Action Officer

Manager Development
Supervisor Development

All three courses are mandatory for newly assigned personnel in the respective area: newly assigned journeymen (action officers), newly assigned supervisors, or newly assigned managers. It may be mandatory for one to take more than one of these courses. 

Application: Submit a DA form 145 (Correspondence Training Request) through the local Education Center. Materials will be sent direct to your home address as specified on the DD from 145.

Note: The Action Officer Development Course is available on the World Wide Web at: http://www.atsc-army.org/cgi-bin/atdl.dll/accp/ST7000/top.htm

Reference: DA Pam 351-20, Army Correspondence Course Program.
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Action Officer 

Mandatory for:
Journeyman level employees

Career Interns

The course is available to any other employee who wishes to enhance their action officer skills.

Number/Length: ST7000/24 hours

Description: An Action Officer is a staff member with subject matter expertise whom “works actions” on behalf of senior staff officers or commanders.  The term action officer does not refer to a duty station. This course describes “staff work” as generally practiced Army-wide.  The course prepares individuals for the requirements of staff work with training similar to that offered to military who attend the Combined Arms and Services Staff School (CAS3). The course offers instruction in ethics, briefings, coordination, writing, communication, solving problems, and decision making, conducting meetings and interviews, managing time and priorities, staffing work, and organizations and management. The course provides time saving tips, writing formats, and an appendix of informal staff language, simpler words and phrases. 

Manager Development

Mandatory for:
All civilian managers GS-9 and above

All military managers NCOs with rank of SGT and above and officers

DA defines a manager as “a supervisor of supervisors or someone who has responsibility for management of a program.”

The course is available to any other employee who wishes to enhance their managerial skills.

Number/Length: ST6000/20hours

Description: The objective of this course is to provide training in basic manager skills. Emphasis is on managing work and leading people. Lesson include: Organizational Culture; Time Management; Objectives and Plans; Problem Solving and Decision Making; Planning, Programming and Budgeting; Manpower Management; Communications; Information Technology Applications; Army Environment Program; EEO; Professional Ethics; Internal Management Control; and Army Family Team Building.

Supervisor Development

Mandatory for:
All civilian supervisors GS-5 and above

All military supervisors of civilian employees

The course is available to any other employee who wishes to enhance their supervisory skills.

Number/Length: ST5000/40hours

Description: This Supervisor Development Course covers the systems which make the supervisor’s job easier, particularly those that deal with how to lead and supervise people.  Rather than just dwell on the regulations that make up personnel management, the lessons concentrate on how to use the various systems to build a better organization and create a better work environment for people you supervise.  Covers many different subjects – safety, classification, performance appraisals, counseling, etc.  To support course objectives, case studies are used throughout the book. Most are based on actual cases processed through the DOD Civilian Personnel Management Service Office of Complaint Investigations.
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