April 16, 2004
MEMORANDUM FOR DISTRIBUTION

FROM:

CYNTHIA G. YEE

DIRECTOR

ACQUISITION CAREER DEVELOPMENT PROGRAM

SUBJECT:

ANNOUNCEMENT FOR SUMMER 2004 TOP XX PROGRAM
The Acquisition Career Development Program Office is announcing the availability of application packages for the Summer 2004 class of the “Top XX” Program.  This program is designed to provide selected Department of Energy (DOE ) employees with leadership education and experiences in preparation for future leadership positions.  Competition is open to GS-14s and GS-15s who are assigned to DOE contracting offices, including employees of the Office of Procurement and Assistance Management (OPAM), Washington, DC.  The specific entrance requirements and summary of the program are contained in Attachment (1).  The rotational assignment with industry under this program may fulfill the requirement for developmental assignments under the DOE Senior Executive Service Development Program (SES Program), if the candidate applies for and is accepted into the SES Program.  The final determination of whether the rotational assignment with industry will fulfill the requirement, will be made by the DOE Executive Resources Board through the SES Program Manager. 

In a continuing effort to improve the value of this program, all applicants to this program will receive one-on-one career counseling from the Deputy Director, OPAM.  This counseling will be available to all applicants whether accepted into the program or not.

Interested employees are to request an application package by completing the Request for Application Form, Attachment (2), and submitting it electronically to Cynthia.yee@hq.doe.gov, or by mailing it to:

Cynthia Yee, Director

Acquisition Career Development Program, ME-652

US Department of Energy

1000 Independence Avenue, SW

Washington, DC 20585
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Requests may also be faxed to facsimile number 202-586-3175.  Telephone requests WILL NOT be accepted.  Requests for application packages must be received by May 7, 2004.  Requests received after that date may not be honored, unless late receipt is due to administrative error.  All requests for application packages will be acknowledged by May 10, 2004.  All application packages will be issued to all requestors by May 10, 2004.  Applications are due June 11, 2004.
Applicants accepted into the program will be placed in their rotational assignments with industry by January 2005.  The developmental assignment as Acting Procurement Executive will occur after completion of the assignment with industry.  

Up to 5 applicants will be accepted into the Summer 2004 class.  Applications will be reviewed against the evaluation criteria, Attachment (3), by a panel of senior managers.  Following the review, the panel will forward a recommendation to the selecting official.  Interviews may be conducted prior to selection.

A list of companies who have agreed to sponsor DOE candidates is provided as Attachment (4).  Please note that additional corporate sponsors that may be in your commuting area or region may agree to sponsor candidates by the time rotational assignments are scheduled to begin.  In the event you are selected for the Top XX Program, and a sponsor in your area is identified, you may be offered an opportunity to interview with them.  However, there are no guarantees that a company in your commuting area will be identified.  If there is a company in your area that may be interested in sponsoring a candidate, please provide me with the company name and address, and point of contact, if available, and we will attempt to open a dialogue with the company.
In making selections under this program, the Department seeks a balanced representation of personnel.  FY 2004 funds are available to cover the cost of tuition for the Leadership Development Program, with associated travel.  For those sites for which a corporate sponsor has not been identified, efforts continue to locate a corporate sponsor within commuting distance of the site, thereby eliminating the need for funding for travel.

Employees are cautioned that acceptance into and completion of this program does not guarantee promotion.  Conversely, employees who do not participate are still eligible for promotion.  This program represents one of many other career enhancement and development opportunities.  We anticipate the release of another solicitation for the Winter 2004 class in November of 2004.

Questions concerning the program are to be sent to cynthia.yee@hq.doe.gov.  Telephone inquiries WILL NOT be answered.
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Attachments

(1)  Top XX Program Summary

(2)  Request for Application

(3)  Evaluation Criteria, Top XX Program

(4)  List of Participating Companies
cc:

Training Office

Personnel Office

Top XX Program Summary
1)    Entrance Requirements
In order to be eligible for the Top XX Program, candidates must:

a.  Be a full-time DOE employee;

b.
Be certified to the appropriate level in their career field.  GS-1102s must have a Level III certificate under the Acquisition Career Development Program for  Contracting at the time of selection;  property managers must be certified to Level III under the property management certification program or a third party entity; and employees assigned to contractor human resources must be certified in their field;

c.
Be a GS-14 or GS-15;

d.
Have demonstrated experience in one of the following areas:

1)  Policy analysis and formulation

2)
Leading a multi-discipline team across DOE/Governmental areas; or

3)
Strategic application of management principles;


e.
Have a bachelors degree in business or a bachelors in any field with 24 semester credit hours of business; or for 1102s, have a waiver from the Procurement Executive, and

f.
Have a satisfactory or better record of performance, which will be confirmed by reference checks.

2)
Top XX Program Curriculum
The Top XX program consists of the following elements:

a.
Attendance at the Leadership Development Program of the Center for Creative Leadership or a network associate.

b. A rotational assignment to private industry for a period of up to 12 months; and

c. A series of developmental assignments in Senior positions, including a 60-day assignment as the Acting Procurement Executive, in Washington DC.  Other developmental assignments may be undertaken at the field level.
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As a condition of acceptance into the DOE Top XX Program, candidates must agree to commit to a period of Temporary Duty Assignment of up to 12 months to fulfill the rotational assignment with industry and a period of Temporary Duty Assignment of up to 60-days to fulfill the developmental assignment.  In some cases, the rotational assignment with industry will require an extended Temporary Duty Assignment to an area outside the candidate’s commuting area.  Candidates will therefore be required to sign a mobility agreement, whereby they agree to undertake Temporary Duty Assignments outside of their commuting area.  As a further condition of acceptance into the DOE Top XX Program, candidates must sign a continuous service agreement, in which they agree to remain with the Federal government for a period of 3 years following completion of the program.

3)
Application Package
The complete application package will include 2 copies of each of the following:

a.
A copy of the applicant's Certificate, or other evidence that the applicant has completed the requirements for certification

b.
Applicant's resume

c.
A signed Mobility Agreement

d.
A signed Continuous Service Agreement

e.
A written narrative, not to exceed 3 pages, discussing where the applicant hopes to be, professionally, in the next 5 to 7 years, the applicant’s method for achieving that goal, and why the applicant should be in the program.

f.
A certification from the applicant's Procurement Director, at the field level, or the Office Director, at the Headquarters level, that the applicant meets the criteria of the program, that the program will benefit both the individual and DOE, and that the Procurement/Office Director endorses the applicant's participation in the program and commits to support the program requirements.

Application packages are also to be submitted electronically to Cynthia.yee@hq.doe.gov.

The format for the resume and forms for the Mobility Agreement and Continuous Service Agreement are provided in the Top XX Program Module, which will be included in the Application Package.  RESUMES MUST BE SUBMITTED IN THE FORMAT PROVIDED.

Attachment  (1)

REQUEST FOR APPLICATION
ACQUISITION CAREER DEVELOPMENT PROGRAM

PHASE II

TOP XX PROGRAM
Name: _____________________________________________________________________

           Ms./Mrs./Mr./Dr.
First Name
Middle Initial
Last Name
Suffix: Jr., Sr.

Alpha-Numeric Designator: _________________________________

                   DO NOT FILL IN - to be assigned by ACD Program Office

Job title: ___________________________

Pay plan: _________
Occupational series: __________
Grade: _________

(GS, WG, etc.)

Organizational mailing address: ________________________________________________

   ________________________________________________

   __________________________________________________

Work phone: ____________________

Work fax number: __________________

Work email address: __________________________________________________________

Certification level held:  ____________ Certifying Entity: ____________________________

Highest degree awarded: __Associate __Baccalaureate __Law Degree __Masters __Doctorate 

Major field of study: undergraduate: _________________ graduate: ________________

Name of degree granting institution: Undergraduate:  ________________________

          Graduate: _____________________________

If degree is not in business, please list on a separate page business courses taken.

_____________________________

____________

Signature




Date

Attachment (2)

EVALUATION CRITERIA

Top XX Program
Acquisition Career Development Program

Phase II

Applicants must submit a resume, not to exceed 3 pages, IN THE FORMAT PROVIDED in the Top XX Program Module.  The resume will be evaluated against the following criteria.

1.
Team Leader Experience (does the applicant have experience leading a team of 2 or more people).

2.
Experience on Complex Projects (does the applicant have in-depth experience in projects of significant complexity, significance or visibility).

3.
Ability to Communicate Clearly (have the experiences indicated an ability to communicate across functional areas and hierarchical boundaries to accomplish a goal).

Applicants must submit a written narrative, not to exceed 3 pages, discussing where the applicant hopes to be, professionally, in the next 5 to 7 years, the applicant’s method for achieving that goal, and why the applicant should be in this program.  The narratives will be evaluated against the following criteria.

1.
Organizational commitment (professional goals in the next 5 to 7 years and steps taken/to be taken to achieve those goals).

2.
Results Driven (accomplishments, either professional or personal, and obstacles 
overcome to achieve the goal).

3.
Leadership (takes lead in innovation, initiative, issues resolution, advocacy of program, and outreach to develop supporting network).

Attachment (3)

PARTICIPATING COMPANIES

Acquisition Career Development Program, Phase II

   Company


   


     Location
American Pacific




Las Vegas, Nevada

The Boeing Company




Seattle, Washington







Mesa, Arizona
Cisco Systems, Inc.




San Jose, California

Clorox





Oakland, California

Computer Sciences Corporation


Falls Church, Virginia

Deere & Company




Moline, Illinois







Augusta, Georgia







Knoxville, Tennessee







Research Triangle, North Carolina

DynMcDermott Petroleum Operations Company
New Orleans, Louisiana
Giant Foods





Landover, Maryland

Harley-Davidson




Kansas City, Missouri

Honeywell Federal Manufacturing & Technologies
Kansas City, Missouri
IBM Consulting




Fairfax, Virginia
Pratt & Whitney




West Palm Beach, Florida

Procter & Gamble




Cincinnati, Ohio

Southern Company (Georgia Power)


Atlanta, Georgia

Sears Logistics Group




Hoffman Estates, Illinois

Starbucks





Seattle, Washington

United Technologies Corporation


East Hartford, Connecticut

Washington Group International, Inc.


Denver, Colorado

Westinghouse





Aiken, South Carolina

Attachment (4) 

