PREFACE








The Naval Air Systems Command (NAVAIR) has long been actively committed to managerial and leadership development of its employees.  As the NAVAIR TEAM deals with the challenges of force restructuring, changing technology, under representation of women and minorities, and changes to roles and missions, it is imperative that our civilian managers, supervisors, and employees be prepared to plan for the future, effectively manage human and natural resources, and carry out assigned work.











The Civilian Leadership Development (CLD) Framework, as established by the Secretary of the Navy, provides guidelines for the design of activity and command programs that will afford leadership training to all who desire.  Our goal is to improve the leadership skills and competence of all NAVAIR civilian managers, supervisors, and employees.  This will be accomplished through comprehensive competency-based career development from entry to executive level.  CLD represents a long-term career investment that. will be mutually enhancing to participants and the Naval Air Systems Command.  The dividends can be great.











CLD is an opportunity for all employees.  Those who aspire to positional leadership roles are strongly encouraged to demonstrate their leadership development initiative and commitment through CLD.
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MEMORANDUM





From:	Commander, Naval Air Systems Command


To:   All Employees





Subj:	CIVILIAN LEADERSHIP DEVELOPMENT





Ref.  (a) Under Secretary of the Navy Memo of 16 Nov 94


(b)	SECNAVINST 12410.24





1.	Civilian Leadership Development (CLD) is a critical need for the Department of the Navy (DON) as it prepares to meet the challenges of the next century.  To meet this need, the establishment of a Navy-wide CLD framework was directed by reference (a).  The primary goals of CLD are to improve the leadership skills and competencies of all DON civilian managers to compete successfully for executive positions.  Reference (b) establishes the CLD framework and directs its implementation throughout DON.





2.	I fully support CLD and encourage civilian employees at all levels to take advantage of this new opportunity.  CLD is a framework, not a program, and it is competency-based, not course driven.  It focuses on using mentoring, rotational assignments, and other developmental activities as key methods of developing individual leadership skills.  As you will learn in your CLD briefing session, participation in CLD is open to all civilian employees and is voluntary.  Since the leadership competencies defined in reference (b) will be reflected in crediting plans for filling job vacancies, participation in CLD is clearly important to each employee's career advancement.











J.A. LOCKARD
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CLD ADMINISTRATORS








Field Activity/


Competency	Administrator	Phone Number





AIR- 1. 0	M. J. George	(301) 757-6603





AIR-2.0	Evelyn Smith	(301) 757-6558





AIR-3.0	Nancy Warren	(301) 342-4706x237





AIR-4.0	Kim Lane	(301) 342-7116





AIR-5.0	V Wenke	(301) 757-2252





AIR-6.0	Janet Sabo	(301) 342-8364





AIR-7.0	Kim Tennyson	(301) 342-5315





AIR-8.0	Cathy Gill	(301) 757-2160





NAWCAD	Etta Campbell	(301) 342-3734xlO5





NAWC WD	Bill Bethke	(805) 989-3009





NAWC TSD	Debra Hoefle	(407) 380-4550





NADEP Cherry Point	Beverly Plasters	(919) 464-8497





NADEP Jacksonville	J. C. Hacket	(904) 772-2444





NADEP North Island	Al Legace	(619) 545-5926





NAESU	Jean Aldridge	(215) 697-0126





NATSF	Eileen Craig	(215) 697-5369
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What is Civilian Leadership Development?





Department of the Navy critical


issue.


Leadership training system


Voluntary


Open to all employees








Leadership develop-


ment is a critical issue facing the Department of the Navy's continued effectiveness and future prosperity.  Realizing this need, the Under Secretary directed the establishment of a DON Civilian Leadership Program in November 1994, and in August 1995 the Office of the Secretary of Navy issued SECNAV INSTRUCTION 12410.24 establishing the framework for Civilian Leadership Development (CLD).





The CLD framework is a developmental process designed to improve the leadership skills and competencies of civilian employees.  It is based on developing designated leadership competencies through a variety of activities, not on completing specific courses.  CLD is voluntary and open to all personnel in your organization.




















How does CLD work?





Select Mentor


Develop individual plan


Follow CLD Continuum


Periodic assessments


Continuous participation





All CLD participants will select a mentor who will be their personal guide and teacher as they progress down their leadership development path.  Each participant will write a development plan based on their own specific needs and background.  This plan will focus on acquiring knowledge and skills in competencies specified in the Civilian Leadership Development Continuum.





Periodically,


participants will evaluate their own progress within the CLD competencies.  The feedback will enable the participant and mentor to evaluate the participant's development and decide on next steps to take within the Continuum.  Participation in CLD continues as long as the employee desires to be involved and actively pursues developmental activities.




















Civilian Leadership


Development Continuum
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What can CLD do for me


(as a participant)?





Expand knowledge


Demonstrate capabilities


Increase visibility


Career development guidance


Network contacts


Career enhancement





As a CLD participant, 


you will be offered training and development opportunities to expand your knowledge and demonstrate your capabilities.  You may work on advanced tasks and interesting projects, allowing you more visibility in your organization.  Your mentor will guide your career development and share professional "lessons learned".





Using the assessment


process, you will receive honest feedback on your strengths and areas needing improvement from your supervisors, peers, and subordinates.  You can then identify appropriate developmental activities in the areas in which you need to improve.





				The leadership


competencies shown in Illustration 1 will be reflected


in crediting plans for filling job vacancies.  Therefore CLD participation is clearly important for career advancement.











What can CLD do for me


(as a supervisor)?





Exercise coaching skills


Increased worker dedication


Increased creativity and risk-


taking


Improved morale


Increased productivity


Facilitate personal advancement








					Encouraging your


employees to participate in self-development is 


characteristic of a good leader.  When employees are encouraged to excel, they feel important and motivated them to expand their abilities and goals.  Supporting your employees in their CLD efforts is an excellent opportunity for you to exercise your coaching skills and offer your employees a chance to grow with your guidance and support.





Leaders who take a genuine interest in their employees' growth reap the benefits of increased dedication of workers to organizational goals, increased creativity and risk-taking, and improved morale, which all contribute to productivity. Also, developing others to follow in your footsteps may facilitate your own upward advancement.

















What can CLD do for me


(as a mentor)?





Help to keep “pulse” on 


organization


Source of data, feedback and


Fresh ideas


Attract best employees to


Mentor’s work area


Grow future managers





   Serving in a senior


level position can isolate executives and managers from the


real" workplace environment.  Establishing relationships 


with employees from lower levels in the organization is an


 opportunity to create a communication network and keep 


“pulse” on the organization.  CLD participants can be a great


 source of organizational data, feedback and fresh ideas.





Every manager wants


their division to attract the best employees available.  Becoming identified as a "star-maker" would attract highly qualified, high potential individuals to your area.  A very important function of management is to grow future managers to ensure the continued success of their organization and smooth transition of organizational values.

















What does a mentor do?





Identifies career goals


Helps develop a “road map”


Offers feedback on strengths


And needs


Points out opportunities


Encourages and motivates


Provides organizational


Perspective








Mentors help employees identify and prepare for positions that best fit their needs and interests.  Through discussions of career goals and desires, the participant and mentor will develop a "road map" to help the employee reach their career aspirations.  Mentors act as a guide for employees by offering feedback about perceived strengths and development needs, pointing out opportunities for them to develop and demonstrate capabilities, sharing their own experience and providing encouragement and motivation.





	Since mentors will


usually be two or three levels above the employee's grade level, they are in an excellent position to provide a good organizational perspective, yet be close enough in their chain-of-command to give practical advice.











What is the participants' role ?





Make known your desire


to participate


Select mentor(s)


Write an individual development plan


Be an active partner





Participation in CLD is self-initiated.  Therefore, the first task of the employee desiring to participate in CLD is to let the appropriate person know.  Each command will have a specific point of contact (see page iv of this handbook for your command's sp - ecific procedure).  The participant will then select a mentor who will assist the employee in writing an individual development plan.





The most important role of the CLD participant is to be an active partner in the mentor-mentee relationship.  Specifically, you must take the initiative to seek the mentor's advice when needed, take the time to achieve your developmental activities and consider new options which the mentor may offer you in achieving your career goals.





























What type of training/development


activities does CLD offer ?





Competency-based training


Continuous learning


Low-cost, no-cost activities


Creative funding with existing 


Resources





Unlike traditional


check-in-the-box" training that is generic for everyone,


CLD training and development centers on key


competencies or skill areas (see Page 3) identified for each participant based on individual assessments.  Also, unlike traditional training that ends with a certificate of completion, CLD learning activities may continue throughout an employee's career.





							CLD training and


development activities may be varied and nontraditional.  


Instead of accomplishing training solely through formal classroom instruction, diverse and creative opportunities may be available and encouraged.  Examples of development activities for CLD competencies follow in Illustration 2.
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Examples of CLD Development Activities








Change


Management


Act as a role model for others in the organization.  Demonstrate that change activities have priority and, like operating responsibilities, are critical to the organization.


Join a task force or working group assigned to determine change policies and procedures.


Show enthusiasm and take initiative for changes through your commitments and actions.








Customer


Orientation


Know who your customers are and what they want and expect.


Consider rotating through your work unit and taking on the assignments of various employees to understand their jobs and how they interact with their customers.








Flexibility


Analyze how you have adapted to changes in the past year.  Are you flexible and willing to change, or do you tend to continue to do business as usual?


Know yourself and your reactions to last-minute crises; build in extra time up front if you are uncomfortable with last-minute changes. 


 Develop multiple contingency plans so that you are not locked into any sin le course of action.








Innovative


Thinking


Make a list of all of the problems facing you.  Rewrite each problem as an objective.  List several creative ways to reach each objective.  


Make a habit of thinking "outside the box".  Look for novel and nontraditional solutions.








Oral


Communication


Be aware of your body language and nonverbal communications.  Conflicting nonverbal cues can be stronger than your verbal message.  


Observe effective presenters in your organization, in public forums, and on television; analyze the sources of their effectiveness.  


To increase your opportunities for public speaking, volunteer for office in social                organizations.











Problem Solving


Schedule time into your day to work on problems.


Collect or locate references that may help you with future problem solving.


Before reaching a decision, make sure that all involved agree on the blem definition.











Team Building


Make sure that the group members understand the purpose of the team.


Describe two situations in which your team worked well together and two in which they didn't.  Prepare an action plan before the next team endeavor that will build on the positive situations.
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How is CLD training funded?





Competency funded


Incorporate into existing systems


Utilize creative training practices


to minimize cost





All costs associated with CLD within the NAVAIR TEAM are Competency funded.  CLD is not a new "program" to be implemented as a separate system -- it is to be incorporated into existing TEAM and Competency programs and policies.





Organizations are encouraged to use innovative low or no-cost ways to provide training and development activities for their CLD participants, such as those shown in Illustration 2 (previous page).  Creative training practices that maximize current available resources help to minimize cost and ensure more participants are able to obtain needed development activities.





























How do I enroll as a CLD participant?





Contact your designated administrator


Obtain a mentor


Plan training/development


Activities


Dedicate time and energy





Each Competency will have a designated CLD Administrator who is the point of contact for CLD enrollment. (See page iv of this handbook).  Your CLD Administrator will provide the proper orientation to get you started in CLD.  Since CLD is self-initiated and self-driven, your success depends on your own commitment and effort.















































How do I volunteer to be a mentor?





Contact designated administrator


Obtain participant


Plan training/development activities


Dedicate time and energy





Your Competency CLD Administrator is the point of contact for volunteering to be a mentor.  The CLD Administrator will provide you the proper orientation for becoming a CLD mentor and will ask you to attend a mentor training seminar.





When you are matched to a participant, you will assist with planning their training and development activities and provide feedback, support, and career guidance.  While helping your participant to grow personally and professionally, you may find your own work satisfaction enriched as well.

















