends OPM and DON-sponsored events.

· Tracks promotional anniversary dates and reminds supervisor to submit paperwork.

· Participates in at least two 60-day rotations & other OPM /DON-sponsored activities.

· Works and learns as much as possible.

· Shares current email addresses and phone numbers with the supervisor and PMIC.

IX.  The Handling and Flow of Paperwork to Bring on, Promote and Convert PMIs

The Supervisor   

· Annotates the Request for Personnel Action (RPA) with a name request and proposed start date and forwards with the position description (PD) to the servicing HRO.  The supervisor also routes appropriate documents to the servicing HRO for promotion to the GS-11, conversion to the competitive service, GS-12, or for resignation.  Conversion must be recommended 90 days ahead of the internship’s completion. 

· Procures from PMI proof of advanced degree (transcripts or diploma) and proof of finalist status to forward to HRO.

· Works with the PMI Coordinator to ensure that the PD contains PMI specifics.

· Sends a courtesy hard copy of the appointing paperwork to the PMI Coordinator.

· Sends PMI initial background investigation paperwork for security clearance.

· Approves interim security clearances.

The PMI Coordinator

· Coordinates timing of offers, graduation and EOD dates.

· Coordinates with initiating office, HRO and HRSC to ensure that actions are processed in a timely manner.

The Servicing HRO  

· Forwards the RPA and all necessary paperwork to the servicing HRSC via the Modern System for processing.

· For initial appointment, administers security and drug testing procedures.

The Servicing HRSC 

· Codes and reviews the SF-52 for accuracy.

· Clears PPP as they would other formal training program candidates. (PMI fills are checked against the PPP at the entry level (Grade 9, if just coming in) with the "TRA" code.)

· Coordinates security and drug testing procedures with HRO, if necessary.

· Sends PMI offer letter.

· Prepares the Official Personnel Folder.

· Establishes Pay.

· Builds the position.

· Processes the personnel action.

· For initial appointment, provides the new hire with an entrance on duty package and offer letter.

Note:  The DON fully supports the use of this program to help meet its staffing needs.  It is an excepted service appointment as explained in 5 CFR, 302 and is a developmental program.  As such, the application of the qualification standards and requirements established for the competitive service differs from conventional intern programs.  Human Resource Offices (HROs) and Human Resource Servicing Centers (HRSCs) are encouraged to discuss any issues or concerns about this hiring authority with the DON PMI Coordinator.  Additional generic PMI Program information is available at www.pmi.opm.gov.

Attachment #1

Executive Orders 


The White House

EXECUTIVE ORDER

Presidential Management Intern Program 


By virtue of the authority vested in me by Sections 3301 and 3302 of Title 5 of the United States Code, Section 301 of Title 3 of the United States Code, and as President of the United States of America, it is hereby ordered as follows:

Section 1. There is hereby established the Presidential Management Intern Program, hereafter referred to as the Program, the purpose of which is to attract to Federal service men and women of exceptional management potential who have received special training in planning and managing public programs and policies.

Section 2. Outstanding individuals who have pursued a course of study oriented toward public management at a graduate-level educational institution and who, at the time of application, have recently received or will shortly receive an appropriate advanced degree, are eligible to apply for participation in the Program.

Section 3. The United States Civil Service Commission, hereafter referred to as the Commission, shall develop appropriate procedures for the recruitment, screening, and selection of applicants possessing the qualifications described in Section 2 of this order. In developing these procedures, the Commission shall be guided by the following principles and policies: 


(a) The number of interns participating in the Program shall at no time exceed five hundred.

(b) Final selection of interns shall be made by the head of the department, agency, or component within the Executive Office of the President in which the intern is to be employed, or by the designee thereof.

(c) The procedures so developed shall provide for such affirmative action as the Commission deems appropriate to assure equal employment opportunity. 

(d) To the extent permitted by law, the Commission is authorized to enter into appropriate cooperative arrangements with State and local officials and appropriate private institutions for recruitment and screening of candidates for the Program. 


Section 4. Upon selection, candidates shall be appointed as interns to positions in Schedule A of the excepted service for a period no to exceed two years. Their tenure shall be governed by the following principles and policies:
(a) Interns shall be assigned responsibilities consistent with their public management backgrounds and the purposes of this Program.

(b) Continuation in the Program shall be contingent upon satisfactory performance by the interns throughout the internship period.

(c) Except as provided in subsection (d) of this Section, service as interns shall confer no rights to further Federal employment in either the competitive or excepted service upon expiration of the two-year internship period.

(d) Interns may be granted competitive civil service status if they satisfactorily complete their two-year internships and meet all other requirements prescribed by the Commission. 


Section 5. The Commission shall prescribe such regulations as may be necessary to carry out the purposes of this order. 

Jimmy Carter, The White House
August 25, 1977 
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THE WHITE HOUSE 
May 21, 1982 

Executive Order 12384 of May 24, 1982 

The Presidential Management Intern Program

By the authority vested in me as President by the Constitution and laws of the United States of America, including sections 3301 and 3302 of Title 5 of the United States Code, and in order to provide for the recruitment and selection of outstanding employees for careers in public sector management, it is hereby ordered as follows: 

Section 1. There is hereby reconstituted the Presidential Management Intern Program. The purpose of the Program is to attract to the Federal service outstanding men and women from a variety of academic disciplines who have a clear interest in, and commitment to, a career in the analysis and management of public policies and programs. Individuals selected for the Program will be known as Presidential Management Interns. 

Sec. 2. Eligible individuals are those who have pursued a course of study at the graduate level which demonstrates both an exceptional ability and the commitment stated above. Such individuals at the time of application must have recently received or must expect to receive soon an appropriate advanced degree. 

Sec. 3. (a) The Office of Personnel Management shall provide specific guidance as to what constitutes an appropriate advanced degree. 

(b) The Office of Personnel Management shall develop appropriate procedures for the recruitment, nomination, screening, placement and continuing career development of outstanding individuals possessing the qualifications described above. 

(c) In developing those procedures, the Office of Personnel Management shall be guided by the following principles and policies: 

EO 12364, Title 3 - The President 

(1) The number of new Presidential Management Interns selected shall not exceed two hundred in any fiscal year. 

(2) Final placement of Presidential Management Interns shall be made by the head of the department, agency, or component within the Executive Office of the President in which the intern is to be employed, or by the designee thereof. 

(3) Universities and colleges participating in the Program shall make nominations for the Program. In making the nominations, they shall establish competitive selection processes and procedures to ensure that all applicants receive careful and thorough review. 

(4) The procedures so developed shall provide for such affirmative actions as the Office of Personnel Management deems appropriate to assure equal employment opportunity. The procedures shall also provide for the application of appropriate veterans preference criteria. 

Sec. 4 (a) Successful candidates shall be appointed as Presidential Management Interns to positions in Schedule A of the excepted service. The appointment shall not exceed two years unless extended by the Federal department or agency, with the concurrence of the Office of the Personnel Management, for up to one additional year. 

(b) Tenure for the Presidential Management Interns shall be governed by the following principles and policies: 

(1) Assigned responsibilities shall be consistent with an Intern's educational background and career interests, and the purposes of this program. 

(2) Continuation in the program shall be contingent upon satisfactory performance by the Interns throughout the Internship period. 

(3) Except as provided in subsection (4) of this Section, service as an Intern shall confer no rights to further Federal employment in either the competitive or excepted service upon the expiration of the Internship period. 

(4) Competitive civil service status may be granted to Interns who satisfactorily complete their Internships and meet all other requirements prescribed by the Office of Personnel Management. 

Sec. 5. Those individuals who are currently undergoing the process of selection, or who were selected or appointed under the provisions of Executive Order No. 12008 and who have not at this time completed their scheduled period of excepted service, may continue their internships under the terms of this Order. 

Sec. 6. The Office of Personnel Management shall prescribe such regulations as may be necessary to carry out the purposes of this order. 

Sec. 7. Executive Order No. 12008 of August 25, 1977 is revoked. 

Ronald Reagan, The White House
May 24, 1982 


Executive Order 12645 of July 12, 1988 

Amending Executive Order 12364, Relating to the Presidential Management Intern Program

By virtue of the authority vested in me as President by the Constitution and laws of the United States of America, including sections 3301 and 3302 of title 5, United States Code, and in order to improve the Presidential Management Intern Program by providing for the recruitment and selection of an increasing number of outstanding employees for careers in public sector management, it is hereby ordered that Section 3(c)(1) of Executive Order No. 12364 of May 24, 1982, is amended by deleting "two hundred" and inserting in lieu thereof "four hundred". 

Ronald Reagan
The White House,
July 12, 1988 

 Attachment  #2 – Sample PD’s for the GS-343-9 and 11 levels

.    POSITION AND ORGANIZATION INFORMATION                        

      Position:   Program Analyst, GS-0343-09  

The incumbent is a participant in the Presidential Management Intern (PMI) Program as established by Executive Order 12008 on August 25, 1977 and reconstituted by Executive Orders 12384 and 12645.  

The focus of the program is to attract to the Federal service individuals from a variety of academic disciplines who have a clear interest in and commitment to a career in the analysis and management of public policies and programs.  The program represents an innovative approach to meet the government’s future need for competent managers, a need that continues to grow.  Further PMI guidance can be found at www.opm.pmi.gov and in 5 CFR, Parts 315.708 and 362.

The incumbent undertakes a 2-year internship, which includes assignments that provide experience in applying skills and previous academic background to current agency management issues. Assignments are individually tailored to prepare the PMI to satisfactorily perform at the next higher-grade level and to broaden their knowledge of Department of the Navy (DON) programs and improve their management skills.    

Assignments become progressively more difficult as the incumbent becomes familiar with the work.  The goals of the individual intern and supervisors, as well as the intern's developmental needs and the needs of the DON, will dictate the location, structure, duration and substance of on-site and rotational assignments.  These goals are articulated and reconciled in an Individual Development Plan (IDP) agreed to by the supervisor. 

The specific number and duration of rotational assignments may vary depending on the intern's prior experience and the requirements of the assignment and the target position. All assignments are developmental in nature and incorporate a high degree of flexibility.  Tasks may involve routine elements of planning and delivering Government services but only if they provide the intern with a skill and knowledge base from which to perform more complex work

Similarly, special projects must be germane to the work of the program area to which the intern is temporarily assigned.  Each assignment is justified in terms of its educational value and degree of challenge and is designed to maximize the intern's creative and analytical potential.  The PMI also participates in selected orientation sessions, seminars and training programs as required by the Office of Personnel Management (OPM), and the DON, or as recommended by the mentor, supervisor or the PMI Coordinator.

Broader objectives of work assignments should help the PMI to:

Understand the role of the public manager in the American constitutional system; become creative, risk-taking program leaders; be sensitive, responsive and effective leaders; and

commit to adaptability and continued learning.

Purpose of position:                                               

The primary purpose of the position is to provide managers with objectively based information for making decisions on the administrative and programmatic aspects of agency operations and management, by accomplishing a wide variety of assignments concerned with effectiveness and efficiency of programs and operations.                                                       

        Organization:                                                      

        Organization goals:                                                

        II.   MAJOR DUTIES                                                 

        A.  Duty (Critical):                                               

         Conducts management surveys and/or research projects and provides advisory services on procedural and relationship issues that deal with readily observable program conditions. (50%)                 

          Tasks:                                                           

1.  Plans and conducts management surveys within guidelines       

    provided by higher-grade analyst.                                 

2.  Develops and administers survey questionnaire, when needed, by adapting similar, previously used formats.                        

3.  Conducts interviews with supervisors and employees to obtain  

information about organizational missions, functions, and work procedures.                                                       

4.  Observes work in progress.                                    

5.  Researches precedent studies to determine past issues;        

    collects and evaluates a variety of data.                         

6.  Provides information, advice, and/or recommendations, on      

issues of limited scope and impact to the organization serviced.  

7.  Serves on teams; assists higher grade employee with more      

    extensive and difficult work.                                     

8.  As a team member, conducts management surveys of clerical,    

blue-collar and administrative support activities to determine compliance with applicable regulations, procedures and management practices.                                                        

9.  Prepares narrative report containing a statement of           

observations, options for change and recommendations for action.  

Selected Staffing KSAs: A1, A2                                        

B.  Duty (Critical):                                               

Performs internal management support services in the areas of     

program cost monitoring, annual fiscal planning, and development  

of annual work-plan(s), for the procedural and relationship       

aspects of organization(s). (50%)                                 

Tasks:                                                           

1.  Performs internal management support services in the areas of 

program cost monitoring, annual fiscal planning, and development of annual work-plan(s), for procedural and relationship aspects of the organization.                                                 

2.  Participates with management in preparing detailed plans,     

    budgets, and/or schedules for assigned programs.                  

3.  Monitors program funding status (e.g., allotments or          

    reimbursements) through the use of readily available data.        

4.  Forecasts funding needed to support objectives of annual work 

    plan, through extrapolation and interpolation of current and      

    historical data.                                                  

5.  Compiles, analyzes and summarizes financial data for basic    

    expenses of the organization.                                     

6.  Analyzes requests for funds assuring that projects are        

    effectively planned and are within overall program cost and       

    schedule.                                                         

7.  Coordinates review and preparation of actual and projected    

financial estimates and justifications in support of program goals and objectives; identifies deficiencies, excesses, trends, imbalances, etc.  Provides consolidated response to the budget office.                                                           

8.  Recommends adjustments in support of changes in program       

operations and/or funding based upon factual considerations such as deadlines, amount of funds in the account, local controls and regulations, etc.                                                 

9.  Participates in development of in-house bids; monitors        

    contract performance for procedural processes.   

Selected Staffing KSAs: A1, A2 

III.  KNOWLEDGES, SKILLS AND ABILITIES (KSAs)                      

A.  Selected Staffing KSAs:                                        

1.  Ability to recognize and analyze problems, conduct research,  

    summarize results, and make appropriate recommendations           

2.  Ability to communicate orally and in writing

B.  Basic Training Competencies:                                   

1.  Ability to maintain good working relations                    

2.  Ability to plan, organize work, and meet deadlines            

3.  Ability to recognize and analyze problems, conduct research,  

    summarize results, and make appropriate recommendations           

4.  Ability to access or locate information through the use of a  

    personal computer or terminal                                     

5. Ability to meet and deal with customers using a high degree of    tact and diplomacy                                                

6.  Ability to research, analyze, interpret and apply rules,      

    regulations, and procedures                                       

7.  Knowledge of the operations, products, services, needs, and   

goals of the program(s) and the organizations studied or served, and related customers, functions, resources, and users        

8.  Ability to communicate orally and in writing                  

9.  Ability to develop and utilize appropriate data collection    

    techniques                                                        

10. Ability to advise others                                     

11. Ability to plan, conduct and record surveys and inspections  

12. Knowledge of financial control and budget systems and        

    management                                                        

13. 
Ability to execute projects and/or studies within established financial and time constraints.                                    

IV.   CLASSIFICATION FACTORS                                       

Factor 1.  Knowledge Level 1-6 (950 Points)   

1.  The work requires one or more of the following:              

- Knowledge of management and organization principles, theories, including administrative practices and procedures common to the organization or area of responsibility.                           

- Skill in applying analytical and evaluative techniques to the identification, consideration, and resolution of issues or problems of a procedural or factual nature.                       

- Knowledge of and skill in applying conventional methods to gather, analyze, and evaluate information concerning management processes, draw conclusions, and recommend appropriate action.    

- Skill in conducting interviews with supervisors and employees to obtain information about organizational missions, functions, and work procedures.                                                  

Factor 2.  Supervisory Controls Level 2-3 (275 Points)   

The employee receives specific projects in terms of issues, organizations, functions or work processes to be studied along with deadlines for completion of work.  The supervisor or higher  grade analyst provides assistance on conventional issues or on the application of qualitative or quantitative analytical methods for studies for which precedent studies are not available.  The employee plans, coordinates, and carries out the successive steps of the project.  Work is reviewed for conformance with overall requirements as well as contribution to the objectives of the study.  Completed work products are reviewed for consistency of facts and figures, choice of appropriate analytical methods, practicality of recommendations.                                  

Factor 3.  Guidelines Level 3-3 (275 Points)   

The guidelines include standard reference materials, texts, and manuals covering analytical methods and techniques and the subjects of assigned projects.  Analytical methods contained in the guidelines are not always directly applicable to specific work assignments; however, precedent studies on similar subjects are available for reference.  The employee must interpret or adapt available guidelines because they are not completely applicable to the work, and exercise judgment in analyzing and extrapolating from the guidelines to arrive at a finding or decide on a particular course of action.                                      

Factor 4.  Complexity Level 4-3 (150 Points)   

The work involves dealing with problems and relationships of a    

procedural nature, within organizations with related functions and objectives.  The employee analyzes the issues in the assignment, then selects and applies accepted analytical techniques to the resolution of procedural problems affecting the efficiency, effectiveness, or productivity of the organization and/or workers studied.  Findings are presented in a narrative report containing a statement of the issue or problem, background, observations, options for change, and recommendations for action.               

Factor 5.  Scope and Effect Level 5-3 (150 Points)   

The employee plans and carries out projects of a procedural or    

conventional nature to improve efficiency and productivity of     

organizations and employees in administrative support activities. 

Completed reports and recommendations influence decisions by      

managers concerning the internal administrative operations of the 

organizations and activities studied.                             

Factor 6.  Personal Contacts Level 6-2 (25 Points)             

The employee regularly meets with agency employees from outside   

the immediate organization, or employees and representatives of   

private concerns in a moderately structured setting.              

Factor 7.  Purpose of Contacts Level 7-2 (50 Points)    

The purpose is to provide advice to managers on non-controversial  

organization or program related issues or concerns.  Contacts     

typically involve such matters as identification of               

decision-making alternatives; appraisals of success in meeting    

goals; or recommendations for resolving administrative problems.  

Factor 8.  Physical Demands Level 8-1 (5 Points)     

The employee does sedentary work, such as sitting comfortably.    

There may be some walking, standing, bending, carrying of light   

items, or driving an automobile.  No special physical effort or   

ability is required to perform the work.                          

Factor 9.  Work Environment Level 9-1 (5 Points)     

The employee works in an adequately lighted and ventilated office 

environment.  May require occasional travel.                      

V.    CLASSIFICATION SUMMARY                                       

In this position:                                                

Duty A.  50% GS-0343-09 Program Analyst                           

         Program Effectiveness Surveys                            

Duty B.  50% GS-0343-09 Program Analyst                           

         Program Resource Analysis                                

The classification information in this menu is based on the US OPM Position Classification Standard for Management and Program       

Analyst, GS-343, August 90 (TS 98) and the US OPM Administrative  

Analysis Grade-Evaluation Guide, August 90 (TS-98).               

GS-09 Point range: 1855 - 2100                                    

Total Point: 1885                                                 

Grade: GS

 I.    POSITION AND ORGANIZATION INFORMATION                        

 Program Analyst, GS-0343-11                                            

The incumbent is a participant in the Presidential Management Intern (PMI) Program as established by Executive Order 12008 on August 25, 1977 and reconstituted by Executive Orders 12384 and 12645.  

The focus of the program is to attract to the Federal service individuals from a variety of academic disciplines who have a clear interest in and commitment to a career in the analysis and management of public policies and programs.  The program represents an innovative approach to meet the government’s future need for competent managers, a need that continues to grow.  Further PMI guidance can be found at www.opm.pmi.gov and in 5 CFR, Parts 315.708 and 362.

The incumbent undertakes a 2-year internship, which includes assignments that provide experience in applying skills and previous academic background to current agency management issues. Assignments are individually tailored to prepare the PMI to satisfactorily perform at the next higher-grade level and to broaden their knowledge of Department of the Navy (DON) programs and improve their management skills.    

Assignments become progressively more difficult as the incumbent becomes familiar with the work.  The goals of the individual intern and supervisors, as well as the intern's developmental needs and the needs of the DON, will dictate the location, structure, duration and substance of on-site and rotational assignments.  These goals are articulated and reconciled in an Individual Development Plan (IDP) agreed to by the supervisor. 

The specific number and duration of rotational assignments may vary depending on the intern's prior experience and the requirements of the assignment and the target position. All assignments are developmental in nature and incorporate a high degree of flexibility.  Tasks may involve routine elements of planning and delivering Government services but only if they provide the intern with a skill and knowledge base from which to perform more complex work

Similarly, special projects must be germane to the work of the program area to which the intern is temporarily assigned.  Each assignment is justified in terms of its educational value and degree of challenge and is designed to maximize the intern's creative and analytical potential.  The PMI also participates in selected orientation sessions, seminars and training programs as required by the Office of Personnel Management (OPM), and the DON, or as recommended by the mentor, supervisor or the PMI Coordinator.

Broader objectives of work assignments should help the PMI to:

Understand the role of the public manager in the American constitutional system; become creative, risk-taking program leaders; be sensitive, responsive and effective leaders; and

commit to adaptability and continued learning.

Purpose of position:                                               

The primary purpose of the position is to provide managers with objectively based information for making decisions on the administrative and programmatic aspects of agency operations and management, by accomplishing a wide variety of assignments        

concerned with effectiveness and efficiency of programs and operations.                                                       

        Organization:                                                      

        Organization goals:                                                

        II.   MAJOR DUTIES                                                 

        A.  Duty (Critical):                                               

         Conducts management surveys and research projects and provides    

         advisory services on substantive issues of moderate scope and     

         impact to assess the effectiveness of program operations. (50%)   

          Tasks:                                                           

         1.  Plans, and conducts management surveys and/or research on     

         substantive issues of moderate scope and impact to assess the     

         effectiveness of program operations.                              

         2.  Analyzes and evaluates quantitative or qualitative            

         effectiveness of line program operations in meeting established   

         goals and objectives.                                             

         3.  Develops measurement criteria, procedures, and instruments to 

         meet the needs of assigned study.                                 

         4.  Researches and analyzes information and develops new          

         information about the subject studied to clarify suspect results. 

         5.  Collects, reviews, evaluates, and interprets data.            

         6.  Presents findings, options, and recommendations, via          

         briefings, staff reports, project papers, etc.                    

         7.  Participates in reviews of activities being considered for    

         conversion to contract operations.                                

         8.  Provides advice and recommendations on research techniques to 

         other analysts.                                                   

          Selected Staffing KSAs: A1, A2                                                            

        B.  Duty (Critical):                                               

         Provides substantive management support services in the areas of  

         program cost analysis, annual and multi-year fiscal planning,     

         development of annual work-plan(s), and/or commercial activity for

         organizations whose operations are interrelated and fairly stable 

         in nature. (50%)                                                  

          Tasks:                                                           

         1.  Provides management support services in the areas of program  

         cost analysis, annual/multi-year/long range fiscal planning,      

         development of annual work-plan(s), and/or commercial activity for

         organizations whose operations are interrelated and fairly stable.

         2.  Performs research tasks to obtain a variety of cost, schedule,

         and performance data; analyzes data to derive relationships       

         involving system parameters, schedule and cost variations.        

         3.  Recommends procedures for preparing, documenting, validating, 

         and presenting resource requirements to higher authority.         

         4.  Conducts or participates in cost comparison/benefit studies of

         current or projected programs; develops lifecycle cost analyses of

         projects.                                                         

         5.  Prepares detailed plans, budgets, and schedules for assigned  

         programs and/or participates with management in fiscal planning;  

         responsible for integrating requirements into the annual Program  

         Objective Memorandum (POM).                                       

         6.  Receives and maintains cognizance of approved funds;          

          responsible for day-to-day management and administration of the   

         organization's budget.                                            

         7.  Assists the organization with programming, analysis, and      

         control of funds; evaluates program funding plans and their       

         execution, identifying actual or potential problem areas;         

         integrates requirements into the annual Program Objective         

         Memorandum (POM), as appropriate.                                 

         8.  Provides support and advice on reprogramming of funds and     

         funding levels due to changes in workload and/or mission.         

         9.  Conducts or participates in management studies for            

         cost-effective organizations.                                     

         10.  Develops or participates in development of in-house bids for 

         comparison to contractor bids.                                    

         11.  Monitors contract performance.     


Selected Staffing KSAs: A1, A2 

        III.  KNOWLEDGES, SKILLS AND ABILITIES (KSAs)                      

        A.  Selected Staffing KSAs:                                        

         1.  Ability to recognize and analyze problems, conduct research,  

         summarize results, and make appropriate recommendations           

         2.  Ability to communicate orally and in writing                  

        B.  Basic Training Competencies:                                   

         1.  Ability to maintain good working relations                    

         2.  Ability to plan, organize work, and meet deadlines            

         3.  Ability to recognize and analyze problems, conduct research,  

         summarize results, and make appropriate recommendations           

         4.  Ability to access or locate information through the use of a  

         personal computer or terminal                                     

         5.  Ability to meet and deal with customers using a high degree of

         tact and diplomacy                                                

         6.  Ability to research, analyze, interpret and apply rules,      

         regulations, and procedures                                       

         7.  Knowledge of the operations, products, services, needs, and   

         goals of the program(s) and the organizations studied or served,  

         and related customers, functions, resources, and users            

         8.  Ability to develop and utilize appropriate data collection    

         techniques                                                        

         9.  Ability to communicate orally and in writing                  

         10.  Ability to advise others                                     

         11.  Ability to plan, conduct and record surveys and inspections  

         12.  Ability to stratify resources against approved programs; to  

         plan, present, and execute budgets; to analyze budget impacts on  

         programs; and to forecast long-term funding requirements          

         13.  Ability to execute projects and/or studies within established

         financial and time constraints                                    

         14.  Knowledge of DOD acquisition and life cycle management       

         policies, procedures, and practices                               

         15.  Knowledge of cost and economic analyses principles,          

         techniques, and practices                                         

        IV.   CLASSIFICATION FACTORS                                       

        Factor 1.  Knowledge                      Level 1-7 (1250 Points)  

          1.  The work requires the following:                             

         - Knowledge and skill in applying analytical and evaluative       

         methods and techniques to issues or studies concerning the        

         efficiency and effectiveness of program operations.               

         - Knowledge of pertinent laws, regulations, policies, and         

         precedents which affect the use of program and related support    

         resources in the area studied.                                    

         - Knowledge of the major issues, program goals and objectives,    

         work processes and administrative operations of the organization. 

         - Skill in adapting analytical techniques and evaluation criteria 

         to the measurement and improvement of program effectiveness and/or

         organizational productivity.                                      

         - Skill in developing new or modified work methods, organizational

         structures, management processes, and/or program administration   

         procedures.                                                       

        Factor 2.  Supervisory Controls           Level 2-4 (450 Points)   

         The employee and supervisor develop a mutually acceptable project 

         plan which includes identification of the work to be done, the    

         scope of the project, and deadlines for its completion.   Within  

         the parameters of the approved project plan, the employee is      

         responsible for planning and organizing the study, and conducting 

         all phases of the project.  The employee informs the supervisor of

         potentially controversial findings, issues, or problems with      

         widespread impact.  Completed projects are reviewed by the        

         supervisor for effectiveness in achieving intended objectives.    

        Factor 3.  Guidelines                     Level 3-3 (275 Points)   

         The guidelines include standard reference materials, texts, and   

         manuals covering analytical methods and techniques and the        

         subjects of assigned projects.  Analytical methods contained in   

         the guidelines are not always directly applicable to specific work

         assignments; however, precedent studies on similar subjects are   

         available for reference.  The employee must interpret or adapt    

         available guidelines because they are not completely applicable to

         the work, and exercise judgment in analyzing and extrapolating    

         from the guidelines to arrive at a finding or decide on a         

         particular course of action.                                      

        Factor 4.  Complexity                     Level 4-4 (225 Points)   

         The work involves gathering information, identifying and analyzing

         issues, and developing recommendations to resolve substantive     

         problems of effectiveness an efficiency of work operations in a   

         program or program support setting.  Also, deals with problems and

         relationships of a procedural nature.  The work requires the      

         application of qualitative and quantitative analytical techniques 

         which frequently require modification to fit wider range of       

         variables.                                                        

         Subjects and projects assigned consist of issues, problems, or    

         concepts which are not always susceptible to direct observation   

         and analysis.  Difficulty is encountered in measuring             

         effectiveness and productivity due to variations in the nature of 

         administrative processes studied.  Information about the subject  

         is often conflicting or incomplete, cannot readily be obtained by 

         direct means, or is otherwise difficult to document.  The employee

         is often required to refine existing work methods and techniques  

         for application to the analysis of specific issues or resolution  

         of problems.                                                      

        Factor 5.  Scope and Effect               Level 5-4 (225 Points)   

         The work involves establishing criteria to measure and/or predict 

         the attainment of program or organizational goals and objectives, 

         developing related administrative regulations, promulgating       

         program guidance for application across organizational lines or in

         varied geographic locations, and/or evaluation of program         

         effectiveness.  The work contributes to the improvement of        

         productivity, effectiveness, and efficiency in program operations 

         and/or administrative support activities at different echelons    

         and/or geographical locations within the organization; and affects

         the plans, goals, and effectiveness of missions and programs at   

         these various echelons or locations.                              

        Factor 6.  Personal Contacts              Level 6-3 (60 Points)    

         The employee regularly meets with persons representing            

         organizations or groups from outside the employing agency, e.g.,  

         consultants, contractors, or business executives.   Also, on an   

         ad-hoc basis, the employee has contact with the head of the       

         employing agency or program officials several managerial levels   

         above the employee.                                               

        Factor 7.  Purpose of Contacts            Level 7-3 (120 Points)   

         The purpose is to influence managers or other officials to accept 

         and  implement findings and recommendations on organizational     

         improvement or program effectiveness.  May encounter resistance   

         due to such issues as organizational conflict, competing          

         objectives or resource problems.                                  

        Factor 8.  Physical Demands               Level 8-1 (5 Points)     

         The employee does sedentary work, such as sitting comfortably.    

         There may be some walking, standing, bending, carrying of light   

         items, or driving an automobile.  No special physical effort or   

         ability is required to perform the work.                          

        Factor 9.  Work Environment               Level 9-1 (5 Points)     

         The employee works in an adequately lighted and ventilated office 

         environment.  May require occasional travel.                      

V.    CLASSIFICATION SUMMARY                                       

        In this position:                                                  

         Duty A.  50% GS-0343-11 Program Analyst                           

                  Program Effectiveness Surveys                            

         Duty B.  50% GS-0343-11 Program Analyst                           

                  Program Resource Analysis                                

         The classification information in this menu is based on the US OPM

         Position Classification Standard for Management and Program       

         Analyst, GS-343, August 90 (TS 98) and the US OPM Administrative  

         Analysis Grade-Evaluation Guide, August 90 (TS-98).               

         GS-11 Point range: 2355 - 2750                                    

         Total Point: 2615                                                 

         Grade: GS-11 

Attachment #3

Guidance to Rotational Supervisors

Having a PMI spend even just one month on a rotational assignment is a serious commitment.  Both the supervisor and the intern must take time to carefully articulate the purpose and content of the rotation.  

In an effort to ensure a rewarding experience, potential supervisors should consider the following:

To whom will the PMI report?

Where will they be physically located?

Why is the PMI rotating through this office and what will be gained from the experience?

What type of assignments will the intern receive?


Are they developmental in nature?


Have they been discussed with the PMI?


Have they been discussed with the staff that will interact with the PMI?

Is it a good time from a programmatic standpoint for the PMI to be in this office?

What product is expected from the PMI?

What competencies will be stressed?


PMI Rotational Supervisor's Evaluation Form

This evaluation form is designed to evaluate the intern in terms of work habits and actions required of professionals.  The purpose is to reinforce the intern's strengths and outline the areas where improvement is needed.  (Please indicate when an item is not applicable for a particular assignment.)

Intern Name: __________________________________________________

Time in assignment:____________________________________________

Evaluator's Name:______________________________________________

Evaluator's work relationship to intern:_______________________

Period covered by this evaluation:  From:________   To:________

1.  Briefly describe the nature of the assignment(s) or project(s) with which the intern has been engaged during the period covered by this rating; include a statement of the significant knowledge, skills, or experience gained.

Management, interpersonal, and technical skills are three skills stressed in the DON PMI Program. Specific examples of these skills follow.  

Please elaborate on and provide examples of particularly excellent or deficient performance which you have identified in these areas.  

Since the rotational assignment may not focus on all three, please judge accordingly (for example, the PMI's technical skills may not be addressed during this rotation.)   

Technical Skills
Accomplishes individual assignments through application of program or technical knowledge gained through past rotations/assignments.

Points out deficiencies or improvement opportunities and presents solutions and implements them when possible. 

Comprehends specialized and complex core-related and or rotational subject matter through demonstrated ability to successfully accomplish higher level work

Management Skills
Completes assignments.

Forwards suggestions.

Provides thorough and reasoned analysis.

Resolves problems in a timely manner.

Searches out assignments.

Accepts increased responsibilities.

Executes successive steps of assignments logically and consistently.

Exhibits above average oral and written communication skills.

Accepts responsibility for decisions.

Ensures corrective actions when necessary.

Establishes and modifies assignment priorities.

Keeps supervisors and co-workers informed.

Requires minimal supervision to complete assignments. 

Interpersonal Skills

Persuades others to pursue actions in the best interest of the agency.

Cultivates a spirit of cooperation with others to ensure effective operations.

Identifies points of dispute and resolves them through compromise or explanation.

Functions as a team member and accords others proper dignity.

Adapts readily to new situations.

Demonstrates other interpersonal skills which enhance accomplishment of work.

List any recommendations for improvement in the preceding skill areas and indicate any training you believe would be beneficial to the intern and the DON.

RECOMMENDATIONS – 

OVERALL EVALUATION - Considering the factors listed above, what is your overall evaluation of the intern's performance?  Describe any outstanding strengths, weaknesses or limitations which may affect the intern's probable future effectiveness or progress in the Presidential Management Intern Program.  Also please include your views on the Intern's potential.

INTERN'S COMMENTS
The above appraisal has been discussed with me and my comments (if any) are as follows:

__________________________________           __________________

Signature of Intern




Date

__________________________________           ___________________

Signature of Evaluator                       

Date

(Evaluator:  Please retain copy & forward original to intern's core supervisor. Thank you.)
 Attachment 4 – IDP Guidance


	PRIVATE
Individual Development Plan 

Each PMI assignment should have clearly defined learning objectives.

The Individual Development Plan (IDP) will serve as the roadmap for attaining these learning objectives and managerial competencies during the next two years.

The IDP is a device that you and your supervisor can use to communicate and clarify expectations for training, rotations, other developmental activities, and various responsibilities. 

IDP planning will allow supervisors to make more accurate budget and staffing plans. Additionally, the process will help you discern which developmental activities will be the most appropriate for your career development.


Although no specific format has been prescribed a sample form is provided.  Draft IDPs should be submitted to the PMI Coordinator no later than 90 days after the PMI’s appointment.  

All IDPs should have the following characteristics:

· IDPs should be designed around specific learning objectives for the two-year internship. The learning objectives should include general management areas as well as technical skills and experiences, which will qualify the PMI for the target position at the end of the PMI experience. 
· IDPs should clearly indicate how the learning objectives will be accomplished, e.g., through job rotation details, task force assignments, and/or formal training. Time frames for the accomplishment of the learning objectives should also be indicated in the IDP. 
· IDPs should be treated as planning documents to be reviewed periodically and revised as appropriate. IDPs should contain a clear statement of when reviews will occur and who will be involved in the review (e.g., PMI, PMI agency coordinator, and PMI supervisor).
While it is recognized that each IDP should be individually tailored, the PMI IDP should contain the following elements: 

· Participation in U.S. Office of Personnel Management (OPM) and agency orientation and career development programs, including Career Development Group (CDG) activities. 
· At least 80 hours of formal training each year of the PMI's internship. 
· A brief description of the target position (short-term and long-term goals) and specific learning objectives to cover areas that will provide the PMI with the knowledge, skills, and abilities to qualify for the target position upon the successful completion of the two-year program. 
· Accomplishment of all IDP objectives at the end of the two-year internship should demonstrate that the PMI is qualified for the target position. The Supervisor and the PMI should be partners in determining that the objectives set forth in the IDP have been accomplished.
Supervisors should record the learning objectives that have been attained. However, should certain events preclude the intern from attaining the learning objectives by a particular date, he/she should not be penalized. 

Lastly, the following competencies are listed as suggestions that supervisors and PMIs might consider in developing and determining career/learning objectives [these are closely modeled on the competencies of the Senior Executive Service]. 

1. Written Communication - Expresses ideas and facts in writing in a succinct and organized manner. 

2.Oral Communication - Expresses ideas and facts to individuals and/or groups effectively; makes clear and convincing oral presentations; listens to others; facilitates an open exchange of information and ideas. 

2. Problem Solving - Identifies and analyzes problems; finds alternative solutions to complex problems; distinguishes between relevant and irrelevant information to make logical judgements. 

3. Interpersonal Skills - Considers and responds appropriately to the needs, feelings, and capabilities of others; adjusts approaches to suit different people and situations. 

4. Managing a Diverse Workforce - Is sensitive to cultural diversity, race, gender, and other individual differences in the workforce; manages workforce diversity. 

5. Vision - Takes a long-term view and initiates organizational change for the future; builds the vision with others; spots opportunities to move the organization toward the vision. 

6. Creative Thinking - Develops new insights into situations and applies innovative solutions to make organizational improvements; designs and implements new or cutting edge programs/processes. 

7. Flexibility - Is open to change and new information; adapts behavior and work methods in response to new information, changing conditions, or unexpected obstacles; effectively deals with pressure and ambiguity. 

8. Decisiveness - Makes sound and well-informed decisions; perceives the impact and implications of decisions; commits to action, even in uncertain situations, in order to accomplish organizational goals; causes change. 

9. Leadership - Inspires, motivates, and guides others toward goal accomplishment; coaches, mentors, and challenges subordinates; adapts leadership styles to a variety of situations; models high standards of honesty, integrity, trust, openness, and respect for the individual by applying these values to daily behaviors. 

10. Conflict Management - Manages and resolves conflicts, confrontations, and disagreements in a positive and constructive manner to minimize negative personal impact. 

11. Self-Direction - Demonstrates belief in own abilities and ideas; self-motivated and results-oriented; recognizes own strengths and weaknesses; seeks feedback from others and opportunities for self-learning and development. 

12. Influencing/Negotiating - Persuades others; develops networks and coalitions; gains cooperation from others to obtain information and accomplish goals; negotiates to find mutually acceptable solutions; builds consensus through give and take. 

13. Planning and Evaluating - Determines long-term objectives and strategies; coordinates with other parts of the organization to accomplish goals; monitors and evaluates the progress and outcomes of operational plans; anticipates potential threats or opportunities. 

14. Financial Management - Prepares, justifies, and/or administers the budget for program area; plans, administers and monitors expenditures to ensure cost-effective support of programs and policies. 

15. Human Resource Management - Empowers people by sharing power and authority; develops lower levels of leadership by pushing authority downward and outward throughout the organization; shares rewards for achievement with employees; ensures that staff are appropriately utilized, appraised, and developed, and that they are treated in a fair and equitable manner. 

16. Client Orientation - Anticipates and meets the needs of clients; achieves quality end products; is committed to improving services and organizational effectiveness. 

17. External Awareness - Identifies and keeps up-to-date on key agency policies/priorities and external economic, political, and social trends which affect the organization; understands where the organization is headed and how to make a contribution. 

18. Team Building - Manages group processes; encourages and facilitates cooperation, pride, trust, and group identity; fosters commitment and team spirit; works with others to achieve goals. 

19. Technology Management - Integrates technology into the workplace; develops strategies using new technology to manage and improve program effectiveness; understands the impact of technological changes on the organization. 

20. Internal Controls/Integrity - Assures that effective internal controls are developed and maintained to ensure the integrity of the organization. 

21. Technical Competence - Understands and appropriately applies procedures, requirements, regulations and policies related to special expertise, e.g., engineering, physical science, law, or accounting; maintains credibility with others on technical matters. 


 

	[This language was taken and modified from the OPM, PMI webpage dealing with IDPs]
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Attachment #6

Additional HR Information

Appointment:  The appointment authority for the PMI is 5 CFR 213.3102(ii).  Appointments are for two years only, unless approved for one additional year by OPM. PMIs must be identified as finalists by OPM.  A finalist must complete all requirements for his/her advanced degree by August 31, to be qualified for hiring in that year.  He/she must submit proof of this degree before appointment.

Career Promotions: Promotion to the GS-11 level may occur after satisfactory completion of one year of continuous service.  Under 5 CFR 213.3102(ii), intern positions are authorized only at the GS-9 and GS-11 levels.  Therefore, the agency may promote an intern to the GS-12 level on or after the date of conversion to the competitive service.

Resignation:  An employee who resigns during the internship does not have reinstatement eligibility for competitive service positions and cannot be re-interned to the PMI program           (5 CFR 362.204.)
Termination: The appointment of a PMI expires at the end of the 2-year internship period.  At that time, the employing agency may, with no break in service, convert the intern to a career or career-conditional appointment in accordance with 5 CFR 315.708, or extend the internship in accordance with 5 CFR 362.202(b).  If neither action is taken, the PMI appointment terminates. (5 CFR 362.204.)
Reduction in force: PMIs are in the excepted service tenure group II for purposes of 5 CFR 351.502.

Movement of interns between departments or agencies: To move from one agency to another during the internship, the intern must separate from the current agency and be reappointed under PMI appointment by the new employing agency without a break in service.  The intern does not begin a new 2-year internship period; the time previously served under the PMI program counts toward the completion of the 2-year period.  The new employing agency must notify the OPM PMI Program office of the action. (5 CFR, 362.205.)

Veterans’ preference: Any preference is indicated on the finalist’s resume and managers shall give due consideration to this preference when making a selection   (5CFR 302.201.)  If a preference eligible veteran is interested in a position, is not selected and requests the reasons for non-selection, the agency shall furnish him/her with those reasons (5CFR, 302.101.)

Priority Consideration: If applicable, prior to appointing a PMI, the DON must consider anyone who was furloughed or separated without misconduct from a position without time limit because of a compensable injury and whose recovery takes longer than one year from the date compensation began.  To be eligible under this part the person must apply for reappointment within 30 days of the date of cessation of compensation (5 CFR 302.103.)  
[Attachment 7] 

Rules and Regulations 

5 CFR Parts 315 and 362 

This section of the FEDERAL REGISTER contains regulatory documents having general applicability and legal effect, most of which are keyed to and codified in the Code of Federal Regulations, which is published under 50 titles pursuant to 44 U.S.C. 1510. The Code of Federal Regulations is sold by the Superintendent of Documents. Prices of new books are listed in the first FEDERAL REGISTER issue of each week.

OFFICE OF PERSONNEL MANAGEMENT
5 CFR Parts 315 and 362
RIN 3206-AH53
Presidential Management Intern Program
AGENCY: Office of Personnel Management.
ACTION: Final rule.

SUMMARY: The Office of Personnel Management (OPM) is revising its regulations to clarify the nomination, selection, and employment procedures of the Presidential Management Intern (PMI) Program. The revised regulations also clarify that PMIs do not serve probation when converted to career or career-conditional appointments.

EFFECTIVE DATES: August 20, 1997.

FOR FURTHER INFORMATION CONTACT:
Kathleen Keeney, 215-861-3027, FAX
215-861-3030.

SUPPLEMENTARY INFORMATION: OPM issued interim regulations with a request for comments on January 2, 1997 (62 FR 3193). Comments were received from one Federal agency. The agency suggested that the reference in § 362.202(a), concerning OPM approval of internship extensions under § 362.202(b), is incorrect. The reference will now read § 362.203(b). In addition, in § 362.202(d) addressing grade and pay, we are inserting the word ‘‘range’’ in front of ‘‘consistent’’ which was inadvertently omitted. The agency also suggested that OPM take the lead in providing agencies with individual development plan models, and inform agency components that they are responsible for the 80-hour training requirement and the required one rotational assignment. We did not adopt these suggestions as regulatory additions, but OPM will provide additional guidance to agencies concerning various aspects of the PMI Program on a continuing and regular basis. However, we believe that the agency headquarters office also has a responsibility to remind their components of their responsibilities to PMIs. Ultimately, the headquarters office remains accountable for its components’ actions concerning the PMI program. With these changes, we are adopting the proposed regulations as final. 

Regulatory Flexibility Act 

I certify that this regulation will not have a significant economic impact on a substantial number of small entities because it affects only certain Federal employees.

List of Subjects in 5 CFR Parts 315 and 362

Administrative practice and procedure, Government employees.

U.S. Office of Personnel Management.
James B. King,
Director.

Accordingly, OPM is amending part 315 and part 362 of title 5, Code of Federal Regulations, as follows:

PART 315-CAREER AND CAREER-CONDITIONAL EMPLOYMENT

1. The authority citation for part 315 continues to read as follows:

Authority: 5 U.S.C. 1302, 3301, 3302; E.O. 10577, 3 CFR, 1954-1958 Comp., page 218, unless otherwise noted.

Secs. 315.601 and 315.609 also issued under 22 U.S.C. 3651 and 3652.
Secs. 315.602 and 315.604 also issued under 5 U.S.C. 1104.
Secs. 315.603 also issued under 5 U.S.C. 8151.
Secs. 315.605 also issued under E.O. 12034, 3 CFR, 1978 Comp., p. 111.
Secs. 315.606 also issued under E.O. 11219, 3 CFR, 1964-1965 Comp., p. 303.
Secs. 315.607 also issued under 22 U.S.C. 2506.
Secs. 315.608 also issued under E.O. 12721, CFR, Comp., p. 293.
Secs. 315.610 also issued under 5 U.S.C. 3304(d).
Sesc. 315.710 also issued under E.O. 12596, 3 CFR, 1987 Comp., p. 229.
Subpart I also issued under 5 U.S.C. 3321, E.O. 12107, 3 CFR, 1978 Comp., p. 264. 

2. Section 315.708 is revised to read as follows:

§ 315.708 Conversion based on service as a Presidential Management Intern.

(a) Agency authority. An agency may convert noncompetitively to career or career-conditional employment, a Presidential Management Intern who:

--- (1) Has satisfactorily completed a 2- year Presidential Management Internship, under § 213.3102(ii) of this chapter, at the time of conversion;

--- (2) Is recommended for conversion within 90 calender days before completion of the Internship; and

--- (3) Meets the citizenship requirement.

(b) Tenure on conversion. 

--- (1) Except as provided in paragraph (b)(2) of this section, a person appointed under paragraph (a) of this section becomes a career-conditional employee.

--- (2) A person appointed under paragraph (a) of this section becomes a career employee when he or she has completed the service requirement for career tenure or is excepted from it under § 315.201(c) of this chapter. 

(c) Acquisition of competitive status. A person converted to career or career-conditional employment under this section does not serve probation and acquires competitive status immediately upon conversion.

3. Part 362 is revised to read as follows:

PART 362-PRESIDENTIAL MANAGEMENT INTERN PROGRAM
Subpart A-Purpose and Definitions
Sec.
362.101 Purpose.
362.102 Definitions.

Subpart B-Program Administration

362.201 Nomination and selection.
362.202 Appointment and extensions.
362.203 Conversion to competitive service.
362.204 Resignation, termination, and reduction in force.
362.205 Movement of interns between Departments or Agencies.
362.206 Career development.
Authority: E.O.12364 of May 24, 1982, 3 CFR, 1982 Comp., p. 185.

Subpart A-Purpose and Definitions

§ 362.101 Purpose.

The Presidential Management Intern (PMI) Program is designed to attract to Federal service outstanding men and women from a wide variety of academic disciplines who have a clear interest in, and commitment to, a career in the analysis and management of public policies and programs.

§ 362.102 Definitions.

(a) A Presidential Management Intern is appointed in the excepted service under § 213.3102(ii) of this chapter, in an executive agency or department. The individual must have completed a graduate course of study at a qualifying college or university, received the nomination of the dean or academic program director, successfully completed an OPM-administered assessment process, and been selected and appointed by an agency for a 2-year Presidential Management Internship.

(b) A qualifying college or university is an academic institution formally accredited by an accrediting organization recognized by the Secretary of the U.S. Department of Education (34 CFR part 602).

Subpart B-Program Administration

§ 362.201 Nomination and selection.

(a) Eligibility. Individuals eligible to be nominated for the Program are graduate students from a variety of academic disciplines completing or expecting to complete, during the current academic year, an advanced degree from a qualifying college or university. These individuals must demonstrate an exceptional ability, aclear interest in, and a commitment to a career in the analysis and management of public policies and programs.

(b) Nomination procedure. 

--- (1) The college or university making nominations for the Program shall establish a competitive nomination process to ensure that all eligible students are aware of the PMI Program and how to apply for nomination. The process will also ensure that applicants receive careful and thorough review, and that all receive equal opportunity for nomination.

--- (2) Students must be nominated by the dean, chairperson, or academic program director.

--- (3) Students who apply to be nominated must be rated qualified or not qualified for nomination. Nominations are made by school officials through completion of the PMI application form.

--- (4) Students eligible for veterans’ preference who apply for nomination and are found qualified must be nominated. Based on the documentation provided by the student, the college or university must determine preliminary eligibility for veterans’ preference. Students eligible for veterans’ preference who believe they met the college or university’s nomination qualification requirements, but were not nominated, may request a review by the OPM PMI Program office.

(c) Selection. Selection of Program finalists will be based on an OPM evaluation of the PMI application and a structured assessment center process. Veterans’ preference will be adjudicated by OPM.

§ 362.202 Appointment and extensions.

(a) Appointing authority. The appointment authority for Presidential Management Interns is 5 CFR 213.3102(ii). Appointments cannot exceed 2 years unless extended for up to 1 additional year by the agency with the approval of OPM under § 362.203(b).

(b) Completion of degree requirements. Agencies must assure that all graduate degree requirements have been met at the time of appointment. Interns may not be appointed prior to the completion of all graduate degree requirements. Exceptions may be made on an individual basis, but in no case will an intern be allowed to remain in the program if all degree requirements are not completed by August 31 of the year in which the intern was selected as a finalist.

(c) Time period. Agencies may appoint individuals with formal notification of their selection as PMI finalists no later than December 31 of the year in which they were selected as finalists. Exceptions may be granted on a case-by-case basis upon request of the agency to the OPM PMI Program office no later than December 15 of the year in which the interns were finalists.

(d) Grade and pay. Initial appointments must be made at the grade 9, step 1 level of the General Schedule. If an intern has had prior higher level Federal Government service, the individual may be placed at a higher step within the GS-9 rate range consistent with the maximum payable rate rules under 5 CFR 531.203(c). Promotion to the GS-11 level may occur after satisfactory completion of 1 year of continuous service. Under 5 CFR 213.3102(ii), intern positions are authorized only at the GS-9 and GS-11 levels. Therefore, the agency has the option of promoting an intern to the GS-12 level on or after the date of conversion to the competitive service.

(e) Citizenship. Interns do not need to be United States citizens during their internship. However, if a noncitizen intern is hired, the agency must make sure that:

--- (1) The intern is lawfully admitted to the United States as a permanent resident or otherwise is authorized to be employed by the U.S. Immigration and Naturalization Service;

--- (2) The agency is authorized to pay the noncitizen under the annual appropriations act ban or any agency- specific enabling appropriation statute; and

--- (3) The intern acquires United States citizenship prior to conversion under 5 CFR 315.708.

(f) Extensions. Agencies must request, in writing, OPM approval to extend an internship for up to 1 additional year beyond the authorized 2 years in order to provide the intern with additional training and developmental activities. The request should be submitted no later than 60 days prior to the end of the initial 2-year period.

§ 362.203 Conversion to competitive service.

(a) In accordance with 5 CFR 315.708, employees who are United States citizens and have successfully completed Presidential Management Internships may be converted noncompetitively to career or career-conditional appointments in positions for which they are qualified.

(b) Conversions will be effective on the date the 2-year service requirement is met, unless the internship is extended by the agency, with approval of OPM, for up to one additional year.

(c) Agencies must inform the OPM PMI Program office when an individual will not be converted.

§ 362.204 Resignation, termination, and reduction in force.

(a) Resignation. An employee who resigns during the internship does not have reinstatement eligibility for
competitive service positions and cannot be re-interned to the PMI Program.

(b) Termination. The appointment of a Presidential Management Intern expires at the end of the 2-year internship period. At that time, the employing agency may, with no break in service, convert the intern to a career or career-conditional appointment in accordance with 5 CFR 315.708, or extend the internship in accordance with § 362.202(b). If neither action is taken, the PMI appointment terminates.

(c) Reduction in force. Presidential Management Interns are in the excepted service Tenure Group II for purposes of § 351.502 of this chapter.

§ 362.205 Movement of interns between Departments or Agencies.

To move from one agency to another during the internship, the intern must separate from the current agency and be reappointed under PMI appointment by the new employing agency without a break in service. The intern does not begin a new 2-year internship period; the time previously served under the PMI Program counts toward the completion of the 2-year period. The new employing agency must notify the OPM PMI Program office of the action.

§ 362.206 Career development.

(a) OPM responsibilities. OPM will:

--- (1) Provide orientation and graduation programs for each intern class; and

--- (2) Serve as a clearinghouse of available training opportunities.

(b) Agency responsibilities. Each agency will:

--- (1) Work with the intern to develop a written outline of core competencies and technical skills (called an individual development plan) the intern must gain before conversion to a target position;

--- (2) Provide at least 80 hours of formal training a year, including training in core competencies targeted to a functional area into which the intern will most likely be converted; and

--- (3) Provide at least one rotational assignment to another functional area, made at the discretion of the agency.

[FR Doc. 97-21981 Filed 8-19-97; 8:45 am]
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