	Senior Level Training Checklist

	
To complete the Senior level of the Personnel Officer specialty track, the member must:

	Knowledge, Training, and Performance Requirements
	OJT, DP, or CC
Initials and Date

	Complete Level II of the Professional Development Program.
	[bookmark: Text1][bookmark: _GoBack]     
	     

	Describe in detail or demonstrate the ability to process applications for all categories of membership.
	     
	     

	Conduct or supervise a review of all active members electronic and paper personnel records.
	     
	     

	Describe in detail or demonstrate the ability to process all duty assignments and appointments including ADY, TDY, committees, boards and advisory councils.
	     
	     

	Describe in detail or demonstrate how to process all promotions including special appointments and waivers.
	     
	     

	Process five awards or decoration applications/nominations found in CAP regulations, manuals and pamphlets AND two awards or decorations unique to wing, group or outside organizations.
	     
	     

	Describe how members are timely nominated for/receive all awards and decorations in CAP regulations for which they are eligible.
	     
	     

	Prepare and implement a formal awards and promotions ceremony for multiple members of your unit.
	     
	     

	Describe in detail or demonstrate the ability to process or deny a transfer between units.
	     
	     

	Identify by sight the correct wear of commonly worn CAP uniforms. Demonstrate how to tactfully make a correction.
	     
	     

	Give your evaluation of three local/on-line locations where members my acquire CAP uniform items and/or insignia.
	     
	     

	List addresses/numbers used to contact the DP at next echelon.
	     
	     

	List occasions/topics you discussed with the DP at the next echelon.
	     
	     

	Present a copy of the budget(s) for the DP section over the past 12 months and list the current balances.
	     
	     

	Demonstrate that you have received a “satisfactory” or equivalent rating on an outside evaluation.
	     
	     

	Attest to the fact that you have no outstanding reports, action items or alike.
	     
	     

	Successfully complete the online CAPP 200 test for the Senior rating.
	     
	     

	Complete 12 months experience as a Personnel Officer at the Technician level.
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