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     UNITED STATES

DEPARTMENT of the NAVY




   International Affairs

 Certification/Acquisition Intern Program


 Implementation Procedures 

Reference (a) Memorandum from LTG Tome H. Walters, Jr. USAF, Director, DSCA

          To:  Deputy Assistant Secretary of the Army, Defense Exports & Cooperation

                     Director, Navy International Programs Office

      Deputy Under Secretary of the Air Force (International Affairs)

      Subject: International Affairs Internship, 23 September 2002

Reference (b) Department of Defense International Affairs Certification and Career Development Guidelines, 7 December 2001

Reference (c) United States Department of the Navy and United States Coast Guard International Affairs Certification and Career Development Implementation Plan, 11 June 2002

1.0 INTRODUCTION

Reference (a) established a requirement for the creation of an Internship program for the DoD civilian International Affairs (IA) workforce. This document describes the United States Department of the Navy (DoN) International Affairs Intern Program implementation procedures as required by reference (a). The Navy International Programs Office (NAVIPO) has overall responsibility for this program. The Point of Contact (POC) is Mr. John P. Hoefling, NAVIPO Training Policy Manager, and DoN/IA Internship Program Executive Director,

 (202)-764-2494, e-mail; john.hoefling@navy.mil. 

2.0 BACKROUND and OVERVIEW
In January 2001, the Director of the Defense Security Cooperation Agency (DSCA) identified international affairs training and career development as one of four reinvention initiatives. The Training and Career Development Integrated Product Team (IPT) was created and chartered to guide the development of security cooperation training programs for civilian personnel in the IA workforce in the Military Departments (MILDEPs) and applicable Defense Agencies (DAs). The work of the IPT resulted in reference (b), which was approved in December 2001. Reference (b) recommended the creation of an Intern Program to encourage career minded college graduates to become members of the DoD International Affairs workforce.

The intern program is designed to develop a cadre of professional civilian employees with the necessary mix of business and international affairs knowledge, skills, and abilities to perform the duties required of their respective positions and to provide the future generation leadership of the DoD International Affairs workforce.

The plan is that each MILDEP will recruit three interns per year, beginning in 2003. Intern positions will be for a three-year duration and feature specialized training and rotational assignments in functional areas as well as various DoN component commands. An additional three interns will be added in each of FY 2004 and FY 2005 bringing the total to nine interns. As the 2003 intern class graduates, three new interns will be added in 2006 and each following year. 

The DoN is implementing this program in cooperation and with the support of the Naval Center for Acquisition Workforce Professional Development (NCAWPD), which has been operating a very successful internship program for the Navy Defense Acquisition Career Management (DACM) office for the past ten years. NCAWPD has the necessary infrastructure and process in place to ensure the success of this program.

3.0 PROGRAM MANAGEMENT

The DoN Senior Executive for this program is the Deputy Director NAVIPO, who is also chairman of the DoN International Affairs Career Development and Certification Program Executive Functional Council. The designated POC is the Executive Director of the Council and the single point of contact for this program. 

DoN components are requested to submit their request for interns by the first day of April of each year along with any specific or unique requirements. The Deputy Director of Navy IPO, will decide the intern assignment selections. 

DoN components designated to receive an intern are required to provide written confirmation that a permanent billet following the 3-year intern assignment will be available.

NCAWP will conduct annual college visits and interviews each year and recruit intern candidates based on criteria established by the DoN Executive Director, which are based on inputs from the selected component organizations. Components receiving interns will participate in the interview and selection process.
4.0 CAREER PLANNING and DEVELOPMENT

Each intern’s experience, education, and training will be guided by the overall requirements established by the Department of Navy Acquisition Intern Program and the Level I and Level II International Affairs workforce certification described in reference (c). All interns are expected to graduate with an Acquisition Workforce Level II (Logistics Career Field) Certification and an International Affairs Workforce Level II Certification. 

Within forty-five days of hiring, the intern and his/her host command supervisor, who is the individual to whom the intern reports at the host command where the position is located, are required to generate and submit an Individual Development Plan (IDP) to the NCAWPD Program Manager and the Navy IPO/POC. A template outlining the requirements for both Acquisition certification and IA certification will be provided. Subsequently, IDPs will be reviewed at least annually and updated as required. The NCAWPD Program Manager will approve all IDPs.

All interns are evaluated periodically to determine progress using forms and procedures established by the NCAWPD.

5.0 SPONSORS and MENTORING

All interns are hired by the NCAWPD recruiting staff and become NCAWPD employees during their entire three-year internship irrespective of the intern’s host command. Each intern is assigned to a NCAWPD Career Manager. The Career Manager serves as the intern’s advocate and approving authority while in the program. 

The NCAWPD team professional staff is responsible for insuring the quality, timeliness, and implementation of the intern’s program by;

· Setting intern grade and pay

· Reviewing and approving intern’s IDP

· Reviewing progress reports and performance appraisals 

· Performing administrative functions (travel, tuition, security clearances, etc)

· Interfacing with the host command’s supervisor on intern’s career progress.

· Assisting intern’s supervisor with any performance related issues.

The host command supervisor is the host command’s primary point of contact . The host command supervisor is responsible for;

· Insuring initial orientation

· Providing office space, clearances, computer, office supplies

· Counseling intern on education and development

· Generating the IDP and monitoring progress

· Conducting appraisals and assessing progress 

· Exercising any disciplinary actions required with NCAWPD approval.

· Ensuring certification level eligibility
· Resolving graduation placement issues

· Participating in recruiting effort, job fairs, interviewing candidates

· Providing intern mentoring
· Interfacing with NCAWP team professional staff on intern career progress
· Contacting NCAWP team professional staff to obtain guidance in any performance related issues.
6.0 ROTATIONAL ASSIGNMENTS

A rotational assignment is a non-permanent planned assignment designed to provide interns with a variety of experiences in Security Cooperation functional areas such as foreign military sales, export control, armaments cooperation, and international finance, and in different offices such as headquarters, field activities, joint agencies, and DSCA. 

Typically DoN interns can expect two rotational assignments not to exceed 90 days each at various component commands such as:

· Navy International Programs Office (NAVIPO)

· Naval Sea Systems Command (NAVSEA)

· Naval Air Systems Command (NAVAIR)

· Naval Supply Systems Command (NAVSUP)/Naval Inventory Control Point (NAVICP)

· Space and Warfare Systems Command (SPAWAR)

· Naval Air Logistics Command (NALC)

· Naval Education and Training Security Assistance Field Activity (NETSAFA)

· United States Marine Corps Headquarters (USMC)

· United States Coast Guard Headquarters (USCG)

· Defense Security Cooperation Agency (DSCA)

7.0 INTERNATIONAL AFFAIRS INTERNSHIP PROGRAM RELATIONSHIP with NAVY ACQUISITION INTERN PROGRAM

NAVIPO has made arrangements to execute this program in cooperation with the Navy’s Acquisition Internship Program (AIP). The AIP has been operating successfully since 1992 and currently has about 900 interns in various acquisition career fields enrolled in the program. The Navy DACM is responsible for the program and is operated by the NCAWPD located in Mechanicsburg, PA. The NCAWPD Director and staff maintain contact with colleges and universities, conduct the recruiting, hire, manage, and report on the AIP. 

The DoN IA Internship Program Executive Director will maintain regular communication with the NCAWPD Director and staff who will provide regular reports on the program and intern status. The Executive Director will also provide new intern requirements along with any special criteria to NCAWPD by 1 May of each year. 

8.0 TRACKING and REPORTING

The Deputy Director, NAVIPO will provide DSCA with a semi-annual progress report relating information on the status of the DoN internship program, interns performance, and additional information to permit periodic evaluation of program success. Recommendations for improvements or other changes will also be provided. The Executive Director will prepare the report and use information provided by NCAWPD. 

9.0  DoN/USCG COMPONENT ADMINISTRATORS and POINTS of CONTACT

DoN/USCG Administrators and POCs for this program will be the designated representative of the following organizations:

· Navy IPO 

Training Policy Manager

· NAVSEA

PMS 380

· NAVAIR

Program Administrator, International Affairs

· SPAWAR

SPAWAR 054

· NAVSUP/NAVICP
NAVICP OF

· NALC


CO NALC

· NETSAFA

CO NETSAFA

· MARCOR

USMC HQ PLU

· TECOM

CSWC

· USCG


HQ G-CI
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