NIH 2001-2002 MANAGEMENT CADRE PROGRAM

INFORMATION GUIDE

· PURPOSE AND SCOPE

The NIH Management Cadre Program was established in 1994 and is designed to train and qualify successful and highly motivated NIH employees currently at the GS/GM grades 12, 13, or 14 levels to help meet the future leadership staffing needs of the NIH.  This Program is designed to enhance the career growth and potential of all employees who participate and represents an important component of NIH’s efforts to develop well-qualified candidates for management positions.  NIH is committed, therefore, to ensuring that access to this Program is inclusive of women, underrepresented minorities, and persons with disabilities. 

The NIH Management Cadre Program provides a combination of on-the-job training, academic courses, and selected short assignments to prepare individuals to compete for advancement and/or career change to leadership positions that include administrative or managerial responsibilities.  Cadre participants will continue to perform in their current positions while in the Program and will be allowed time to pursue the developmental and training opportunities the Program entails. The 18-month Program will require approximately 20 percent of the participant’s time during that period.
· OBJECTIVES

The NIH Management Cadre Program will assist NIH in meeting future human resource needs in management by providing executives and managers with a group of highly trained, experienced,  candidates for leadership positions.

Cadre participants will be exposed to assignments and experiences designed to prepare them for leadership positions at the NIH.   

· ELIGIBILITY

Prospective candidates must be employed at NIH under a career or career conditional full-time 

appointment for at least one year immediately prior to the closing date of the program 

announcement.

Candidates must be currently employed at GS/GM grades 12, 13, or 14 at the time of application. 

PROGRAM COMPONENTS

1.   DESIGN    


This structured Program is designed to develop participants in leadership and managerial skills based on both agency and individual developmental needs.  The Program will consist of the following:


Orientation - A one-week orientation for participants will be held in March 2001 (Date to be announced), which outlines Program requirements, policies, expectations, and opportunities.  Orientation will focus on individual development needs, how to prepare an Individual Development Plan (IDP), team-building, establishing a mentoring relationship, leadership needs of NIH, and cultural values and norms of NIH.  


Individual Needs Assessment - During orientation, all participants will complete managerial assessment instruments to determine their individual management style and to identify elements for improvement that will be an important part of their Individual Development Plans (IDP).


Individual Development Plan (IDP) - Each participant, in consultation with his/her mentor, will be required to prepare an IDP, which will guide all development activities throughout the Program. The initial IDP should be delivered to the MCP Program Manager within one month following orientation. The IDP is a work-in-progress, revised by the participant and reviewed on a regular basis by the Human Resource Development Division (HRDD) Program Manager. The IDP will be updated as the mentor and participant work together to identify the participant’s goals.  It can include brief shadow assignments, reading assignments, details, training, and attendance and participation in academic programs and meetings of professional organizations.


Core Training Program - A minimum of 80 hours of supervisory training and advanced management competency courses will be required during the course of the Program.  Flexibility in optional training will be critical for the successful development of the participant.  Training will enhance development of employee's leadership skills in their projected fields as identified in their IDP.  Participation in conferences, workshops, seminars and discussion groups may fulfill the requirements of the IDP, as well as NIH Human Resource Development Division courses and other formal courses.  See attached curriculum.


Developmental Assignment - Participants will complete at least one managerial assignment for a minimum of 30 days during the first year of the Program.  Additional assignments may be appropriate based on the participant’s IDP.  Evaluation and feedback will be provided by the assignment supervisor to the participant, supervisor of record, and the MCP Program Manager.


Other activities may include monthly Brown Bag Lunch seminars, team projects, etc.
            Progress Review – During the first year in the Management Cadre Program, participants will have an additional non-critical element in their Employee Performance Plan that deals with their performance as a member of the Cadre.  Supervisors should gain input from mentors and training assignment supervisors to complete the evaluation of the added non-critical element.   


Program Certification - Participants who complete all requirements of the Program will receive a certificate of completion. The list of graduates will be maintained and distributed periodically to all IC Directors, Executive Officers, and Personnel Officers by the MCP Program Manager to assure awareness and consideration for possible placement in leadership positions.  However, it is expected that participants will use their own initiative to seek leadership positions.  


Graduates are encouraged to continue to receive periodic training and developmental assignments in order to maintain their new skills and increase their qualifications while applying for NIH vacancies.

2.
FUNDING AND STAFFING

Costs of tuition, fees, materials, equipment, and supplies for both academic and non-academic training are paid by the participant’s IC. Costs for travel to and from classes, parking, and associated expenses for academic and interagency training courses are also paid by the IC.


Cadre participants will remain on the payroll of their IC.

3.
ANNUAL NUMBER OF PARTICIPANTS


Every two years up to 15 new participants will be selected to participate in the Program to provide an expanding group of well-qualified applicants for leadership positions within NIH.     
4.
RESPONSIBILITIES FOR MANAGEMENT CADRE OPERATIONS

Responsibility for administering the Management Cadre Program resides in the Human Resource Development Division (HRDD), Office of Human Resource Management (OHRM), and is shared by the Leadership Development Committee, IC Personnel Offices, and Cadre participants.  As responsibilities sometimes overlap, cooperation among all parties is essential to the success of the Program.


Human Resource Development Division, OHRM              

The Human Resource Development Division, OHRM, will provide administrative support and guidance in the following areas:


a.
Providing support to the Leadership Development Committee in the development and implementation of policy and procedures.


b.
Assisting the Leadership Development Committee in the development of selection criteria, program announcements, and other material used in the recruitment and selection of Cadre participants.


c.
Providing guidance to participants and supervisors in the development of IDPs.    


d.
Coordinating with IC Personnel Offices on Cadre related activities, concerns, and problems.


 e.
Insuring that the required evaluations of Cadre participants are conducted and appropriate action is taken if an evaluation indicates unsatisfactory performance based on unsuccessful completion of courses and/or inadequate performance on developmental assignments.


f.
Orienting new Cadre participants to operating rules and procedures of the Program, and providing individual counseling to Cadre participants as needed.


g.
Reviewing shadow assignments, developmental assignments, and IDPs to assure that participants are receiving useful developmental experiences.


h.
Developing tracking system and database for Cadre graduates.


i.
Maintaining visibility of Program graduates through availability lists to IC Directors, Executive Officers, and Personnel Officers.


Leadership Development Committee


The Leadership Development Committee was established as an oversight committee to review leadership training and development activities at NIH.  The Leadership Development Committee (LDC) is composed of  interdisciplinary representatives of NIH senior management.  The LDC also provides direction for the Management Cadre Program. Responsibilities include:


a.
Developing selection criteria, appointing the Qualifications Review Board, and making the final selection of participants.


b.
Taking action on disputed decisions referred by the MCP Program Manager and serving as the resolver of informal grievances.


c.
Monitoring and evaluating the overall success of the Program; recommending any changes or modifications.


Institutes and Centers (ICs)

The ICs will provide participants with work/training assignments where they may be in or exposed to a leadership role either within the Institute or in another IC.  Assignments must be for a minimum of 30 days. Support will be provided for additional training in the form of attendance at conferences, workshops, and seminars.  The IC has responsibility for:


a.
Providing full endorsement, from the supervisor of record through the Institute Director, for the time and opportunity for training and developmental assignments of participants.


b.
Providing support for the mentoring process, i.e., allowing mentors reasonable time and support to assist Cadre participants, and encouraging IC participation in identifying opportunities for career growth and development.


c.
Collaborating with participants in the development of training assignments and IDPs.


d.
Reviewing and prioritizing applications and nominating up to three applicants for consideration by the LDC based on the following criteria:

· A Letter of Interest

· A completed application (SF-171, OF-612, or resume)

· A completed Self-Assessment of Leadership Potential and Skills form defining one’s strengths in the identified Knowledges, Skills and Abilities (KSAs)

· Two Supervisor and Colleague Assessments of Leadership Potential and Skills forms: one from the current supervisor; the second may be from a current or former colleague.  The assessments should be based on the KSAs.


Training Assignment Supervisor

The Training Assignment Supervisor is the individual who monitors the participant's progress while on the 30-day developmental assignment.  The Training Assignment Supervisor performs the following functions:

a. Organizes the participant's work assignments in accordance with the IDP and negotiates with the participant to insure that the schedule allows for effective training experiences.

             b.
Evaluates and reports the participant's progress to the MCP Program Manager and supervisor of record and completes program reviews and formal ratings.


Mentors 


Each participant will identify a senior-level manager or executive who will serve as his/her mentor throughout the 18-month developmental period.  ICs will assist participants in identifying an appropriate mentor.  The mentor will serve in an advisory capacity and will provide information and support to the participant.  Some of the major responsibilities of the mentor include:  


a.
Assisting the participant in identifying personal goals.


b.
Advising on the developmental assignments and training to achieve those goals.


c.
Providing a broader perspective on the priorities, culture, values, and systems of the NIH; identifying opportunities for visibility.


d.
Providing guidance and advice.


Cadre Participant

Achieving meaningful development and career growth experiences is the responsibility of the participant and is to be accomplished by:  


a.
Participating in on-the-job developmental assignments and academic and short-term training components of the Cadre Program as described in the IDP.


b.
Negotiating work and/or training schedules with the supervisor to insure that optimal on-the-job training experiences are assigned. 


c.
Evaluating assignments for fulfillment of training objectives.


d.
Ensuring that training assignment performance evaluations are received by the MCP Program Manager. 

5.
APPLICATION PROCESS


Application packets will be mailed upon request by calling the Human Resource Development Division (HRDD) on 496-6211. Applicants for the Management Cadre Program must send a complete application package including the following materials to their IC Personnel Office BY CLOSE OF BUSINESS ON DECEMBER 1, 2000.
· A Letter of Interest

· An updated SF-171, OF-612, or resume signed and dated by the applicant in ink

· A completed “Self-Assessment of Leadership Potential and Skills” form that addresses the KSAs 
· Two completed “Supervisor and Colleague Assessment” forms:
           


- one completed by a current supervisor

           


- one completed by a current or former colleague 

For additional information please contact Cynthia Winder, Program Manager (301-402-3385 or e-mail winderc@od.nih.gov), Human Resource Development Division.

 6.
SELECTION PROCEDURES AND CRITERIA


Applicants will be subjected to a rigorous competition for this Program.  They will have to meet specified criteria, as outlined herein, and their applications will require endorsements from both managers and peers.

  
To assist in the nomination and selection procedures, each IC will select a committee comprised of senior scientific and administrative managers, personnel officials, and EEO representatives.  The committee should reflect the diversity that the Management Cadre Program seeks to project. This committee will ensure that each application package contains the following:


a.
A Letter of Interest

   
b.
A completed application (SF 171, OF-612, or resume)


c.
A completed Self-Assessment form defining the applicant’s strengths in the following Knowledges, Skills, and Abilities (KSAs):



1)
Ability to lead others



2)
Ability to analyze, evaluate, and synthesize information to problem solve, make recommendations, develop solutions, and/or implement policy



3)
Ability to communicate effectively orally 

          

4) 
Ability to communicate effectively in writing



5)
Ability to work independently and follow assignments through to completion



6)
Ability to demonstrate interpersonal skills in the accomplishment of work


d.
Two assessments, one from the current supervisor, the second assessment may be from a current or former colleague. The assessments are to be based on the KSAs.


The IC will rank the applicants based on the KSAs and the Crediting Plan. Nominations to the LDC will be accompanied by a justification memorandum which will list nominees in priority order and also list the IC nominating committee members.  All applications received by the IC Personnel Office must be forwarded to the Human Resource Development Division, ATTN: Management Cadre Program, EPS-100, by close of business January 5, 2001.


Members of the Leadership Development Committee will appoint a Qualifications Review Board to evaluate the application packages of nominees, and will interview all highly qualified applicants and make the final selection of Management Cadre participants.

7.
PROGRAM EVALUATION

At the end of each Program, the LDC will evaluate the Management Cadre Program and the Program's selection process.  

8.
PROGRAM BENEFITS

This career development program supports the NIH goals and initiatives of developing a group of well-qualified candidates for management positions and ensuring that women, minorities, and employees with disabilities who have been traditionally underrepresented in such positions have access to opportunities to participate in that pool. It might also ease recruiting efforts and may be utilized as a mechanism for identifying highly qualified candidates to fill future leadership positions at NIH.  The assignments and experiences to which Cadre participants will be exposed should result in graduates who are well prepared to compete for managerial/leadership positions.

 9.
PROGRAM ANNOUNCEMENT

Program announcements will be distributed to all NIH employees at GS/GM 12, 13, and 14 levels with special mailings to:  IC Directors, Executive Officers, Scientific Directors, 


Personnel Officers, EEO Officers, Training Contacts, Extramural Program Management Committee, and OD Staff.                                                            


In addition, an announcement will be placed in the NIH Record, the NIH Home Page, the Human Resource Development Division (HRDD) Home Page and Management Cadre Program (MCP) Home Page.
Announcing

the
NIH 2001-2002 MANAGEMENT CADRE PROGRAM

PURPOSE AND SCOPE:

This highly competitive Program is designed to provide leadership training and developmental opportunities for high-potential NIH employees and prepare them to compete for future leadership positions at NIH. It represents an important component of NIH’s efforts to develop a diverse group of  well-qualified candidates for management positions. NIH is committed, therefore, to ensuring that access to this Program is inclusive of women, underrepresented minorities and persons with disabilities.

ELIGIBILITY:

· NIH employees, at grades GS/GM 12, 13, or 14, on a career or career conditional full- time appointment for at least one year prior to December 1, 2000.

· The Management Cadre Program is open to employees in intramural and extramural programs, Offices of the Director of the ICs and Office of the Director of NIH.

PROGRAM COMPONENTS:

· This 18-month Program requires approximately 20% of the employees time over that period and includes:

· One week orientation session

· Preparation of an individual development plan and needs assessment

· Minimum of 80 hours of supervisory and advanced management competency courses during the courses of the Program.

· Minimum of one 30-day developmental detail assignment

· Mentoring provided by a senior-level or executive identified by the Cadre participant and his/her IC

APPLICATION PROCESS:

Applicants for the Management Cadre Program must send a complete application package including the following materials to their IC Personnel Office BY CLOSE OF BUSINESS ON DECEMBER 1, 2000:
· A  Letter of Interest

· An updated SF-171, OF-612, or resume signed and dated by the applicant in ink 

· A completed "Self-Assessment of Leadership Potential and Skills" form that addresses the KSAs.

· Two completed "Supervisor and Colleague Assessment" forms:



- one completed by a current supervisor



- one completed by a current or former colleague

SELECTION PROCESS:

ICs will review the application packages submitted and will rank candidates for final review.

A Qualifications Review Board (QRB) will evaluate applications packages submitted by ICs.  Highly qualified applicants will be referred to the Leadership Development Committee for interview and final selection.  Candidates will be evaluated based upon the following factors (KSAs):


KSA 1: Ability to lead others


KSA 2: Ability to analyze, evaluate, and synthesize information to problem solve, make recommendations, develop solutions and/or implement policy


KSA 3: Ability to communicate effectively orally

            KSA 4: Ability to communicate effectively in writing

 
KSA 5: Ability to work independently and follow assignments through to completion


KSA 6: Ability to demonstrate interpersonal skills in the accomplishment of work 

To request an application package and for additional information, please contact: 

Human Resource Development Division 

phone:  301-496-6211

e-mail:  winderc@od.nih.gov 

            or visit the MCP web site at:  http://mcp.nih.gov/

SUPERVISORS and COLLEAGUES

           ASSESSMENT OF LEADERSHIP POTENTIAL AND SKILLS 

Your assessment of the Management Cadre Program applicant's skills and potential effectiveness as a future leader at NIH is important input in the selection of participants in this Program as well as beneficial to the applicant to help define specific skill areas for further development.  

Please complete a written assessment of each skill listed below by describing the applicant's strengths, accomplishments and potential in each area.

1.
Ability to lead others.


2.
Ability to analyze, evaluate, and synthesize information to problem solve, make recommendations, develop solutions, and/or implement policy.

3.
Ability to communicate effectively orally.
4.
Ability to communicate effectively in writing.

5.
Ability to work independently and follow assignments through to completion.
6.
Ability to demonstrate interpersonal skills in the accomplishment of work.   

SELF ASSESSMENT OF LEADERSHIP POTENTIAL AND SKILLS

Your assessment of your own skills and effectiveness is an important first step in determining your potential for leadership and in defining specific skill areas for further development.  Complete a written evaluation of each skill listed below by describing your strengths, accomplishments and potential in each area.

1.
Ability to lead others.


2.
Ability to communicate effectively orally.

3.
Ability to communicate effectively in writing.
4.
Ability to analyze, evaluate, and synthesize information to problem solve, make recommendations, develop solutions, and/or implement policy.

5.
Ability to work independently and follow assignments through to completion.
6.
Ability to demonstrate interpersonal skills in the accomplishment of work.   
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