Template Number: 02A

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“MILITARY OPERATIONS”

Function Code:  M410
Function:  Expeditionary Force Operations.  This includes operating forces designed primarily for operations outside the U.S.  This includes strike, air control, sea control, ground combat, and mobility forces.

Applicable Manpower Type:

	 
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	Various
	Various
	N/A

	Primary NOBC/ NEC
	Various
	Various
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  Various

Appropriate Manpower Mix Criteria Code:  “A” – Military Operations
Action Office: CNO N124 responsible for code all military operations using the Military OPS/Support Elements UIC data.   Basic concept is all billets associated with the Military OPS UICs including Selected Reserves and TARs (Manpower Resource Code (MRC) of “RA” and “RT”) will be coded “M410” for function and “A” for manpower mix criteria.

Application:  Mandatory _X_          Exception w/justification ___          Guide _  _

POC:   
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 02B

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“MILITARY SUPPORT ELEMENTS”

Function Code:  M410
Function:  Expeditionary Force Operations.  This includes combat support or combat service support functions in the operating forces designed primarily for operations outside the U.S.  This includes support of strike, air control, sea control, ground combat, and mobility forces.

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	Various
	Various
	N/A

	Primary NOBC/ NEC
	Various
	Various
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code): See below.

Appropriate Manpower Mix Criteria Code:  “B” – Military Support Elements in Operating Forces.
Action Office:  CNO N124 responsible for code all military support elements using Military OPS/Support Elements UIC data.   Basic concept is all billets associated with the Support Element UICs including Selected Reserves and TARs (Manpower Resource Code (MRC) of “RA” and “RT”) will be coded “M410” for function and “B” for manpower mix criteria. 

Application:  Mandatory _X_          Exception w/justification ___          Guide _  _

POC:    Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


 Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 02C

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“CIVILIAN SUPPORT ELEMENTS”

Function Code:  M410
Function:  Expeditionary Force Operations.  This includes civilians performing combat support of strike, air control, sea control, ground combat, and mobility forces functions in the operating forces designed primarily for operations outside the U.S and are either forward deployed with military troops or remain in place in overseas locations subsequent to an evacuation of noncombatants.  

 Applicable Manpower Type:

	 
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	N/A
	N/A

	Primary NOBC/ NEC
	N/A
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code): See below.

Appropriate Manpower Mix Criteria Code:  “C” – Civilian Support Elements in Operating Forces.
Action Office:  CNO N124 responsible for coding all civilian support elements using Military OPS/Support Elements UIC data.  Basic concept is all civilian billets associated with the Support Element UICs will be coded “M410” for function and “C” for manpower mix criteria.  Primarily this applies to the coding of civilian mariners (CIVMAR) billets.

Application:  Mandatory _X_          Exceptions w/justification ___          Guide _ _

POC:   Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 02E

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“RECRUITERS”

Function Code:  B820
Function: Military Recruiting and Examining Operations.  This function includes operations typically performed by field recruiting centers and examining activities.  This includes recruiting efforts for all active and reserve military and advertising for the procurement or retention of military personnel.  It also includes administering physical, mental, and vocational aptitude examinations and performing evaluations of administrative, medical, mental, and moral suitability for military service.   

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	N/A
	N/A

	Primary NOBC/ NEC
	3020, 3035
	2186, 2612
	N/A

	Secondary NOBC/ NEC 
	N/A
	9585, 9586, 9587, 9588
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  5465, 5486, 5487, and 5488

Appropriate Manpower Mix Criteria Code:  “G” - Exemptions for Esprit de Corps and Military Support.

Application:  Mandatory ___          Exceptions w/justification _X_          Guide _   _

Note:  Includes Manpower Resource Code (MRC) of “RR”.
POC:    Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


 Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 02F

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“AIR TRAFFIC CONTROLLERS”

Function Code:  T826*
Function:  Air Traffic Control.  This function includes air traffic control operations at installations, bases and other DoD facilities.  

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	AC
	2152, 2154

	Primary NOBC/ NEC
	8644, 8647
	6901, 6902, 6903, 6904
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  1452 and various

Appropriate Manpower Mix Criteria Code:  “E” – Civilian Authority, Direction, & Control.

Application:  Mandatory  X          Exceptions w/justification ___          Guide ___
*Air traffic control in military operations is coded using the applicable “Mxxx” function code. This template does not cover manpower not performing air traffic control functions that are characterized by the above table.

POC:   
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 02G

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“MUSICIANS”

Function Code:  G220*
Function:  Military Bands.  This function includes operations necessary for the organization, planning, and provisioning of military bands and for performances at military functions and special events.  

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	6430
	MU
	1051

	Primary NOBC/ NEC
	3520
	“38xx”
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  1810 – Navy Band

Appropriate Manpower Mix Criteria Code:  “G” - Exemptions for Esprit de Corps and Military Support.  

* Function code U300 “Specialized Skill Training” is appropriate for those musicians assigned to the Armed Forces School of Music (Activity type: 7606) as instructors.  

Application:  Mandatory ____          Exceptions w/justification _X__          Guide _ __

POC:
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Note: This template does not cover manpower not performing military band functions that are characterized by the above table.

Template Number: 02H

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“CIVILIAN CO-OP PROGRAM”

Function Code:  Various

The Student Career Experience Program (SCEP) leads to eligibility for permanent employment after successful completion of education and work requirements.

The student trainee series in each Occupational Group includes all trainee positions that involve periods of pertinent formal education and periods of employment in a Federal agency.  The education and employment must be part of a formal student employment program.  The level of education and experience completed by the student is a major consideration in establishing the level of on-the-job training and work assignments during periods of employment.  This series definition applies to the XX99 student trainee series for each Occupational Group.  Student trainee positions should be classified to the XX99 series for the appropriate Occupational Group (GS-0099, GS-0199, GS‑1599, etc.).

Students are appointed in the excepted service under Schedule B 213.3202(b).

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	N/A
	“xx99”

	Primary NOBC/ NEC
	N/A
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code): N/A.

Appropriate Manpower Mix Criteria Code:  “K” – Civilian & Military Career Progression 

Application:  Mandatory __           Exceptions w/justification _X_          Guide ___               

Note:  The Student Temporary Employment Program (STEP) should be manpower mix criteria coded “Z”.  This program includes Stay-in-School and Summer Aid programs.  These students are appointed in the excepted service under Schedule B 213.3202(a).
POC:   
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 02I

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“MILITARY SEA/SHORE ROTATION”

“E-4 and Below”

Function Code:  Various

OPNAVINST 1000.16J provides the guidance for implementation of the CNO goal to provide an equitable sea/shore rotation pattern for all career enlisted personnel (E-5 through E-9) based on manpower authorization and the availability of personnel.

Since E-4s and below are not covered under the above sea shore guidance those billets that are not properly coded A through I and are not otherwise restricted should be coded “R” – subject to review.  

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	Various
	N/A

	Primary NOBC/ NEC
	N/A
	Various
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  Various

Appropriate Manpower Mix Criteria Code:  “R” – Subject to Review
Application:  Mandatory _X__         Exceptions w/justification ___          Guide _  _

Note:  AT/FP manpower and HM rating are excluded.  

 POC:   Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


 Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 03A

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“SELRES in INFRASTRUCTURE”

Function Code:  N/A

Function:  Various.  This template applies to all selected reserves (SELRES) that back-fill and/ or augment active duty positions in the shore infrastructure.   This template does not cover those SELRES who mobilize to combat force/ combat support units engaged in expeditionary force operations and support.

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	Various
	Various
	N/A

	Primary NOBC/ NEC
	Various
	Various
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


 Applicable Activity Type (first four digit of 10 digit activity code): See below.

Applicable Manpower Resource Codes (MRC):  Selected Reserve - “RA”

Appropriate Manpower Mix Criteria Code:  “I” – Military Augmentation of the Infrastructure During War.
Action Office:  CNO N124 responsible for manpower mix criteria coding military SELRES in the infrastructure.  Claimants responsible for function coding of these positions.

Application:  Mandatory _X_          Exceptions w/justification ___          Guide _   _

POC:   
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 03B

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“265 RPN SELRES OFFICERS”

Function Code:  Various

Function:  Various.  This template applies to all 265 RPN’s in the shore infrastructure/ management headquarters covered by provisions of Title 10, U.S. Code, Section 10211.
Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	Various
	Various
	N/A

	Primary NOBC/ NEC
	Various
	Various
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code): See below.

Applicable Manpower Resource Codes (MRC):  Selected Reserve - “RP”

Appropriate Manpower Mix Criteria Code:  “L” – Restricted by Law, Executive Order, Treaty or International Agreement. 
Action Office:  CNO N124 responsible for manpower mix criteria coding.  Claimants responsible for function coding of these positions.

Application:  Mandatory ___          Exceptions w/justification _X_          Guide _   _

POC:   
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 03C

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“CIVILIAN CAREER PROGRESSION”

Function Code:  N/A

While Navy does not manage a formal program for civilian career progression it has recently established within N1 the Civilian Community Management (CMM) Division.  In part the CMM Division is charged with identifying intern and other workforce development requirements and tracking career paths.  

The Claimants may code a limited number of civilian authorizations as “K” (Civilian and Military Career Progression) in order to provide developmental positions (career paths) for critical technical or leadership skills because the pool of civilian manpower coded A through J does not provide adequate career progression opportunities.  This manpower is needed to provide the kind of assignments necessary to produce competent leaders, managers, and support staff necessary to advise and assist government officials with the management, oversight, control and accountability of government activities, and must be part of a formally approved developmental program that provides career progression into civilian positions that require technical or leadership skills that cannot be taught or directly acquired from the private sector.  Manpower authorities shall coordinate with civilian personnel authorities to verify the validity of these requirements and ensure they are determined using a formally approved process.  

Applicable Manpower Type: 

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	N/A
	Various

	Primary NOBC/ NEC
	N/A
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  Various

Appropriate Manpower Mix Criteria Code:  “K” – Civilian & Military Career Progression.
Application:  Mandatory ___          Exceptions w/justification ___          Guide _X_
POC:   
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 04A

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“CLERICAL”

Civilian Only

Function Code:  Various

The U.S. Office of Personnel Management (OPM) has reduced the multiple white-collar occupations into five major occupational categories (i.e., Professional, Administrative, Technical, Clerical, Other, and Blue Collar - referred to collectively as the PATCOB Categories).   The definitions of these categories are based on the subject matter of work, the level of difficulty or responsibility involved, and the educational requirements of each occupation.  

Clerical occupations are those (as defined in the OPM Operating Manual - The Guide to Personnel Data Standards,) “that involve structured work in support of office, business, or fiscal operations; performed in accordance with established policies, or techniques; and requiring training, experience, or working knowledge related to the tasks to be performed.”  

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	N/A
	Attached Table

	Primary NOBC/ NEC
	N/A
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code): N/A

Appropriate Manpower Mix Criteria Code:  R. 
Application:  Mandatory ___          Exceptions w/justification ___          Guide _X_

POC:   
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

	OCC Series
	Name
	GS Paygrade or Equivalent

	0072
	Fingerprint Identification
	GS-1 to GS-6

	0086
	Security Clerical and Assistance
	All GS's

	0134
	Intelligence Aid and Clerk
	All GS's

	0203
	Human Resources Assistance
	GS-1 to GS-5

	0204
	Military Personnel Clerical and Technician
	GS-1 to GS-6

	0302
	Messenger
	All GS's

	0303
	Miscellaneous Clerk and Assistant
	GS-1 to GS-5

	0304
	Information Receptionist
	All GS's

	0305
	Mail and File
	All GS's

	0309
	Correspondence Clerk
	All GS's

	0312
	Clerk-Stenographer and Reporter
	All GS's

	0313
	Work Unit Supervising
	All GS's

	0318
	Secretary
	All GS's

	0319
	Closed Microphone Reporter
	All GS's

	0322
	Clerk-Typist
	All GS's

	0326
	Office Automation Clerical and Assistance
	GS-1 to GS-4

	0335
	Computer Clerk and Assistant
	GS-1 to GS-4

	0344
	Management and Program Clerical and Assistance
	GS-1 to GS-5

	0350
	Equipment Operator
	All GS's

	0351
	Printing Clerical
	All GS's

	0356
	Data Transcriber
	All GS's

	0357
	Coding
	All GS's

	0382
	Telephone Operating
	All GS's

	0394
	Communications Clerical
	All GS's

	0503
	Financial Clerical and Assistance
	GS-1 to GS-5

	0525
	Accounting Technician
	GS-1 to GS-3

	0530
	Cash Processing
	All GS's

	0540
	Voucher Examining
	All GS's

	0544
	Civilian Pay
	GS-1 to GS-4

	0545
	Military Pay
	GS-1 to GS-4

	0561
	Budget Clerical and Assistance
	GS-1 to GS-5

	0592
	Tax Examining
	GS-1 to GS-5

	0679
	Medical Support Assistance
	All GS's

	0986
	Legal Assistance
	GS-1 to GS-6

	0998
	Claims Assistance and Examining
	GS-1 to GS-4

	1001
	General Arts and Information
	GS-1 to GS-6

	1021
	Office Drafting
	All GS's

	1046
	Language Clerical
	All GS's

	1087
	Editorial Assistance
	GS-1 to GS-5

	1101
	General Business and Industry
	GS-1 to GS-5

	1106
	Procurement Clerical and Technician
	GS-1 to GS-5

	1107
	Property Disposal Clerical and Technician
	GS-1 to GS-5


	OCC Series
	Name
	GS Paygrade or Equivalent

	1421
	Archives Technician
	GS-1 to GS-6

	1531
	Statistical Assistant
	GS-1 to GS-6

	1802
	Compliance Inspection and Support
	GS-1 to GS-5

	1897
	Customs Aid
	GS-1 to GS-6

	2001
	General Supply
	GS-1 to GS-6

	2005
	Supply Clerical and Technician
	GS-1 to GS-4

	2091
	Sales Store Clerical
	All GS's

	2102
	Transportation Clerk and Assistant
	GS-1 to GS-4

	2131
	Freight Rate
	GS-1 to GS-6

	2151
	Dispatching
	All GS's


Template Number: 04B

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“CONTRACTING, PURCHASING, PROCUREMENT”

Function Codes:  F310, F320; F320E; F399. 

Function:  The functional areas include authorizations in the 1100 Occupational Job Series with typical position titles of:  Contract Specialist/Negotiator, Procurement Analyst, or Purchasing Agent.  The Occupational Job Series include 1102 “Contracting”, 1104 “Property Disposal”, 1105 “Purchasing”, and 1106 “Procurement Clerical and Technician”.  The Management Headquarters (F310) function includes policy, guidance, and directing the acquisition process.  The Contract Administration (F320) function includes procurement of systems, supplies, services, and construction as well as all phases of solicitation development, award, implementation, and post award administration of contracts.  The Contracting Officer Representative (F320E) function includes contract oversight, technical clarification and monitoring of performance.  The Other Procurement and Contracting Activities (F399) includes procurement and contracting activities not covered by above function codes.  

Applicable Manpower Type:
	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	3100
	N/A
	1102, 1104 1105,1106

	Primary NOBC/ NEC
	1476, 1480, 1485
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  Various

Appropriate Manpower Mix Criteria Code:  Civilian Occupational Job Series 1102, 1104, and 1105 are coded “Code E - Civilian Authority, Direction, and Control of the DoD”.  Occupational Job Series 1106 are coded “Code R- Subject to Review for Competition Under A-76.”  Federal Acquisition Regulation (FAR 7.503 (c)(11,12)) identifies examples of functions considered and not considered to be inherently governmental (IG).   IG examples include awarding, administering, and terminating contracts.  The IG examples also include the determination of what Government property is to be disposed of and on what terms.  Functions not considered IG include providing assistance in contract management.    
Application:  Mandatory ___          Exceptions w/justification _X_          Guide ___
POC:
Ms. Suzanne Gonzales, CNO (N124B), telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

Template Number: 04C

September 2004

 IG/CA INVENTORY CODING TEMPLATE
“FINANCE, ACCOUNTING, BUDGET ”

Function Code:  C110, C400, C700, C999, and C999E.
Function:  The functional area includes personnel in the 0500 Occupational Job Series with typical position titles of Accountant, Financial Program Analyst, and Budget Analyst.  The Occupational Job Series include 0501 “Financial Administration and Program”, 0503 “Financial Clerical and Assistance”, 0510 “Accounting”, 0525 “Accounting Technician”, 0560 “Budget Analysis”, and 0561 “Budget Clerical and Assistance”.  Financial Management (C110) includes planning, programming, and budgeting, and allocating resources.  Budget Support (C400) includes budget formulation, justification, Budget Estimates Submission (BES), Program Budget Decisions (PBD), and Defense Budget.  It also includes budget execution, distribution, certification, and reporting the status of funds.  Finance / Accounting Services (C700) includes those accounting processes that record, classify, analyze, and report information on the financial condition and operating position of an activity.  Comptroller Function (C999E) function includes field level comptroller and financial operations, including budget formulation and execution.  The Other Financial Management (C999) includes financial management activities not addressed by above function codes. 

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	3100
	N/A
	0501, 0503, 0510, 0525, 0560, 0561

	Primary NOBC/ NEC
	1005, 1015, 1025
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  Various

Appropriate Manpower Mix Criteria Code:  Military Comptrollers are coded “E - Civilian Authority Direction and Control”.  Civilian Occupational Job Series 0501, 0510, 560 are coded “Code E - Civilian Authority, Direction, and Control of the DoD”.  Occupational Job Series 0503, 0525, and 0561 are coded “Code R- Subject to Review for Competition Under A-76.”  Federal Acquisition Regulation (FAR 7.503 (c)(16)) identifies examples of IG functions including the determination of budget, policy, guidance, and strategy.  Functions not considered IG include services that involve or relate to budget preparation.

Application:  Mandatory ___          Exceptions w/justification _X__          Guide ___

POC:
Ms. Suzanne Gonzales, CNO (N124B), telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO (N124E), telephone 703-695-3554, DSN 225-3554

Template Number: 04D

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“HUMAN RESOURCES MANAGEMENT SERIES”

Function Code:  B710
Function:  Human Resources Specialist (Management Headquarters).  This function includes the oversight, direction and control of civilian personnel programs and/or subordinate civilian personnel offices (e.g., customer support units and service centers). Management headquarters civilian personnel operations typically include development, issuance and defense of civilian personnel policies; and providing policy guidance; reviewing and evaluating program performance; and, conducting mid- and long-range planning.

Applicable Manpower Type:

	 
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	N/A
	0201

	Primary NOBC/ NEC
	N/A
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  5744 –Human Resources Specialist

Appropriate Manpower Mix Criteria Code:  “E”-Civilian Authority, Direction, and Control of the DoD” generally for headquarters 0201 positions at grade GS14 (or equivalent) or lower graded program manager positions.  Other positions are usually coded “R”- subject to review.
Application:  Mandatory ___          Exceptions w/justification _X__          Guide _ _

Exception:  None.

POC:
Ms. Suzanne Gonzales, CNO (N124B), telephone 703-695-0011, DSN 225-0011  

            Mr. Dale Sigman, CNO (N124E), telephone 703-695-3554, DSN 225-3554

Template Number: 04E

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“HUMAN RESOURCES MANAGEMENT SERIES”

Function Code:  B720

Function: Civilian Personnel Operations - Human Resources Specialist (Operations). This function includes operations typically performed by civilian personnel and/or human resources offices, field operating agencies, or service centers.  Civilian personnel operations typically include recruitment (to include advertising); staffing; and employee relations advisory services; qualification determinations; classification of positions; benefits, compensation, and retirement counseling and processing; employee development; processing of personnel actions to include awards; labor relations; and, administration of the performance management process.
Applicable Manpower Type:

	 
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	N/A
	0201

	Primary NOBC/ NEC
	N/A
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	N/A
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  5744 –Human Resources Specialist

Appropriate Manpower Mix Criteria Code:  “E”-Civilian Authority, Direction, and Control of the DoD” At service centers this code would apply to GS13 and above (e. g. Department heads and higher).  Other positions are to be coded “R”- subject to review.
Application:  Mandatory ___          Exceptions w/justification _X__          Guide _​__

POC:
Ms. Suzanne Gonzales, CNO (N124B), telephone 703-695-0011, DSN 225-0011  

            Mr. Dale Sigman, CNO (N124E), telephone 703-695-3554, DSN 225-3554

Template Number: 04F

September 2004

 IG/CA INVENTORY CODING TEMPLATE

“Recruit Division Commanders”

Function Code:  U100*  
Function:  Recruit Training.  This function provides physical conditioning and military training to indoctrinate and acclimate enlisted entrants to the Navy; also known as basic training.  

Applicable Manpower Type:

	
	Officer
	Enlisted
	Civilian

	Designator/ Rate/ OCC Ser 
	N/A
	All rates
	N/A

	Primary NOBC/ NEC
	N/A
	N/A
	N/A

	Secondary NOBC/ NEC 
	N/A
	“9508”
	N/A


Applicable Activity Type (first four digit of 10 digit activity code):  5487 

Appropriate Manpower Mix Criteria Code:  “F” – Military-Unique Knowledge & Skills.  

*Also applicable to the following function codes:

- U300 (Specialized Skill Training) – RDCs assigned to RTC Great Lakes (activity type 5487) and NPSAC (activity type 1214).

- U510 (Professional Military Education) – Company Enlisted Advisors assigned to USNA (activity type 7010)

- U200 (Officer – Acquisition (Pre-commissioning) Training) – Batt CO/ Instructor assigned to OTC Pensacola (activity type 7622)  

Application:  Mandatory ___          Exceptions w/justification __X_          Guide _ __

Note:  Includes Manpower Resource Codes (MRC) of AD, RA and RT.

POC:
Ms. Suzanne Gonzales, CNO N124B telephone 703-695-0011, DSN 225-0011


Mr. Dale Sigman, CNO N124E telephone 703-695-3554, DSN 225-3554

