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CHAPTER 1
GENERAL

1-1. “PURPOSE. This plan establishes procedures and provides information
on the merit placement program for excepted and competitive technician po- .
sitions in the New Mexico National Guard.

1-2. POLICY. It is the policy of the New Mexico National Guard that all
technician positions be filled by the best gualified individuals available
and insure that all technicians have an opportunity to develop and advance
to their full potential. A1l technician vacancies will be filled on the
basis of merit and job-related factors. For purposes of this plan, military
requirements are considered as job-related qualifying factors for positions
in the exceptad service. All actions under this plan will be made without
discrimination for nonmerit reasons such as race, color, religion, sex,
national origin, marital status, membership or nonmembership in an employee
organization and age or nondisqualifying physical handicap (except for mili-
tary requirement for excepted technicians).

- 1-3. SCCPE. This plan encompasses all technician positions in the Stats of
New Mexico. It will be used in filling positions in the excepted and compe-
titive service through initial appointrent, promation, reassignment, rein-
statament, demotion and transfer. :

i-4. DEFINITIONS. a. Position Change. A oromotion, reassignment, or de-
motion. A position change by any of these methods may also involve z change
in official duty station. -

b. Promotion. A change of a technician:

- (1) To a higher grade when both the ald ahd the new positions are_undek
the General Schedule.

S (2) From one grade to a higher grade under the same type Federal Wage
ystem.

(3) From a job or grade under a wage scheduie to a Job or grade with
a higher representative rate under a different wage or General Schedule.

ot
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{(4) From a position under the General Schedule to a job or grade with
a higher representative rate under a wage schedule.

¢. Reassignment. A change of a technician from one position to another
without promotion or demotion. :

d. Area of consideration. The area in which an intensive search is made
for eligible candidates in specific promotion actions. ‘ )

e. Evaluation of candidates. The process of assessing a job applicant's
eligibility for promotion or appointment and the degree to which he possesses
the military qualifications, knowledge, skills, abilities, personal character-
istics and potential needed for successful performance in the position to be
filled. '

f. Eligible candidates. Those candidates who meet the minimum qualifica-
tion standards for the position, fncluding any appropriate selective placement
factors. These selective placement factors include such things as enlistad/
officer position, competitive/excepted status, miltitary unit of assignment, -
etc. and must be taken into consideration whenever applicable. Vacancies at
entrance levels of an occupation series will be advertised and merit promotion
procedures will be used if the position is in the excepted service, unless the
position is used for intsrnal placement. An Office of Personnel Management
Certificate of Eligibles, if available, or the reinstatement of career status
eligibie, if available, will be used when filling entry level positions in the
competitive service, unless the position is used for internal placement. De-
tarmination of entrance levels will be made by the Technician Personnel Office.

g. ldentifyingqualified candidates. The process of evaluating the skills,
knowledge, abilities, and personal characteristics possessed by candidates a-
gainst the job-related.criteria to determine those-whose_qua1ifications equal

or exceed the criteria.

h. Job related criteria. The combination of factors that position des-
criptions have shown to be important for performance of a specific position.
The total set of criteriz includes al] knowledges, requirements, skills and
personal characteristics that meet job and performance analysis requirements
for the position.
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1-5. RESPONSIBILITIES. a. The Adjutant General is the appointing author-
ity for the New Mexico National Guard technician program and is the highest
Tevel of authority in the State concerning the overall application of this
merit placement plan. .

b. The Technician Personnel 0fficer (TPO) is résponsibie to the Adjutant
General in insuring that the requirements of this merit placement plan are .
carried out. The TPO will:

(1) Develop, maintain, evaluate, and revise the program as necessary.

(2) Assure compliance with the program.

(3) Provide guidance and assistance to commanders and supervisors con-
cerning their responsibilities under this plan.

e (4) Assure that candidates are properly evaluated and certified for
placament. .

(5) Maintain necessary records.
€. Managers and supervisor will:

(1) Assure that technicians under their supervision are aware of this
plan.

(2) Assure that actions effected with.- their area of responsibility
are based on merit without discrimination.

(3) Encourage technicians under their supervision to .participate in
develapmental opportunities and to apply for positions for which qualified,

(4) Recommend changes to this plan to the TPO.

(5) - Assure that technicians under their supervision who have complied
with paragraph d(4) below, who are absent (military duty, service schools,
etc.) are considered for vacant positions for which they desired consider-
ation. : _
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d. Individual technicians are responsible for:

(1) Pursuing developmental opportunities in preparing to assume higher
level duties. -

(2) Familiarizing themsalves with the provisions of this plan.

(3) Assuring that application forms and Official Personne]iFolders'(OPFs)'
contain accurate and current information concerning qualifications and self-
development activities.

(4) Arranging with their supervisors to submit applications for vacancies
when temporarily absent from their Jobs,

1-6. MANAGEMENT'S RIGHTS. Recognizing that it is essential to the accomplish-
ment of the mission of the New Mexice Natiomal Guard that technician positions

be filled with the best qualified individuals available, management retains the
right to:

a. 3elect or not select from among a group of best qualified candidates.

b. Select candidates from any appropriate source most Tikely to best meat
the mission objectives of the New Mexico National Guard. .

CHAPTER 2
EXCEPTIONS TO COMPETITION

2-1. ACTIONS EXEMPT FROM COMPETITION: a. Premotion due to issuance of new
classification standards or the correction of a classification error.

b. Placement of overgraded technicians entitled to grade retention as a
result of RIF or reclassification.

C. Promotion when competition was held earlier (i.e. position advertised
with known promotion potential).

d. Repromotion to a grade or an intervening grade or pasition from which
a technician was demoted without personal cause and not at his or her request.

e. Promotion resulting from a technician's position being reclassified at
a higher grade because of additional duties and responsibilities,

- f._ Position change to a position having no higher known promotion poten-
tial without further competition.
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g. Position change required by RIF regulations.

h. Temporary promotion of 120 days or less.

i, Detail to higher grade position or to a position with known promotion
potential for 120 days or less. '

j. Selection of a former technician from the Reemployment Priority List
for-a position-at the same or lower grade than *he one jast held.

CHAPTER 2
POSITION ANNOUNCEMENT AND APPLICATION PRCCEDURES

3-1. REQUEST FOR FILLING VACANCY. When requesting that a position be filled,
the supervisor will submit a Standard Form 52, Request for Personnel Actian,
- to the TPO. Required information on the Standard Form 52 is:

2. Position title, job number, grade(s), and lacation.

- b. Type of appointment recommended (for those positions that can be filied
oy gither excepted or competitive technicians). Position will not be announcad
for both types of appointments - must specify exceptad or competitive.

c. Military grade (officer, warrant officer, enlisted).

d. Recommended area of consideration.

8. Recommended selective placement factors.
3-2. VACANCY ANNOUNCEMENTS. When a vacancy is not going to be filled as an
~ exception to competition (see Chapter 2) or is not a "key staff" position as

defined in Chapter 4, the vacant position will be announced. As 2 minimum,
the vacancy announcement will contain the foi]owing information:

a. Title, series, grace, and salary range of the position.
b. Type of appointment - excepted or competitive.

C. Military requirements (officer, warrant officer, eniisted) and compa-
tibility requirement.
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d. Organizatioﬁal and geographical location of the position.
Sumﬁary of duties and minimum qualification requirements.
f. Information regarding known promotion potential, if applicabie.
g. Opening and closing dates and how to app1y.
h. Equal employment opportunity statement.
3-3. POSTING OF ANNOUNCEMENTS. Vacancy announcements will be opened for
a minimum of 15 calendar days. To insure that all interested persons are

aware of the vacancy, announcements will be posted conspicously throughout
the area of consideratfon in those areas most accessible to alj members of

the National Guard.

3-4. AREAS OF CONSIDERATION. The area of consideration for each specific
position vacancy announcement will be that deemed mos* appropriate by the
TPO to insure the receipt of sufficient highly qualified candidates. The
type of position, availability of candidates, position gualifications,
budgetary Timitations, and compatibility requirements will be considered
in determining the area of consideration. Management can extend the esta-
blished area of consideration for a particular placement action when it
has been determined that the initial area did not produce a sufficient
number of highly qualified candicates. Following are the established
areas of consideration:

a. All permanent sxcepted technicians in the New Mexico Army/Air
National Guard.

b. A1l members of the New Mexico Army/Air National Guard.

. ¢. Personnel eligible for membersnhip in the New Mexico Army/Air
National Guard.

d. ATl competitive technicians of the Army/Air National Guafd (for
competitive positions).

3-5. APPLICATION PROCEDURES. The application s the basic document by
which the individual's qualification for the position is determined. It
must therefore reflect the applicant's current and past employment data

as weil as military duty assignments, gualifications, and training. Com-
Plete and accurate data is essential to insure fair evaluation of candi-
dates. Along with the application forms discussed below, supplemental
forms that reflect the candidates military qualifications may be submitted.
Applicaticns will be submitied as follows:

6



Change 6

AGONM TPR 335

a. Applications will be forwarded to the Support Personnel Management
Office no later than the end of the business day on the vacancy announcement

closing date. -

'Ef Current technicians will apply by submitting a Standard Form 171 or
an NGB Form 300. ' :

' c.' Other applicants will apply on SF 171, Personal Qualifications
Statement. : '

d. Applicants'not currently cormissioned, applying for a pasition
requiring comnissioned status, must submit evidence of eligibility for a

commission. .

e. Technicians whose absence may preclude them from having knowledge of
or applying for, a vacancy may request in writing that applications be sub-
mitted for them by their supervisor.

3-6, "STOPPER LIST". The Department of Defeense Program for Stability bf
Civilian Employment must be used for competitive technician vacancies if

individuals are available and referred. The stopper 1ist will be "cleared"
before proceeding with action to fi11 the position.

CHAPTER 4.

RESERVED

CHAPTER 5.
PROCESSING APPLICATIONS

5-1. BASIC ELIGIBILITY. Applications will be reviewed by a Support Personnel
Management Office staffing specialist to determine basic eligibility.
Candidates must meet the basic qualifcations established for the postion
including any selective placement factors. Applicants who meet the minimus
qualifcations will be considered basically eligible. NGB Form 300-2, Initial
Screening Worksheet For Merit Staffing Actions, will be used to document
basic eligibility. Candidates not meeting the minimum qualifications will be
?otzfied in writing with a statement as to what basic qualifications were
acking.

7.
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5-2. SELECTIVE PLACEMENT FACTORS. Selective placement factors are the
knowledges, ski11s, abilities, and other requirements absolutely essential for
satisfactory performance in the job. They will be determined in advance of
advertising a position and will be stated in the vacancy announcements. When
used,~they are a part of the basic elibibilfity requirements for the position.

5-3. EVALUATION. On vacancies advertized to presently employed technicians
only, all qualified eligible applicants will be certified and referred to the
selecting official. When vacancies which are advertised outside of the -
presently employed technicians and there are more than ten qualified appli-
cants, the evaluation procedures in Chapter 6 will be used to further screen
candidates prior to referral. The Support Personnel Management Officer shall
appoint a panel of at least three members when there are more than ten qualified
appiicants. . One member will be a Support Personnel Management Office staff
representative and the other voting members must have technician expertise

in the career field in which the vacancy exists. All panels convened for
consideratton of bargaining unit pasitions will have an oberver who will be
provided by the union. :
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CHAPTER 6 '
EVALUATING CANDIDATES

.

6-1. JOB ANALYSIS. When it is necessary to refine a list of eligible
candidates throughn the evaluation process, a job analysis will be con-
ducted by the TPO to determine ‘the knowledges, skills and abilities
(KSA's) that will in turn be used to identify high quality candidates

for referral to the selecting official. The KSA factors will be recorded
on NGB Form 300-3 for use in evaluating candidates qualifications. Three
to eight KSA factors will be used.

6-2. EVALUATING EXPERIENCE. After the KSA's needed for successful per-
formance in the job have been identified through the Job analysis, the
applications and OPFs will be used to gather job-related background data
to be used in the evaluation process. Experience will be evaluated in
terms of type and quality in relation to the requirements of the position.
Length of service or experience wil] oniy be used when there is a clear
relationship with quality of performance or when necessary to break ties
when all other ratings are equal. Experience will he ratad in categories
as shown below on each KSA determined in the jeb analysis:

a. A" level experience. Candidate possesses type and guality of
exgeriance that substantially exceed the basic requirements of the posi-
tion, including selective placement factors, and that would allow the
candidate to perform Trectively in the pos<<=ign almost immediately or

with a minimum of training and/or orientat:s-.

b. "B" level experience. Candidate possesses type and quality of -
- experience that exceed the basic requirament of the position, including
selective placement factors, and that would allow the candidate to per-
torm effectively in the position within a reasonaple period of time
(2.9., 3 to 6 months).

c. "C" Tevel experience. Candidate satisfies the basic reguirement
of the position with respect to experiencs, including selective place
ment factors, but: -

(1) Type and quality of experience beyond that which is basically
requirsd are minimal, and/or
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(2) Extensive additional training and/or orientation would be required
to enable the candidate to satisfactorily perform the duties of the position.
The point value assigned to A, B, C Tevels is determined by the number of KSA
factors used. (See Fig 1) Points are then totalled for each candidate and
transferred to NGB-Form 300-4. -

FIGURE 1. POINT VALUES OF CATEGORY RATINGS
Three KSA Four KSA Five KSA Six KSA Seven KSA Eight KSA

Factors Factors Factors Factors Factors Factors
A 33.3 A 25.0 A 20 A 16.6 A 14.2 A 12.5
B 28.3 B 21.2 B 17 B 14.1 B 12.1 B 10.6
C 23.3 c 17.5 - ¢ 14 € 1I.6 c 10.0 cC 8.7

(Using five KSA factors a candidate's combined category rating of AABBC (20,
20, 17, 17, 14) converts to 88).

6-3. EVALUATING PERFORMANCE. NGB Form 300-1 will be included as a part of
the application, unless there is a current {less than one year old) NGB Form
300-1 on file in the TPO. The supervisor rates all elements on the form per-
taining to the technician's current position. (Tnstructions for appraising
technicians and assigning ratings to the elements are on the form). During (
the job analysis process, different performance elements are identified for
"use in this segment of the evaluation process. The elements {at least seven)
selected are those that best measure the knowledges, skills and abilities
that have been determined necessary for successfy) job performance. These
elements are then combined to arrive at a total appraisal score. The apprai-
sal scors is computed by totalling the numerical value of those elements (at
least seven) that make up the pat*arn for the position being filled; divide
that result by the number of rating elements; multiply that resylt by 10.
(The final result cannot exceed 50). o

6-4. AWARDS. Credit is awarded for pertinent honorary and monetary awards
and outstanding/excellent performance ratings conferred at the next Tower

. grade or for positions classifiable at two-grade intervals at the next lower
qualifying grade. When outsianding performance was recognized by both an
outstanding/excellent performance rating and a monetary or honorary award
for the same period of time only one of the two will be credited. The TPO
staffing representative will anaiyze the awards record to assess the quali-
fications demonstrated and their bearing on the requirements of the position
being filled. The recency of *he award or rating is also considered. A
maximum of six points may be credited for this factor.

10
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Points are assigned as follows:

Ist Yr 2nd Yr rd Yr
Outstanding Performance Rating 3 2 1
Excellent Performance Rating 2 1 0
Sustained Superior Performance 1 1 0
Suggestion Award 1 0 0

6-5 TRAINING AND EDUCATION, A maximum of two points will be awarded for this
factor. This refers to training and education, other than that credited for

basic eligibility that was not considered elsewhere in the evaluation process,
which is relevant to the position. .

6-6. OVERALL RATING. The overall rating for each factor (experience, perform-
ance, training and education, and awards) will be combined, and the tota) Score
for a1l factors recorded on NGB Form 300-4. :

6-7. REFERREL AND SELECTION CERTIFICATE. The top candidates arrived at

through the evaluation process will be listed on the referral and selection
certificate as outlined in Chapter 7.

CHAPTER 7

REFERRAL AND SELECTION PROCEDURES

7-1. REFERRAL OF CANDIDATES. Following the determination of basic eligibility
and evajuation of candidates as outlined in Chapters 5 and § (if applicable) the
SPMO will: _ e

. a. Forward NGB Form 300-6 (LRA), Referral and Selection Certificate to
the selecting official. The applicants will be listed alphabetically.

D. Notify those individuals who were rated as basically qualified but
not submitted for consideration.

7-2. ACTION BY THE SELECTING OFFICIAL. The selecting official is entitled to
select or nonselect any candidate referred to him/her. Upon receipt of the
selection certificate, the selecting official will:

a. Consider Eligibles. The selecting official shall either interview

all referred applicants or shall interview none. Interviews shall be either
face-to-face or by telephone.

11.
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b. The selection certificate will have an expiration date of 15 working
days from the date of issuance. The selecting official may request an additional
15 working days to be added to the original expiration date. Request to the
SPMO for extensions of certificate expiration dates should pe accompanied by
full justification as to why the original period was insufficient.

¢. Make Selecfion. If all candidates are rejected, the §e1ecting
official should return the certificate to the SPMO with full justification
as to why a selection could not pe made. '

d. Sign and return certificate to the SPMO.

e. Upon official notification of SPMO, the selecting official may
contact the selected candidate. '

f. If appropriate, the selecting official should discuss with the
non-selected candidates what they may do in the areas of performance,
training and education, to be eligible for promotion in the futyre.

7.3. ACTION BY THE SPMO: The SPMO will:

a. Notify the selected and nonselected candidates in writing,
b. Arrange for a release date.
C. Prepare promotion file, (See Chapter 8)
7-4.  RELEASE OF SELECTEE. After selection for promotion/placement, a tech-

nician must be released promptly from his/her present position. Release will
normally be within two weeks after selection.

CHAPTER 8

PLACEMENT/PROMOTION RECORDS
8.1.  PURPOSE. Complete promotion records will be maintained by the SPMQ to:
2. Provide a clear record of the action taken.
b. Evaluate the merit placement prog}am.

C. Provide proof that merit placement actions are being made on a fair
and equitable basis in accordance with this plan.

12
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8-2. RECORDS REQUIRED. Sufficient records are required to allow recon-
struction of the placement action. As a minimum, the following information
and forms will be retained in the record: :

a.~ Copy of the vacancy announceﬁent.

b. List of all applicants' name (NGB Form 300-2).

c. Supervisory appraisal of each candidate (if required).

d. Forms used in the evaluation and rating process.

e. Referral and selection certificata signed by selecting official.

f. Record of the "Stopper List“ having been cleared (for competitive
positions).

8-3. DURATION. Records will be maintained for a minimum of two years. If
a grievance 1s pending, records will be maintained until resoiution.

8-4. PRIVACY PROTECTION. Information relating to individual placement actions .
or to the candidate will not be discussed with or shown to unauthorized indivie
duagls. Supervisors and personnel specialists participating in merit placement
actions will not disclose the details of their work to unauthorizad persons.

CHAPTER 9

GRIEVANCES AND COMPLAINTS

- 8-1. GRIEVANCES. A technician who believes that proper proceduress wera not
followed in a particular placement action for which they were an applicant
may present a grievance under applicable grievance procecures. A grievance
Will not be considersd when it is based solely on nonselection.

9-2. DISCRIMINATION COMPLAINTS. Allegations of discrimination because of
race, color, religion, sex, age, handicapping conditions, or national origin
made during any phase of selection procass will be considered under the New
Mexico National Guard Equal Employment Opportunity Program.

13
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9-3. OTHER. Other complaints or inguiries including those made by non~
technician candidates should be directed to the TPO. A1l such inquiries
will be considerad and every effort made to resolve such complaints.

FOR THE ADJUTANT GENERAL:

6 Incls | Wmﬁ;.’fﬂ NN T
1. NGB Form 300 (LRA), COL, 5S, NMARNG
Application for Vacancy Technician Personnel 0fficer
2. NGB Form 300-1 (LRA),
Evaluation of Performance
3. NGB Form 300-2 (LRA),
Initial Screening Worksheet
for Merit Staffing Actions
4. NGB Form 300-3 (LRA),
Knowledges, Skills, and
Abilities Category Worksheet -
5. NGB Form 300-4 {LRA),
Rating Worksheet
6. NGB Form 300-6 (LRA),
Referral and Selection Certificate

DISTRIBUTION:

A, B, C, F, G, H, I
ANG - 75

NFFZ - 25

14




APPLICATION FOR VACANCY

TO BE COMPLETED BY APPLICANT IN DUPLICATE

1. To be compiatéd in DUPLICATE.
2 Compiste your mailing address on reversa,

INSTRUCTIONS: 2 Fold ar marks anc.sapie sg that the TPO address is on the cutside.’

4. This form may be handesrrisd

ANNOUNCEMENT NO. JOB TITLE AND SERIES OF VACANCY ) GRADE

| wish to be considered for the above position. A current recard of m;v aualifications is contamned in my official .
personnet folder ar is made current by the attached Standard Form 172,

NAME PRESENT TITLE, GRADE
-
QRGANIZATION NAME OF SUPERVISOR
SIGNATURE TELEPHONE NUMBER DATE
EFOR USE OF TECHNICIAN PERSONNEL OFFICE
TO: Applicant
Your appiication has been considered and the following action has resuited: !
O You were selected for the vacancy. Placement action will be effective
i
O You were amang the best qualified group of candidates referrea for consideration by the
supervisor; however, o was seiected,
J You were found o be qualified, but after eva: " :+j0n of vour qualifications under Merit
Placement Plan competition, your qualifications were not rated high 2nougn to oe
included among the best qualitied for rejerral to the selecting supervisor.
J You did ner Meet the minimum qualifications or reguiatory requirements because:
[ You lack the minimum.
I You did not have susficient time in grade.
O Other
Additional information mav be obtained from vour Placemient Reprasentative. Yaur oarticis
2auon in the Merit Placement Program is appreciated.
SIGNATURE . . [oaTz
NGB FORM VG0 w3

10CT 78

300 (LRA}




r: : DESTROY AFrTea
MERIT PLACEMENT PROGRAM

=TS e e,
EVALUATION OF PERFORMANCE DATE

NAME OF CANDIDATE TITLE AND GRADE ORGANIZATIONAL UNIT

rb

PREFARED BY [Signarore] TITLE AND GRADE ORGANIZATIGNAL UNIT

WORK RELATIONSHIP TO CANDIDATE PERICD COVERED BY THiS EVALUATION
MONTH DAY YEAR

O IMMEDIATE SUPERVISOR ' FROM /
{0 OTHER IEXPLAIN) TO / /

Elements of performance are grouped under general headings. First mark each 1o show its importance in the candidate’s job.
In the appropriate box put: .

o] if that element is of no importance or of only minor impongnce.
v if that element contributes, but is not essential, to good performance.
+  ifthat element is important in the job. '

A AT ' et e L . L

Then mark sach eiement with the number of the statement thar best describes the candidate’s perfomance with respect 1o
that element, Mark:

{5) If the candidate's performance exceeds €XPestation 10 such an extent that it Wwarrants special mention for place-
ment consideration,
{4) If the candidate has demonstrared ability to a degree that is ciearly above that expected of 3 fully competent

i

you would recommend him with confidence for another Position in which the ability is importan

(3) If the candidate has demonstrated ability to the full extent expected of 3 thoroughly competent empioyee and
i e T

(2)  If the candidate’s performance is acceptable ut you would have some reservations about recommending him
for anather position in which the ability 15 tmportant.

(1) -Ifthe candidate’s performance exhibits some definite weakness in this respect.
(X) If the candidare does not have the OPPOrmunity on the job to show ability in this respact.

It is expected that mogt elements of performance will be accurately described by g 3. Remember that aimost everyone rated
in this program has been through carefuj Screening 10 reach his current position. A “3™ describes thoroughly competent per-

formance that js expected of 3 selectad goupandaSora 4 8oes well beyond this high srandard,
All ratings must be upported by facts, with exampies if possible.

Use the spacs under “Comment™ 1o e¢xpand on the information about performance conveyed by your eiement ratingsin a
manner useful 13 a page} matching abilities 10 job demands. Use sparific ferms and exampies and avoid generalities. Do not
limit your discussion to the clements given under each heading if the candidate has demonstrazed other significant job-relared
capavilities or weaknessas in thag area, - '

After compiering the evaluation, write the numper and letter of the three slemeints in which the candidate has shown the
geatest capaoility, in the spacs provided. Then give the cindidate 2 narrative description of his overall performance in
rejation to the standards you hoid for the job. .

Discuss your evaluation with candidate so that he will know how he is Measuring up (o the standards ® anDj .
performance on the job. Ask the candidate if he befieves yoy have overlooked any of s strong poinzs. Give the candidare
the cpportunity 10 add any remarks he wisnes to make in the spaces provided for that purpose.” This discussion can sarve 15
4 guide to the employes in realistic career planning,

NGB FORM 2nn 4 (LRA) 'man PACE 1 OF 1 Pagse




MEeNoe " renromwance
1. JOB XNOWLEDGE =
0 [0 . Breadth and depth of knowledge of general occupational field.
0 [0  b. Experience and knowledge needed for specific job.
(In narrative, describe fields of special competence and, as appropriate, comment on developmental progress and needs in
current job.)
COMMENT:

o~

2. WORX PRODUCTS

| [0 & Turnsout complete, high-quality products.
m (O b. Produces large quantity of work, or completes projects quickly.
O O -« Meets deadlines.

COMMENT:

3. COMMUNICATIONS SKILLS

O situation, slariry of sxpression, effective use of language.
O ] b Cap address groups formally.
0 O c Writes well: writing is clear, correct, well-organized, complete appropriate in styie
- and language. (In narrative, state type of writing: e.g., general, Congressional, or
—- policy comespondence: repors; irmmctior_ls: research papers.)
COMMENT: ) ’

(0 2 Displays skill in orai éxpression: ormnization of ideas, adapting to the listener and

4. WORKING RELATIONSHIPS

| O a Within immediate organizarion, gets along with co-workers, is godd group worker,
- heeds others’ points of view, ‘ _
b. Outside immediate organization, wins respect and cooperation of peers, management
O = oﬁ;gals :}1 other agencies or generai p_t.:l:ms?;:e (In narrative, state rypepcoer namre'agf
contacts,
COMMENT:

+
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IMPORTANCE
ON JOB PEREQRMANCE

5. JUDGMENT AND PROBLEM SOLVING

-

O ] a. Gets 1o the root of the problem and makes sound proposdls, decisions.

| {J b. Foresees probabie consequences of actions or recommenda tions.

O O ¢ Can analyze situations, determine issues, gather susficient facts, weigh
alternatives, and arrive at useful conclusions in making studies or in
staff-type assignments.

0 L] d. Recognizes situations that supervisor should be consulted on or

informed of.

COMMENT:

6. ADAPTABILITY AND CREATIVITY

C O 1. Recognizes new needs and need for new approaches.
= £ b. Displays creativity and originality in attaining work abjectives.
g g . Adapts readily to changes in program direction or in procedures.
a {0 4. Givesan extra portion when the job reqnires.

COMMENT:

—e ey

7. RESPONSIBILITY AND INDEPENDENCE

| a a Cames out assignments on his own; can work with success independently.
a O b. Reacts with understanding to opposing views or obswacles to accomplishment.
O O ¢ Seesthat necassary things get done.
a Q 4. Cunbe depended upon, :n terms of presance on the job, sffective use of *ime.
g | e. Accepts responsibility.

COMMENT:
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T_B. OTHER STRENGTHS deserving special mention

_—T s . -

Three greatest capabilities (Give number and letter):

CANDIDATE REVIEW . (Record any comments you have in the space under each numbered PaTing eievent, or use the .mm bdelow,

referning o the mimber and letrer of the item Yo are discussing. [f an evaluation was made on NGB FORM
300-3 atro. check heve, [

I have reviewed this completed evaluation and it has been discussed with me,

Date Candiaste's Signature

My comments on this evaluation are as follows:

SECOND-LEVEL SUPERVISORY REVIEW Af these commenzz caver NGB FORM 300-3 aigo, check here. [ J

(Where vou are abie to add significant comments based on vour personal krowiedge of the candidate's performance,
you should do so. If you do add any comments, return the svaiuaticn to the “andidate’s immediate supervisor. He
will show the form 1o the empioyee rated, and give him another opportunity 1o comment in the space above,

My comments on this evaluation are as follows:

Daze Signature Titte

I have reviewed the comments of the second ievel supervisor.

Candidate’s Signazure

Dute N
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INITIAL SCREENING WORKSHEET FOR MERIT STAFFING ACTIONS
VACANCY NUMBER: POSITION:
CANDIDATE'S NAME, TITLE, SERIES, RATING * REASON FOR
nsggr\fsn GRADE, OFFICE a | Ne NOT QUALIFIED RATING
CATE SIGNATURE OF PEF‘SONNEL ABPRESENTAT VE
: *Q 1S QUALIFIED
N IS HOT QUALIFIED
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AGONM Technician Persanpel 11 August 1993
Regulation Number 335
Change 6

TECHNICIAN PERSONNEL (ARMY & AIR)

MERIT PLACEMENT PLAN
a FOR
EXCEPTED AND COMPETITIVE TECHNICIANS

1. AGONM TPR 335 is changed as follows:

Remove Contents and pages 7 and B, insert Contents and pages 7 and 8.
2. The purpose of this change is to comply with Change 10 to NGB TPR 335,
Merit Placement for National Guard Technicians, dated 1 July 1991. This
change eliminated the provisions for "KEY STAFF PROSITIONS®.

FOR THE ADJUTANT GENERAL:

RUDY FEGONZALES, GM-13
Personnel Officer

DISTRIBUTION:

A,B,C,F,G,H,I
ANG - 100 .
NFFE 1636 - 25
MATES - 8

CSMS - 8




AGONM Technician Persannel 13 February 1990
Regulation Number 335
Change 5

TECHNICIAN PERSONNEL (ARMY & AIR)

MERIT PLACEMENT PLAN
 FOR
EXCEPTED AND COMPETITIVE TECHNICIANS

1. AGONM TPR 335 is changed as follows:
Remove page 11 and 12 and insert Change 5, pages 11 and 12 attached.

2. Purpose of this change is to incorporate changes to the Referral and
Selection Procedures (paragraph 7-1) which were brought about by the
Agreement between the Adjutant General of New Mexico and National Federation
of Federal Employees Local 1636 dated 30 November 1987. These changes were
erroneously omitted in Change 3 dated 28 November 1988. Another purpose of
this change is to correct the notification of selectee (paragraphs 7-2 and
7-3). A1l references to TPO were changed to read SPMO.

Support Personnel Mangement Officer

FOR THE ADJUTANT GENERAL:

DISTRIBUTION:

A, B, C. F. G, H, I
ANG - 100

NFFE 1636 - 25
MATES - 8

CSMS - B



AGOMM Technician Personnel _ 1 September 1989
Requlation Number 335 ‘
Change 4
TECHNICIAN PERSONNEL (ARMY & AIR)
MERIT PLACEMENT PLAN
FOR
EXCEPTED AND COMPETITIVE TECHNICIANS

1. AGONM TPR'335 is changed as follows:

Remove page 8 and insert Change 4, pages 8 and 8a attached.

2. Purpose of this change is to add a new key staff p051t10n.

FOR THE ADJUTANT GENERAL:

E -13
Support Personnel Management Officer

DISTRIBUTION:

a,8,C,F,G,H,I

ANG - 100

NFFE 1636 - 25 .
MATES - 8

CSMS - 8




