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ObjectiveObjective

•• This tutorial describes The Career Planning This tutorial describes The Career Planning 
Tool (CPT)Tool (CPT)
–– Interactive application designed for the DON Interactive application designed for the DON 

Civilian Information Management/ Information Civilian Information Management/ Information 
Technology and Knowledge Management (IM/IT & Technology and Knowledge Management (IM/IT & 
KM) WorkforceKM) Workforce

–– Current version 3.0 Current version 3.0 -- August 2001August 2001

•• Contains two SectionsContains two Sections
–– Part I Part I –– CPT Features ReferenceCPT Features Reference
–– Part II Part II –– Sample Scenario using the CPTSample Scenario using the CPT
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Tool AttributesTool Attributes

•• Highly costHighly cost--effective tool for individuals effective tool for individuals 
to manage their careers that is easy to to manage their careers that is easy to 
apply, update and keep current:apply, update and keep current:
–– Plan is personalized to the individualPlan is personalized to the individual
–– Accessible definitionsAccessible definitions
–– Wizard driven; ease of navigationWizard driven; ease of navigation
–– Easy customization and management of Easy customization and management of 

underlying data (if desired)underlying data (if desired)
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The CPT and the CPGThe CPT and the CPG

•• The CPT is based on the The CPT is based on the DON Civilian Career DON Civilian Career 
Path Guide (CPG) for the Management of Path Guide (CPG) for the Management of 
Technology, Information and KnowledgeTechnology, Information and Knowledge
–– The CPG (2 volumes) provides the background The CPG (2 volumes) provides the background 

and detailed explanations of the career and detailed explanations of the career 
development processdevelopment process

•• Available for download at Available for download at http://www.donhttp://www.don--imit.navy.milimit.navy.mil
•• CPT users should read the CPG Volume ICPT users should read the CPG Volume I

–– The CPT is used for assessing competencies and The CPT is used for assessing competencies and 
designing career development plansdesigning career development plans
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Part I Part I –– CPT Feature CPT Feature 
ReferenceReference



3/1/20083/1/2008 66

CPT ProcessCPT Process

•• There are 3 major steps in using the There are 3 major steps in using the 
CPT:CPT:
–– Perform self assessment of functional Perform self assessment of functional 

competenciescompetencies
–– Perform self assessment of career Perform self assessment of career 

foundational competenciesfoundational competencies
–– Design developmental strategy, or Career Design developmental strategy, or Career 

Progression Plan (CPP)Progression Plan (CPP)
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Main MenuMain Menu

•• Upon launching the CPT, the Upon launching the CPT, the 
Main MenuMain Menu appearsappears

•• The The Main MenuMain Menu provides provides 
navigation to all of the navigation to all of the 
major features of the CPTmajor features of the CPT
–– The 5 Career AreasThe 5 Career Areas
–– Career Foundational Career Foundational 

CompetenciesCompetencies
–– Career Progression PlanCareer Progression Plan
–– Managing CPT DataManaging CPT Data

•• Simply click the appropriate Simply click the appropriate 
button to navigatebutton to navigate

•• Click Click QuitQuit to exit the CPTto exit the CPT

Main Menu
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Career Area MenuCareer Area Menu

•• When one of the 5 career When one of the 5 career 
areas are selected, an areas are selected, an 
individual individual Career Area Career Area 
MenuMenu appears; this allows appears; this allows 
you to select individual job you to select individual job 
rolesroles

•• To see the competency To see the competency 
worksheets for a specific job worksheets for a specific job 
role, select the job role from role, select the job role from 
the list and click the list and click ViewView

•• To see the competency To see the competency 
worksheets for all job roles worksheets for all job roles 
in this career area, click in this career area, click 
View AllView All

•• ClickClick Close Close to return to theto return to the
Main MenuMain Menu

Career Area Menu
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Functional Competency Functional Competency 
WorksheetsWorksheets

•• Worksheets contain highly detailed information about Worksheets contain highly detailed information about 
the competencies in each job rolethe competencies in each job role

•• Competency selfCompetency self--assessment and designing a assessment and designing a 
development strategy are all performed using the development strategy are all performed using the 
worksheetsworksheets

•• Major worksheet sections are introduced next; more Major worksheet sections are introduced next; more 
detailed information is accessible via CPT detailed information is accessible via CPT 
DefinitionsDefinitions screenscreen
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Functional CompetencyFunctional Competency
WorksheetsWorksheets

•• Career AreaCareer Area displays displays 
the current career areathe current career area

•• Job RoleJob Role displays the displays the 
current job rolecurrent job role

Functional Competency Worksheet
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Functional CompetencyFunctional Competency
Worksheets (cont.)Worksheets (cont.)

•• CompetencyCompetency displays displays 
the current career areathe current career area

Functional Competency Worksheet

•• The bottom of the The bottom of the 
worksheets allow you worksheets allow you 
to navigate between to navigate between 
competencies and list competencies and list 
the total # of the total # of 
competenciescompetencies
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Functional CompetencyFunctional Competency
Worksheets (cont.)Worksheets (cont.)

•• Strategic ValueStrategic Value explains explains 
why the competency is why the competency is 
importantimportant

•• Learning ObjectivesLearning Objectives
describe typical performance describe typical performance 
abilities of someone abilities of someone 
possessing this competencypossessing this competency

•• Proficiency Proficiency allows users to allows users to 
perform a competency gap perform a competency gap 
assessment (described in assessment (described in 
detail below)detail below)

•• LevelLevel indicates the indicates the 
performance level where this performance level where this 
competency is typically competency is typically 
foundfound

Functional Competency Worksheet
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Functional CompetencyFunctional Competency
Worksheets (cont.)Worksheets (cont.)

•• Skill TopicsSkill Topics lists skills lists skills 
related to the related to the 
competencycompetency

•• Developmental Developmental 
Opportunities and Opportunities and 
StrategyStrategy allows the user allows the user 
to select and/or add to select and/or add 
developmental developmental 
opportunities that help opportunities that help 
achieve proficiency in achieve proficiency in 
each competency each competency 
(described in detail (described in detail 
below)below)

Functional Competency Worksheet
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Functional CompetencyFunctional Competency
Worksheets (cont.)Worksheets (cont.)

•• Definitions Definitions displays and displays and 
defines a list of important defines a list of important 
concepts and termsconcepts and terms

•• Search Search allows the user allows the user 
to perform a keyword to perform a keyword 
search of selected fieldssearch of selected fields

•• CloseClose will close the will close the 
worksheetworksheet

Functional Competency Worksheet
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Competency Gap AssessmentCompetency Gap Assessment

•• A competency gap assessment is A competency gap assessment is 
performed by selecting the appropriate performed by selecting the appropriate 
value in the value in the CurrentCurrent and and RequiredRequired
fieldsfields
–– Part of the Competency WorksheetsPart of the Competency Worksheets
–– Definitions appear when field is clickedDefinitions appear when field is clicked
–– Done for each competency in a given job roleDone for each competency in a given job role

•• GapGap will calculate automaticallywill calculate automatically
•• DevelopmentDevelopment NeededNeeded will be checked will be checked 

automatically for all gaps 1 or greater; all automatically for all gaps 1 or greater; all 
checked competencies will appear on CPPchecked competencies will appear on CPP

•• PriorityPriority allows prioritization of multiple allows prioritization of multiple 
competencies needing developmentcompetencies needing development
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Designing a Developmental Designing a Developmental 
StrategyStrategy

•• Developmental Opportunities and StrategyDevelopmental Opportunities and Strategy is is 
part of the competency worksheets and shows part of the competency worksheets and shows 
opportunities linked to each individual competencyopportunities linked to each individual competency

•• Screen contains more information than is initially Screen contains more information than is initially 
shown; scroll to the right to show additional shown; scroll to the right to show additional 
informationinformation
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Designing a Developmental Designing a Developmental 
Strategy (cont.)Strategy (cont.)

•• Add to Plan? Add to Plan? –– Allows you to add the opportunity to your CPPAllows you to add the opportunity to your CPP
•• Already Taken? Already Taken? –– Allows you to show a development history and is Allows you to show a development history and is 

added to the CPPadded to the CPP
•• Developmental Opportunity Developmental Opportunity –– Lists/describes the opportunityLists/describes the opportunity
•• Type Type –– Describes the type of opportunity (learning, workDescribes the type of opportunity (learning, work--based or based or 

tool)tool)
•• Core? Core? –– If checked, is part of the If checked, is part of the ‘‘core curriculumcore curriculum’’ for the competency, for the competency, 

thus highly recommendedthus highly recommended
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Designing a Developmental Designing a Developmental 
Strategy (cont.)Strategy (cont.)

•• Levels Levels –– describe which performance levels (E, I, J, S and Ex) this describe which performance levels (E, I, J, S and Ex) this 
opportunity is suitable for opportunity is suitable for 

•• Provider Provider –– lists provider of opportunity (if available)lists provider of opportunity (if available)
•• Cost Cost –– shows cost of opportunity (typically tuition, etc.) if availablshows cost of opportunity (typically tuition, etc.) if available; e; 

$0.00 is default$0.00 is default
•• Proposed Dates Proposed Dates –– allows adding the time frame when the opportunity allows adding the time frame when the opportunity 

will be pursuedwill be pursued
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Designing a Developmental Designing a Developmental 
Strategy (cont.)Strategy (cont.)

•• To design a Developmental Strategy, add existing or new opportunTo design a Developmental Strategy, add existing or new opportunities ities 
to your CPPto your CPP

•• To add an opportunity, check the box under To add an opportunity, check the box under Add to Plan?  Add to Plan?  Only Only 
checked opportunities will appear on the CPPchecked opportunities will appear on the CPP

•• To add a new opportunity, click on the last line (you may have tTo add a new opportunity, click on the last line (you may have to scroll o scroll 
down) and type the opportunity name in thedown) and type the opportunity name in the Developmental Developmental 
Opportunity Opportunity section; fill out the remaining information (e.g., section; fill out the remaining information (e.g., TypeType, , 
CoreCore, , LevelLevel, etc.), etc.)
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Career Foundational CompetenciesCareer Foundational Competencies

•• Accessed by Accessed by 
selecting selecting ‘‘Career Career 
Foundational Foundational 
CompetenciesCompetencies’’ from from 
the Main Menuthe Main Menu

•• Should be assessed Should be assessed 
by everyoneby everyone ––
regardless of which regardless of which 
functional career functional career 
area and job role area and job role 
chosenchosen
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Career Foundational CompetenciesCareer Foundational Competencies

•• Career Foundational Competencies are organized in 7 Career Foundational Competencies are organized in 7 Focus Focus 
AreasAreas which have their own worksheet; worksheets can be which have their own worksheet; worksheets can be 
found using the navigation buttons at the bottom of the screenfound using the navigation buttons at the bottom of the screen
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Career Foundational CompetenciesCareer Foundational Competencies

•• Strategic ValueStrategic Value –– explains why the Focus Area is importantexplains why the Focus Area is important
•• CompetencyCompetency and and LevelLevel –– defined in Definitions popupdefined in Definitions popup
•• ProficiencyProficiency –– used to perform self assessmentused to perform self assessment
•• Developmental Opportunities and StrategyDevelopmental Opportunities and Strategy –– used to design CPPused to design CPP
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Competency Gap AssessmentCompetency Gap Assessment

•• A competency gap assessment is A competency gap assessment is 
performed by selecting the appropriate performed by selecting the appropriate 
value in the value in the CurrentCurrent and and RequiredRequired
fieldsfields
–– Part of the Competency WorksheetsPart of the Competency Worksheets
–– Definitions appear when field is clickedDefinitions appear when field is clicked
–– Done for each Done for each Focus AreaFocus Area

•• GapGap will calculate automaticallywill calculate automatically
•• DevelopmentDevelopment NeededNeeded will be checked will be checked 

automatically for all gaps 1 or greater; all automatically for all gaps 1 or greater; all 
checked focus areas will appear on CPPchecked focus areas will appear on CPP

•• PriorityPriority allows prioritization of multiple allows prioritization of multiple 
competencies needing developmentcompetencies needing development
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Designing a Developmental StrategyDesigning a Developmental Strategy

•• A developmental strategy for Career A developmental strategy for Career 
Foundational Competencies is designed Foundational Competencies is designed 
in exactly the same way as for in exactly the same way as for 
functional competencies functional competencies –– see that see that 
section for detailssection for details
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The Career Progression Plan The Career Progression Plan 
(CPP)(CPP)

•• Only produce a CPP Only produce a CPP afterafter you have done the you have done the 
following:following:
–– Performed a selfPerformed a self--assessment of functional assessment of functional 

competencies for a given career area/job rolecompetencies for a given career area/job role
–– Designed a developmental strategy for functional Designed a developmental strategy for functional 

competencies with identified gapscompetencies with identified gaps
–– Performed a selfPerformed a self--assessment of career assessment of career 

foundational competenciesfoundational competencies
–– Designed a developmental strategy for career Designed a developmental strategy for career 

foundational competencies with identified gapsfoundational competencies with identified gaps
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CPP LayoutCPP Layout
•• Other than some personal information, the CPP is Other than some personal information, the CPP is 

organized in 4 sections:organized in 4 sections:
–– Part I Part I –– Career Development InformationCareer Development Information

•• Contains information about your career goal, time frame, Contains information about your career goal, time frame, 
anticipated career path, etc.anticipated career path, etc.

–– Part II Part II –– Needs AnalysisNeeds Analysis
•• Lists competencies needing development (both functional and Lists competencies needing development (both functional and 

career foundational) and their associated gaps, organized by career foundational) and their associated gaps, organized by 
prioritypriority

–– Part III Part III –– Development StrategyDevelopment Strategy
•• Lists developmental opportunities (those checked Lists developmental opportunities (those checked ‘‘Add to PlanAdd to Plan’’) ) 

including provider and cost informationincluding provider and cost information
•• Also includes a justification of how listed opportunities help Also includes a justification of how listed opportunities help 

develop needed competenciesdevelop needed competencies
–– Part IV Part IV –– Development HistoryDevelopment History

•• Lists developmental opportunities listed as complete (those Lists developmental opportunities listed as complete (those 
checked checked ‘‘Already TakenAlready Taken’’))
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Building the CPPBuilding the CPP

•• Begin by Begin by 
clicking Career clicking Career 
Progression Progression 
Plan (CPP) on Plan (CPP) on 
the Main Menuthe Main Menu
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Building the CPP (cont.)Building the CPP (cont.)

•• Click Click Enter/Edit Enter/Edit 
Personal DataPersonal Data
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Building the CPP (cont.)Building the CPP (cont.)

•• Fill in the requested Fill in the requested 
information; click information; click 
the Done button the Done button 
when finishedwhen finished
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Building the CPP (cont.)Building the CPP (cont.)

•• Next, click Next, click 
Enter/Edit Enter/Edit 
Career Career 
Development Development 
DataData



3/1/20083/1/2008 3131

Building the CPP (cont.)Building the CPP (cont.)

•• Again, fill in the Again, fill in the 
requested requested 
information; click information; click 
the Done button the Done button 
when finishedwhen finished
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Building the CPP (cont.)Building the CPP (cont.)

•• Next, click Next, click Print Print 
CPPCPP
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Building the CPP (cont.)Building the CPP (cont.)

•• This will automatically generate a fully formatted CPP:This will automatically generate a fully formatted CPP:
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Building the CPP (cont.)Building the CPP (cont.)

•• Finally, you have Finally, you have 
the option of the option of 
exporting the CPP exporting the CPP 
to a Rich Text (.rtf) to a Rich Text (.rtf) 
format; to do so format; to do so 
click click Export CPP Export CPP 
and follow the on and follow the on 
screen promptsscreen prompts
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Managing CPT DataManaging CPT Data

•• For those individual users or organizations For those individual users or organizations 
that wish to do so, the CPT allows for the that wish to do so, the CPT allows for the 
tailoring of information in certain catalogs tailoring of information in certain catalogs 
(data tables):(data tables):
–– Functional Competencies CatalogFunctional Competencies Catalog
–– Developmental Opportunities CatalogDevelopmental Opportunities Catalog

•• If you do not wish to change any of this If you do not wish to change any of this 
information, the tool will still function information, the tool will still function 
normallynormally
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Managing CPT Data (cont.)Managing CPT Data (cont.)

•• To manage either To manage either 
of the CPT of the CPT 
catalogs, click catalogs, click 
Manage Tool Manage Tool 
DataData on the Main on the Main 
MenuMenu
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Managing CPT Data (cont.)Managing CPT Data (cont.)

•• Select either Select either 
Manage Manage 
Functional Functional 
Competency Competency 
CatalogCatalog or or Manage Manage 
Developmental Developmental 
OpportunitiesOpportunities
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Functional Competency CatalogFunctional Competency Catalog

•• Any competency can be Any competency can be 
edited by simply edited by simply 
entering the desired entering the desired 
changes; use the changes; use the 
navigation buttons at navigation buttons at 
the bottom left to the bottom left to 
advance to different advance to different 
competenciescompetencies

•• Click Click Delete Delete 
CompetencyCompetency to delete to delete 
the current competencythe current competency

•• Click Click Add Add 
CompetencyCompetency to add a to add a 
new competency (fields new competency (fields 
will be blank)will be blank)

•• Click Click SearchSearch for a for a 
keyword searchkeyword search

•• Click Click CloseClose to close the to close the 
screenscreen
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Functional Competency Catalog (cont.)Functional Competency Catalog (cont.)

•• The information on The information on 
the left (Competency, the left (Competency, 
Strategic Value, etc.) Strategic Value, etc.) 
can all be edited as can all be edited as 
neededneeded
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Functional Competency Catalog (cont.)Functional Competency Catalog (cont.)

•• The field at the The field at the 
upper right assigns upper right assigns 
which job roles which job roles 
have this have this 
competencycompetency

•• Job roles are Job roles are 
assigned unique assigned unique 
numbers (numbers (RoleIDRoleID); ); 
the name of the job the name of the job 
role is visible when role is visible when 
the number is the number is 
clickedclicked
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Functional Competency Catalog (cont.)Functional Competency Catalog (cont.)

•• To assign a competency To assign a competency 
to a job role, click the to a job role, click the 
last line in the field to last line in the field to 
activate it, then select activate it, then select 
the down arrow at the the down arrow at the 
rightright

•• Scroll through the list of Scroll through the list of 
job roles and select the job roles and select the 
desired roledesired role

•• Existing assignments can Existing assignments can 
be changed in the same be changed in the same 
wayway
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Functional Competency Catalog (cont.)Functional Competency Catalog (cont.)

•• To delete a competency To delete a competency 
from a job role, click the from a job role, click the 
box to the left of the role box to the left of the role 
(marked with the arrow), (marked with the arrow), 
then press delete on then press delete on 
your keyboardyour keyboard

•• Click Click YesYes when the tool when the tool 
confirms that you want confirms that you want 
to delete the recordto delete the record
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Functional Competency Catalog (cont.)Functional Competency Catalog (cont.)

•• The field at the lower The field at the lower 
right assigns right assigns 
developmental developmental 
opportunities to the opportunities to the 
competencycompetency

•• Developmental Developmental 
opportunities are opportunities are 
assigned unique assigned unique 
numbers numbers 
((DevelopmentIDDevelopmentID); ); 
the name of the the name of the 
opportunity is visible opportunity is visible 
when the number is when the number is 
clickedclicked

•• If If CoreCore is checked, is checked, 
the opportunity is the opportunity is 
considered part of the considered part of the 
‘‘core curriculumcore curriculum’’ for for 
the competencythe competency
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Functional Competency Catalog (cont.)Functional Competency Catalog (cont.)

•• To assign a developmental To assign a developmental 
opportunity to a opportunity to a 
competency, click the last competency, click the last 
line in the field to activate line in the field to activate 
it, then select the down it, then select the down 
arrow at the rightarrow at the right

•• Scroll through the list of Scroll through the list of 
opportunities and select the opportunities and select the 
desired one; check desired one; check CoreCore if if 
desireddesired

•• Existing assignments can Existing assignments can 
be changed in the same be changed in the same 
wayway

•• Opportunities are deleted in Opportunities are deleted in 
the same manner as the the same manner as the 
job role assignmentsjob role assignments

*If you want to add a developmental opportunity that isn’t on the list, add the opportunity to the catalog first (instructions
on the next slide)
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Developmental Opportunities CatalogDevelopmental Opportunities Catalog

•• Existing opportunities can be Existing opportunities can be 
edited by entering the desired edited by entering the desired 
changes;changes; use the navigation use the navigation 
buttons at the bottom left to buttons at the bottom left to 
advance to different advance to different 
opportunitiesopportunities

•• Click Click Delete Delete to delete the to delete the 
current recordcurrent record

•• Click Click Add NewAdd New to add a new to add a new 
opportunity (fields will be opportunity (fields will be 
blank)blank)

•• Click Click SearchSearch for a keyword for a keyword 
searchsearch

•• Click Click CloseClose to close the to close the 
screenscreen

*Note: creating a developmental opportunity does not assign it to a competency; this must be done in the functional
competency catalog
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Developmental Opportunities Developmental Opportunities 
Catalog (cont.)Catalog (cont.)

•• TypeType has three options:has three options:
–– Learning: for traditional Learning: for traditional 

training and educationtraining and education
–– WorkWork--based: for job based: for job 

assignments/experienceassignments/experience
–– Tool: for tools and resources Tool: for tools and resources 

that help on the jobthat help on the job

•• Relates toRelates to has two options:has two options:
–– Functional: develops Functional: develops 

functional competenciesfunctional competencies
–– Foundational: develops Foundational: develops 

career foundational career foundational 
competenciescompetencies



3/1/20083/1/2008 4747

Part II - Sample Scenario
using the CPT

*Note: in order to maximize the career planning process, you should use both the CPT and the CPG;
the sample scenario refers to both
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ScenarioScenario

Background

Mr. I. M. Goode, a 
GS-340 (Program 
Management), wants 
a career in IT 
acquisition.  Mr. 
Goode is a GS-9 and 
has some limited 
Contracting Officer’s 
Rep responsibilities.

I. M. Goode
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ScenarioScenario

Setting Goals

Mr. Goode affirms his 
goal: to become a 
Program Manager for 
an IT acquisition 
program.
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ScenarioScenario

Path, Level, Time Frame

Based on the career 
goal he identified, Mr. 
Goode determines the 
appropriate career path, 
level and time frame.  
He concludes that 
opportunities exist 
within his current 
organization at the GS-
13 level.  He estimates 
he can reach that level 
within 5 years.
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ScenarioScenario

Career Area/Job Role

Mr. Goode 
determines that the 
most appropriate job 
role is Acquisition 
Oversight, found in 
the Information 
Management Career 
Area
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ScenarioScenario

Competencies

The CPG (volume II) 
outlines the 
competencies in the 
Acquisition Oversight 
job role, which he 
will have to attain to 
perform at the 
desired level
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ScenarioScenario

Competencies

The CPG also shows 
that Acquisition 
Oversight is an 
appropriate job role 
for a GS-340, so he 
chooses to stay in 
that occupational 
series
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ScenarioScenario

Self Assessment

Next, Mr. Goode, performs 
a self assessment - looking 
at the competencies he 
already has; to do this, he 
uses the CPT*

*The same steps are performed
for the functional as well as Career
Foundational competencies
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ScenarioScenario

CPT

The worksheets in the CPT 
are organized by Career 
Area, but also include the 
Career Foundational 
Competencies; they also 
include an automated 
Career Progression Plan 
(CPP); he selects the 
Information Management 
career area...
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ScenarioScenario

Competency Worksheets

…then selects to view the 
Acquisition Oversight job 
role; if he desired, he could 
view the worksheets for 
any or all of the job roles 
in this career area
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ScenarioScenario

Worksheets

He reviews the 
14 competencies, 
examining each 
one carefully; he 
selects, based on 
the definitions, 
his Current 
Proficiency (a 
numeric value)
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ScenarioScenario
Competency Current Proficiency

Acquisition

Business Development

Life Cycle Management

Acq. Policy Development

Procurement Strategic Plng

Capital Plng and Investment

BPR

Systems Integration

IT/IM/KM

Architecture

Operations Research

Program Management

COR

Information Assurance

2

1

1

1

1

1

1

2

2

2

1

2

2

2

Proficiency

Here is what he comes up 
with...
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ScenarioScenario

Gap Assessment

Next, Mr. Goode 
identifies the 
competencies needed 
(target), assesses 
where the gaps are, 
and identifies 
developmental 
opportunities to 
mitigate those gaps
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ScenarioScenario
Competency Current

Acquisition

Business Development

Life Cycle Management

Acq. Policy Development

Procurement Strategic Plng

Capital Plng and Investment

BPR

Systems Integration

IT/IM/KM

Architecture

Operations Research

Program Management

COR

Information Assurance

2

1

1

1

1

1

1

2

2

2

1

2

2

2

Required
4

3

2

3

3

3

3

3

3

2

2

4

4

2

Proficiency

Here he works with Here he works with 
a manager, mentor a manager, mentor 
and/or supervisor to and/or supervisor to 
determine the determine the 
required proficiency, required proficiency, 
which he enters in which he enters in 
the worksheet...the worksheet...
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ScenarioScenario
Proficiency

……automatically automatically 
calculating the Gap; calculating the Gap; 
he then prioritizes he then prioritizes 
the competencies to the competencies to 
be developed by be developed by 
entering a number entering a number 
in the Priority fieldin the Priority field
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ScenarioScenario
Development Plan

Next, he outlines a Next, he outlines a 
development strategy development strategy 
which can include which can include 
suggestions from the suggestions from the 
list of opportunities on list of opportunities on 
the worksheet, or other the worksheet, or other 
ideas he might have.  ideas he might have.  
He does this simply by He does this simply by 
checking the checking the 
opportunities he wants opportunities he wants 
to add to his CPPto add to his CPP
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ScenarioScenario
Remember: these same steps are performed for all 7 Focus 
Areas of the Career Foundational Competencies...
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ScenarioScenario

CPP

Next, Mr. Goode 
formalizes a 
development plan in 
the form of a Career 
Progression Plan 
(CPP)
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ScenarioScenario

CPP

The Career Progression 
Plan (CPP) wizard can be 
found on the Main Menu...
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ScenarioScenario

CPP

…before printing or 
exporting the CPP, Mr. 
Goode will need to fill in 
the required personal and 
career development data 
(all other information was 
collected during the gap 
assessment)
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ScenarioScenario
CPP Data

After filling out the 
required information...
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ScenarioScenario
CPP Data

…he can then print out 
the formatted CPP and 
have it reviewed, 
finalized and signed by 
his supervisor
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ScenarioScenario

•• From here, he executes the CPP which From here, he executes the CPP which 
includes:includes:
–– Pursuing training and educationPursuing training and education
–– Progressing in job assignmentsProgressing in job assignments
–– Periodically reviewing the CPP to ensure it Periodically reviewing the CPP to ensure it 

meets his needsmeets his needs
–– Updating the plan to reflect courses taken, Updating the plan to reflect courses taken, 

competencies developed, etc.competencies developed, etc.
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For More Information...For More Information...

•• Sandra SmithSandra Smith
–– Lead, IM/IT Competency Management, Office of Lead, IM/IT Competency Management, Office of 

the Department of the Navy CIOthe Department of the Navy CIO
–– 703703--602602--65456545
–– smith.sandra@hq.navy.milsmith.sandra@hq.navy.mil

•• John TindalJohn Tindal
–– BoozBooz--Allen & Hamilton, Inc.Allen & Hamilton, Inc.
–– 703703--902902--40494049
–– tindal_john@bah.comtindal_john@bah.com

•• http://www.donhttp://www.don--imit.navy.milimit.navy.mil


