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COMNAVCRUITCOM INSTRUCTION 1136.2J

From:  Commander, Navy Recruiting Command

Subj:  PERSONNEL QUALIFICATION STANDARDS (PQS)

Ref:   (a) COMNAVCRUITCOMINST 1500.4

       (b) COMNAVCRUITCOMINST 5400.2

Encl:  (1) PQS Board Composition

       (2) Recruiter Module

       (3) Recruiter-in-Charge (RinC) Module

       (4) Zone Supervisor (ZS) Module

       (5) Chief Recruiter (CR) Module

       (6) LEADS Production Team Supervisor (LPTS) Module

       (7) Enlisted Processing Division Supervisor (EPDS)

           and Director, Navy Recruiting Processing Station 

           (DNRPS) Modules

       (8) MEPS Liaison Petty Officer (MLPO) Module

       (9) PN-2612/NEC 9586 Classifier Module

       (10) PN-2612 Senior Classifier Module

       (11) Enlisted Processing Assistant (EPA) Module

       (12) Nuclear Field (NF) Coordinator Module

       (13) Enlisted Programs Officer (EPO) Module

       (14) Officer Programs Officer (OPO) Module

       (15) Officer Recruiter (OR) Module

       (16) Officer Processing Division Supervisor (OPDS) Module

            (Military or Civilian)

       (17) Officer Processing Assistant (OPA) Module (Military

            and Civilian)

       (18) NAVCRUITREG/NAVCRUITDIST Trainer Module

       (19) Sample Waiver Letter for Recruiter-in-Charge, Zone 

            Supervisor and Chief Recruiter

1.  Purpose.  To outline Qualification Standards, and provide training and management policy for Navy Recruiting personnel.

2.  Cancellation.  COMNAVCRUITCOMINST 1136.2H.  Marginal notations are not included.  This instruction has undergone a major revision and must be read in its entirety.

3.  Background.  A standardized, on-the-job training and qualification system is an integral component of an effective

continuum of learning.  This continuum starts with formal classroom-based training; however, the need to reinforce knowledge gained in the classroom exists for both production and production support functions.  Only through a good hand-off between formal training and field training will the learning continuum be effective across the entire spectrum of skills needed within Navy Recruiting.  The desired outcome is to provide a systematic method to optimize “show and tell” training within the actual work environment and ensure the trainee masters needed knowledge, skills and abilities, resulting in increased productivity.

4.  Discussion.  The PQS system bridges formal classroom to field training.  It provides Commands with a tool to manage and track field training and professional development.  Additionally, it provides a method to ensure long-term professional development and standardization across the nation.  The senior leadership of the command is responsible for ensuring the training and development of their subordinates.  Proper implementation and use of the PQS system, in conjunction with reference (a), provide the hands-on field training necessary to optimize productivity.  Finally, it provides a valuable method for evaluating and selecting those individuals best suited to assume billets of greater responsibility.

5.  Definitions.  PQS system terms are defined as follows:

    a.  Training Standard.  A specific item of Knowledge, a Skill, or an Ability which an individual must be able to perform or demonstrate to effectively accomplish the duties associated with an assigned billet.

    b.  Qualification Module.  Those PQS items that an individual must be able to perform or demonstrate to effectively perform the duties of the respective billets identified in enclosures (2) through (18).

    c.  Qualified.  The individual has satisfactorily demonstrated a high level of efficiency, in an actual recruiting environment, in the Knowledge, Skills and Abilities to fully meet the requirements of applicable PQS or PQS qualification modules.

    d.  Qualification Sheet.  The formal signature record for qualification, extension and service record entry in the applicable PQS qualification module.  The PQS qualification 

sheet becomes the formal record of final qualification in the PQS Module.

    e.  Trainee.  The individual being trained in one of the PQS modules in enclosures (2) through (18).

    f.  Qualification Board.  A board of qualifiers formed as directed by the appropriate convening authority that is charged with two purposes:

        (1) Determine whether or not an individual has adequately demonstrated a satisfactory level of knowledge, skills and abilities to be designated as qualified for a particular PQS qualification module.

        (2) Assess the quality of the qualification process, identify weaknesses and ensure corrective actions are taken to correct deficiencies.

6.  PQS System Implementation
    a.  PQS for Assigned Billet.  Upon initial check-in or initial assignment to a position requiring PQS qualification, the “trainee” shall initiate position qualification procedures using the appropriate PQS qualification module.  The qualifier must be PQS qualified in the appropriate PQS module prior to signing PQS.  The signature columns on the PQS form are to be used to document the date that the particular item was discussed and demonstrated.  Both the trainee and the trainer/qualifier need to sign the blocks within columns qualifying that item.  The signature of both individuals indicates concurrence and understanding of that particular item.  Remedial training on a PQS Standard will be documented in the individual’s training jacket and the third column used as verification that the qualifier is satisfied with the trainee’s level of knowledge.

    b.  Qualification Time.  Upon commencement of initial qualifications or upon commencement of follow-on or higher level qualifications, individuals will complete their qualifications within a maximum of nine months.  This includes boards, 

re-boards, and remedial training.  Failure to complete PQS within prescribed time constraints may result in initiating a fault/no-fault transfer since the qualification is required for current positional assignment.  Each field command must establish an effective method of tracking progress towards completion for all individuals in a PQS training track.  The Training Officer shall ensure that monthly internal records are maintained and forwarded to the CO monthly for review.  

    c.  Positional Prerequisites.  To fill any position RinC and above, the member must be PQS qualified in that position before 

assignment, except for immediate fill requirements requiring a waiver per enclosure (19).  

        (1) Officer Recruiter (Enlisted Personnel NEC 9587) Additional Requirements.  All enlisted personnel, NEC 9585, assigned as ORs must have completed Enlisted Recruiter Module enclosure (1), and successfully passed a PQS Qualification Board for Enlisted Recruiter.  Exception:  HM Recruiter ordered to an NAVCRUITDIST as an Officer Recruiter.
        (2) NAVCRUITREG or NAVCRUITDIST Trainer, Additional Requirements.  For NAVCRUITDIST level Trainer the prerequisite is RinC PQS qualified.  For NAVCRUITREG/National level Trainer, the prerequisite is PQS qualified as Zone Supervisor (ZS) with at least one year Zone Supervisor experience, and completion of USN Instructor Training course.  COMNAVCRUITCOM (N1) will ensure the USN Instructor Training Course is part of the PCS en route preparation for all reporting NAVCRUITREG Trainers.  Waiver authority is as follows: 

            (a) RinC:  Commanding Officer, Navy Recruiting District. 

            (b) Zone Supervisor:  Commander, Navy Recruiting Region. 

            (c) Chief Recruiter:  Commander, Navy Recruiting Command.  

Note:  The waiver must be signed and in place before assignment to the position.

    d.  Extensions.  Individuals who fail to qualify may be given up to 60 days for remedial training, which will be documented in the member’s training jacket before a second board is convened, except as listed below.  The Chairman of the board should ensure that clear remedial training requirements are provided to the member and the supervisor.  Subsequent re-boards and re-qualification areas will be addressed by the member’s chain of command.  

        (1) Recruiters who fail to qualify Recruiter PQS under the guidelines of this instruction will be considered for a fault/no fault transfer.  

        (2) RinCs requiring a re-board on the first failure will be re-boarded in 30 days.  A second failure will result in 

continued assignment at the level to which qualified and restart the PQS qualification process for the next higher level in one year.  

        (3) ZSs that do not qualify within time limits shall request an extension from the appropriate NAVCRUITREG Commander via their Commanding Officer.  A first failure requires a 90-day training period before a re-board.  A second failure will result in continued assignment at level qualified and restart the PQS qualification process for the next higher level in one year.  

        (4) Chief Recruiter (CR) PQS failures will follow the recommendations of the board as approved by COMNAVCRUITCOM.

Note:  Current assignment as a ZS is not a prerequisite for completing the ZS PQS.  In addition to local NAVCRUITDIST tracking requirements, the PQS status of all Career Recruiter Force (CRF) personnel must be maintained at the respective NAVCRUITREG Commander’s headquarters.  Additionally, all formal professional training courses attended by CRF personnel (RinC, CRFA, CRFC, EPDS, LPTS, etc.) will be captured within the same tracking system.  The CRF Program Manager COMNAVCRUITCOM (N1121) should maintain this same data nationally.  Director of Training (N7) shall maintain specific formal training data regarding course completion of CRF specific courses.

    e.  PQS Disqualification.  Personnel, who, after reasonable extensions, fail to achieve PQS, fail to maintain PQS for their billet, or lose the confidence of the chain of command, shall be remedially trained, counseled and possibly disqualified.  The final decision for disqualification resides with the Commanding Officer.  

Note:  Commanding Officers may, at times, have to fill critical billets with individuals not currently qualified for that billet.  Only in rare circumstances should a Commanding Officer continue to fill a billet with an individual who has been submitted for disqualification due to failure to complete PQS.  They must; however, follow the waiver policy listed in paragraph 6.(c).  Additionally, at the Commanding Officer’s discretion, an individual may be removed from a particular billet, without formally removing their qualification.  For any position with qualifications granted above the Commanding Officer level, the Commanding Officer must notify their NAVCRUITREG Commander of the removal in writing together with the anticipated disposition of the individual’s qualifications.

    f.  Additional Qualifications.  Individuals with multiple PQS qualifications give the command greater flexibility in personnel assignment and development.  Any person striving for a higher, or alternate track qualification may initiate the training track and PQS for that billet, if approved by their chain of command.  Navy Recruiting Districts are encouraged to 

support multiple PQS qualifications.  There is no need to be currently assigned to a particular position to commence and complete PQS certification for that position.  Zone Supervisors shall not commence Chief Recruiter qualifications until they are selected for advancement to pay grade E-8 and recommended by their chain of command.  

    g.  Remedial Training.  Remedial training will be documented in the member’s training jacket.  The respective supervisor to conduct remedial training in the respective PQS subsections deemed appropriate by the chain of command should use the training jacket.  Verification that the trainee has demonstrated adequate knowledge will be documented in the “Remedial/Requalification” column of enclosures (2) through (18).

    h.  PQS Tracking System.  The PQS qualification modules,

enclosures (2) through (18), serve as a record of initial and remedial training, and will be retained in each member’s training jacket.  An automated PQS tracking system shall be created and maintained at NAVCRUITDIST headquarters to provide a means for tracking the PQS progress.  The tracking system shall be updated monthly.  The tracking system will include at a minimum: a master tracking board which tracks key points in the PQS process (monthly progress, board date, extensions, etc.) and, internal documentation to update the master tracking board.  Although there is no requirement for a specific point value to be achieved per month, the total points for each applicable PQS module should be divided by six months, and used as a guide to ensure completion of the PQS and board within nine months.
    
i.  PQS Boards.  Final PQS certification must be accomplished by a PQS Board composed of, at minimum, the PQS qualified individuals as specified in enclosure (1).  Though specifically identified as required in several boards, the CMC and CR should participate in all NAVCRUITDIST level boards as feasible to help monitor overall command production readiness, training status, and quality of life.  Any exceptions to board composition must be approved in writing by the NAVCRUITREG Commander.

7.  Recertification.  Personnel reporting to a new command may be required to re-certify at the PQS level within 90 days at the Commanding Officers discretion.  The “Remedial/Requalification” column of enclosures (2) through (18) may be used for recertification or the CO may have trainee complete a new PQS qualification sheet.

8.  CRF PQS and Career Development.  Recruiting personnel will have completed at least RinC PQS prior to selection for the CRF.  CRF personnel shall be qualified ZS no later than two years following graduation from the CRF Academy.  Additional PQS qualifications (OR, EPDS, LPTS, etc.) may be completed per paragraph 6(f).  Each NAVCRUITDIST and staff must enable their CRF personnel to attain additional PQS associated with the latest CRF Career Matrix (see reference (b)). 

9.  Action 

    a.  Commanding Officers will implement this instruction upon receipt per guidelines in paragraph 6.  Enclosures (1) through (18) may be locally reproduced.

    b.  The Executive Officer is designated as the PQS Training Officer and is responsible for the administration of the PQS system.

    c.  Department Heads are responsible for ensuring an individual's original PQS qualification module, including board members' signature page (qualification sheet), is maintained at the NAVCRUITDIST.  The Department Head schedules appropriate PQS boards and ensures appropriate entries for final qualifications are made in members’ service record. 

    d.  The Director for Training, COMNAVCRUITCOM (N7) is designated as the PQS System Manager.  Recommended changes to the PQS system or PQS qualification modules shall be forwarded to (N7).  The Director of Training shall establish a system for periodic review of the PQS to maintain its accuracy and ensure program and policy changes are incorporated into PQS.

                                   /s/

                                G. E. VOELKER

Distribution:

COMNAVCRUITCOMINST 5216.2U

IA - Department Directors and Special Assistants

IIA - NAVCRUITREG Commanders

IIIA - Navy Recruiting Districts

PQS QUALIFICATION SHEET

Officer Programs Officer (OPO) Module

	Name of Trainee


	Qualification Start Date
	Qualification Due Date

	
	
	

	

	PQS Standard
	PQS Qualifier (Signature)
	Trainee 

(Signature)
	Date

	1.  Training
	
	
	

	2.  Security
	
	
	

	3.  Departmental Inspections
	
	
	

	4.  Officer Recruiter Production Management System (ORPMS)
	
	
	

	5.  Marketing/Goaling/ Competition
	
	
	

	6.  Evaluations
	
	
	

	7.  Administration
	
	
	

	8.  Government Vehicles
	
	
	

	9.  Outstanding Recruiter/ Meritorious Advancement Programs
	
	
	

	10.  Final Qualifications
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	1.  Training
	

	    (a) Explain OPO responsibilities for implementation of COMNAVCRUITCOMINST 1131.2, 1131.4, 1136.4, 1500.4, 1500.8 and the NRD training plan.
	
	
	
	
	
	
	
	
	

	    (b) Demonstrate ability to train and counsel Recruiters in the following vital areas.
	

	    (c) Demonstrate ability to correctly access training provided to departmental personnel after reviewing individual training jackets.
	

	        1) Time Management
	
	
	
	
	
	
	
	
	

	        2) Appointment, Phone Power/PDC Technique
	
	
	
	
	
	
	
	
	

	        3) Prospecting (all methods)
	
	
	
	
	
	
	
	
	

	        4) Campus Visits
	
	
	
	
	
	
	
	
	

	        5) Officer Programs/Basic Officer Qualifications
	
	
	
	
	
	
	
	
	

	        6) PSS
	
	
	
	
	
	
	
	
	

	        7) Kit Preparation/Quality Control
	
	
	
	
	
	
	
	
	

	        8) Applicant Processing
	
	
	
	
	
	
	
	
	

	        9) LEADS (Local/National/ Referrals)
	
	
	
	
	
	
	
	
	

	        10) PQS-OR/OPA/OPDS
	
	
	
	
	
	
	
	
	

	        11) DEP Management
	
	
	
	
	
	
	
	
	

	        12) Goldmine/OTOOLS 
	
	
	
	
	
	
	
	
	

	        13) RAD/collateral materials
	
	
	
	
	
	
	
	
	

	        14) MEDVIPS/NUCVIPS/IVIPS/ACES
	
	
	
	
	
	
	
	
	

	        15) PORT
	
	
	
	
	
	
	
	
	

	        16) Commissioning and Enlistment Procedures
	
	
	
	
	
	
	
	
	

	        17) Diversity Recruiting
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	        18) Campus Liaison Officer
	
	
	
	
	
	
	
	
	

	        19) NROTC
	
	
	
	
	
	
	
	
	

	2.  Security.  Demonstrate knowledge of current directives for security and accountability of the following items:
	

	    (a) Officer test materials
	
	
	
	
	
	
	
	
	

	    (b) Vehicles and credit cards
	
	
	
	
	
	
	
	
	

	    (c) Applications and files
	
	
	
	
	
	
	
	
	

	    (d) Facilities security
	
	
	
	
	
	
	
	
	

	    (e) Minor Property
	
	
	
	
	
	
	
	
	

	    (f) Applicant EPSQ requirements
	
	
	
	
	
	
	
	
	

	3.  Departmental Inspections (COMNAVCRUITCOMINST 5040.2)
	

	    (a) Conduct an OPO department inspection using the current checklist per COMNAVCRUITCOMINST 5040.2 (to include all OPO production and processing offices detached from the NRD).
	
	
	
	
	
	
	
	
	

	    (b) Develop a corrective action plan to ensure correction of inspection discrepancies in a timely manner.
	
	
	
	
	
	
	
	
	

	4.  Officer Recruiter Production Management System (ORPMS). Demonstrate a thorough knowledge of ORPMS to include:
	

	    (a) Demonstrate how to analyze the monthly planning calendar, QI conversion rates, annual goaling letter and how to direct adjustments to OPO Department operations to ensure goal attainment.
	
	
	
	
	
	
	
	
	

	    (b) Demonstrate the ability to conduct Bi-Monthly Production Reviews with ORs and provide CO/XO with OPO processing projection/update.
	
	
	
	
	
	
	
	
	

	    (c) Demonstrate the use of OTOOLS as a management tool to:
	

	        1) Connect to the internet
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	        2) Send and receive e-mail and synch sets
	
	
	
	
	
	
	
	
	

	        3) Assign LEADS to OR's
	
	
	
	
	
	
	
	
	

	        4) Track LEADS
	
	
	
	
	
	
	
	
	

	        5) Recruiter Production reports
	
	
	
	
	
	
	
	
	

	        6) Dead filing
	
	
	
	
	
	
	
	
	

	        7) DEP management
	
	
	
	
	
	
	
	
	

	        8) Data base management
	
	
	
	
	
	
	
	
	

	5.  Marketing/Goaling/Competition (COMNAVCRUITCOMINST 3121.2, District Marketing Operations Plan, and NRD Goaling/Notice)
	

	    (a) Explain how to validate QI conversion history data for your market/territory for annual update of the District Marketing Operations Plan.
	
	
	
	
	
	
	
	
	

	    (b) Demonstrate ability to perform a market and territory analysis to evaluate:
	

	        1) Market potential
	
	
	
	
	
	
	
	
	

	        2) Recruiter assignment
	
	
	
	
	
	
	
	
	

	        3) Goal allocation
	
	
	
	
	
	
	
	
	

	        4) Market identification for the NRD
	
	
	
	
	
	
	
	
	

	    (c) Review/explain OPO goaling policy using historical data for past 3 years, working backwards from students to determine QI need/selection:
	
	
	
	
	
	
	
	
	

	        1) Applications/Prospects
	
	
	
	
	
	
	
	
	

	        2) Special Program goals
	
	
	
	
	
	
	
	
	

	        3) Overall goals
	
	
	
	
	
	
	
	
	

	    (d) Identify and explain CNRC/NRR/NRD Competition systems (COMNAVCRUITCOMNOTE 1650)
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	6.  Evaluations (COMNAVCRUITCOMINST 1133.6, 5400.2, BUPERSINST 1616.10) Demonstrate the ability to:
	

	    (a) Evaluate attrition analysis
	
	
	
	
	
	
	
	
	

	    (b) Evaluate Kit quality
	
	
	
	
	
	
	
	
	

	    (c) Submit input to, review and write officer fitness reports and enlisted and civilian evaluations.
	
	
	
	
	
	
	
	
	

	    (d) Explain the Fault/No Fault Transfer System.
	
	
	
	
	
	
	
	
	

	7.  Administration (COMNAVCRUITCOMINST 1131.2, 1131.4, 1133.6 and 5400.2) Explain the purpose and function of the following items:
	

	    (a) Recurring reports
	
	
	
	
	
	
	
	
	

	    (b) Campus visit reports
	
	
	
	
	
	
	
	
	

	    (c) Marketing Operations Plan
	
	
	
	
	
	
	
	
	

	    (d) Annual Budget Request/Plan
	
	
	
	
	
	
	
	
	

	    (e) Annual CNRC/NRD Advertising Plan
	
	
	
	
	
	
	
	
	

	    (f) CLO Program
	
	
	
	
	
	
	
	
	

	    (g) Navy Bands/EOV
	
	
	
	
	
	
	
	
	

	    (h) OPO/EPO referral system
	
	
	
	
	
	
	
	
	

	    (i) Publications
	
	
	
	
	
	
	
	
	

	        1) Basic Principles of Officer Recruiting (BPOR) Manual
	
	
	
	
	
	
	
	
	

	        2) CRUITMAN-OFF
	
	
	
	
	
	
	
	
	

	        3) SOPMAN
	
	
	
	
	
	
	
	
	

	        4) Other applicable instructions/notices
	
	
	
	
	
	
	
	
	

	    (j) Ombudsman Program
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	    (k) Financial Counseling Program
	
	
	
	
	
	
	
	
	

	    (l) Alcohol and Drug Abuse Management Seminar (ADAMS)
	
	
	
	
	
	
	
	
	

	    (m) NAVLEAD
	
	
	
	
	
	
	
	
	

	    (n) Civilian Performance Appraisal Review/Position Description/Award System
	
	
	
	
	
	
	
	
	

	    (o) Explain how OPO budget inputs are obtained and compiled into the NRD budget input and submitted via the chain of command.
	
	
	
	
	
	
	
	
	

	    (p) Demonstrate the ability to conduct an OPO Production/Planning meeting.
	
	
	
	
	
	
	
	
	

	    (q) Explain ASTB security and handling procedures.
	
	
	
	
	
	
	
	
	

	    (r) Explain OPO DEP management (required reports, contacts, etc.)  
	
	
	
	
	
	
	
	
	

	8.  Government Vehicles:  Explain vehicle safety requirements and operating procedures.
	
	
	
	
	
	
	
	
	

	    (a) Conduct a vehicle safety inspection
	
	
	
	
	
	
	
	
	

	    (b) Define misuse of a government vehicle
	
	
	
	
	
	
	
	
	

	    (c) Explain domicile to duty policy
	
	
	
	
	
	
	
	
	

	    (d) Explain accident reporting procedures
	
	
	
	
	
	
	
	
	

	9.  Outstanding Recruiter/Meritorious Advancement Programs.  Explain the following procedures:
	

	    (a) Awards Recognition for Outstanding Officer and Enlisted Recruiters
	
	
	
	
	
	
	
	
	

	    (b) Recruiting Excellence Incentive Program (REIP)
	
	
	
	
	
	
	
	
	

	    (c) Explain and demonstrate the ability to initiate Medals, Awards and other congratulatory correspondence.
	
	
	
	
	
	
	
	
	

	10.  Final Qualifications
	

	    (a) Must be OR qualified.
	
	
	
	
	
	
	
	
	

	    (b) Recommended for OPO PQS Board.
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	    (c) Must complete NORU POPO Course prior to OPO PQS Board certification.
	
	
	
	
	
	
	
	
	

	    (d) Successfully complete the OPO PQS Board.
	
	
	
	
	
	
	
	
	


11.  Record of Qualification: 

    (a) Recommended for PQS Qualification Board.  

  Date: _________

I, ______________________________, certify that _____________________________

   (Name/Rate/Qualifier Position)

                (Name/Rate)

is ready for final qualification by an PQS Board for the position of Officer Programs Officer.

Qualifier’s Signature __________________________

    (b) Qualification Board.





  Date: __________

We certify the examinee to be fully qualified for the position of Officer Programs Officer.

_________________________________
_______________________________

Board Member (Name/Rate/Position)
        (Signature)

_________________________________
_______________________________

Board Member (Name/Rate/Position)
        (Signature)

_________________________________
_______________________________

Board Member (Name/Rate/Position)
        (Signature)

_________________________________
_______________________________

Board Member (Name/Rate/Position)
        (Signature)

_________________________________
_______________________________

Board Member (Name/Rate/Position)           (Signature)

    (c) Reviewed:




  

  Date: _________

PQS Training Officer, NRD_______________    _______________________








  (Signature)

    (d) Approved:






  Date: _________

Commanding Officer, NRD_________________
  _______________________








  (Signature)

    (e) Service Record Entry (Page 4)



  Date: _________

Chief Administrator, NRD________________
  ________________________





 


  (Signature)

You are hereby granted an extension.  Your new maximum qualification date is _______________.  (Attach a copy of extension request with justification).

__________________________________

PQS Training Officer

Copy to:

Member’s Training Record
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