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Civilian Workforce Development Application (CWDA)

What is CWDA?

The Civilian Workforce Development Application, CWDA, is a CAC-enabled web application that houses Community of
Interest (COIl) validated competencies for a majority of the civilian occupational series within the Marine Corps, and
provides employees with a means of performing automated competency assessments. CWDA is intended to stimulate
your thoughts about career development. It is NOT intended to be used as a performance tool. Leadership and
Functional Assessments should be shared with your supervisor to identify competency gaps within your grade and job
series. CWDA can provide topics for discussion between you and your supervisor on ways to close your competency

gaps.
Key Terms

Community of Interest

A Community of Interest (COI) is any of the 21 specific Civilian Career Communities of Interest designated by the
Commandant of the Marine Corps (CMC) and the Civilian Career Advocacy Board (CCAB). Civilian Marine Occupational
Series are functionally related to one of these Communities, which act as Functional Area Sponsors for them. The role
of the COl is similar to the role of the military Occupational Field Sponsor.

Occupational Series

The USMC civilian workforce contains over four hundred (400) occupational specialties. Each specialty is designated by
an Occupational Series Number and Name created by the Office of Personnel Management (OPM). Together, the
CWODA calls each specialty an "Occupational Series." One example of the "Occupational Series" would be GS-2210,
“Information Technology Management” series.

Based on its functional focus, each Occupational Series has been aligned with one of the 21 Communities of Interest.
The COI with which an Occupational Series is aligned acts as a Functional Area Sponsor to all USMC civilian personnel
who are classified as being in that Series. For instance, the GS-0346, “Logistics Management” series, has been aligned
with the Logistics COl. If you are classified as being a GS-0346 you can look to the Logistics COI for Functional Area
Sponsorship.

Competency

Each of the COls have identified skills needed by USMC civilian employees to perform their jobs effectively in the USMC
environment. The CWDA refers to each skill as a "competency." Competencies are based on information contained in
the OPM Classification Standard for each Occupational Series.

Basically, a competency is an observable and measurable pattern of knowledge, abilities, skills (KSA), and other
characteristics that individuals need in order to successfully perform their work. Competencies are developed for each
Occupational Series. Each competency has two components: a "Job Role" that is, a specialized subset of an
Occupational Series (e.g. "Systems Analysis" for a GS-2210); and the skill, or "Competency" itself (e.g. Cost-Benefit
Analysis).

There are two types of competencies: functional and leadership. Functional competencies are defined occupational
KSAs associated with an Occupational Series and needed for the execution of one's duties to support the Marine Corps
mission, and meet organizational goals and objectives.



Leadership competencies are defined KSAs in the realms of interpersonal relationships, team building, supervision,
management, leadership, etc., which are described by the DoD Civilian Leadership Continuum and framework. These
competencies are divided into four levels of career progression: Foundation, Supervisory, Manager, and Executive. The
levels cross-match to the Skill Levels created for each Occupational Series.

Competency information helps Civilian Marines determine what skills are needed to develop to advance your career.
Individuals can use competency information to assists in planning career progression and focus on specific training
needs.

Skill Level

Career progress in the USMC has traditionally been based on the Federal Government pay schedule system. For
example, if you are a USMC civilian employee, you might move from GS-5 to GS-15 over the course of your career. The
COl have outlined a career progress structure that more accurately reflects the change in your abilities and
responsibilities over time. That structure is called the Skill Level structure. It is associated with each Occupational Series
and follows you from the time you are an entry-level employee until you reach management levels. Typically,
progression through your career in an Occupational Series is divided into four Skill Levels, numbered one (1) through
four (4). The first Skill Level, one (1) is traditionally defined as "Entry Level", with the last, four (4) being defined as
Managerial or Executive. To help you understand the relationship between Skill Levels and the traditional pay schedule
progression, the COl have associated Skill Levels with ranges within the pay schedule system.

For instance:

GS 1-8 and NAF 1-2 range, Skill Level 1.
GS 9-13 and NAF 3-4 range, Skill Level 2.
GS 14-15 and NAF 5, Skill Level 3.

SES and NAF 6, Skill Level 4.

Proficiency Level

Proficiency Level is an attribute related to an Occupational Series, a Competency and a Skill Level. Proficiency Level tells
you how well you must be able to perform a Competency based on your level of authority and responsibility. Your Skill
Level defines that level of authority and responsibility. For instance, if you're classified as a GS-2210, at a Skill Level of
2, "Journeyman", you may perform Cost-Benefit Analysis every day. You must therefore have a high proficiency in that
Competency. However, if you are at Skill Level 4, and are just occasionally managing other people who are performing
Cost-Benefit Analysis, you may not need to be as proficient in that Competency as the people actually performing that
skill. Proficiency Levels have been assigned to Competencies and Skill Levels by each COI. The actual proficiency
required based on one's Skill Level is given both a Number and a Definition. For example, the Proficiency Level 2 for a
competency is defined as "Able to apply with help."

Additionally, job requirements are shown as competencies in CWDA. The Proficiency Level for a job requirement is
defined differently. A job requirement may be measured in terms of meeting or not meeting the requirement, or N/A.



Accessing the System

New Users

1. Inaweb browser, navigate to: https://cwda.manpower.usmc.mil. Click on the button “Enter CWDA”.
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Access to this web site requires a valid DOD Common Access Card (CAC). Please insert your CAC before clicking Enter CWDA. If you do not have a valid
CAC, please visit the DOD Common Access website for information on obtaining one.

2. A new user will be asked to complete an account request. You will need to provide your date of birth, a phone
number and a valid USMC or other .mil email address. Once you have completed your account request, click
the “Request CWDA Account” button.
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Note: For new users whose personnel record has not been received in CWDA, there may be a slight delay in access being granted.


https://cwda.manpower.usmc.mil/

Setting Supervisor

1. A new user must to set their “current supervisor” value. To do so, in the Current Supervisor section of the
home screen, click on the “Update” link.
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2. Click on the “Update” link to open a new screen and select your supervisor from the list of names. Important -
Your supervisor will only be available in the list of names if they have an active CWDA account. Once you have
selected your supervisor from the list, click on the “Update Supervisor” button.
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Adding Active-duty Supervisors

Civilians who have active-duty supervisors will not be able to identify their supervisor with the update supervisor tool.
Supervisors are designated by the personnel system that holds each CWDA user’s personnel record. Civilians are
aligned by UIC in CWDA. CWDA does not receive personnel records for active-duty personnel. Instead, an active-duty
supervisor who request a CWDA account will default to the generic USMC UIC, not the UIC that the civilian employees
they supervise are in. To allow active-duty supervisors to participate in competency assessments for their civilian

employees active-duty supervisors should be added to a standard assessment using the search function for “Main
Assessor”.

1. Inthe Setup Details screen for a standard assessment, enter the last name of the active-duty supervisor and
click the green flashlight.
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2. Individuals meeting the search parameters will be available for selection. Click on the last name to select the

desired individual.
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Employee Standard Competency Assessment

1. Navigate in a web browser to: https://cwda.manpower.usmc.mil
The Welcome screen will be visible. Click on tab labled “My Profile”
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2. On the “My Profile” tab, select the link “Click Here” to complete a completency assessment.
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https://cwda.manpower.usmc.mil/

3. A grid will be visible. On the right hand side of the grid, click on the arrow for the create asssessment feature.
Select “Standard”.
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4. To set-up an assessment, you will need to fill in information for the required fields. (Required fields are

designated by an asterick (*). Dates can will be selected using the calendar feature.
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5. To select an assessment template enter a % sign plus the 4-digit occupational series you are interested in. For
example: %0201. Once you have entered the 4-digit occupational series, click on the green flashlight to being
your template search.
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6. The search will produce a menu of competency templates to choose from. Select the template that aligns with
your series, skill level and job role (where appropriate) by using either the quick select link or the radio button
in conjunction with the select button at the bottom of the menu.
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7. Select a “Main Assessor” if your supervisor has not been added automatically. Once you have selected your
desired competency template, and the other non-required fields, click on “Save as Draft” to save your
competency template for another time, or “next” to proceed. Instructions for adding a Main Assessor can be
found in the section on adding active-duty supervisors.
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8. The competency assessment grid will display. To view the details of each competency click on the information
bubble next to the competency name. To select the employee self rating level of proficiency click on the
arrow to the right of the blank to access the dropdown menu. An information bubble is also available to
provide an explanation of each proficency level.
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note supporting your self rating.

9. Once you complete your self rating for a competency, the “Update Details” pencil can be used to enter a brief
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10. You can add objectives to your competency assessment. This is helpful if you discover an area of interest you
would like to focus on at a later date. An example is participating in an activity to advance your proficency.
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11. Once you complete your assessment and added objectives, click the “Next” button. Now you may add any

participants you desire, such as a mentor or peer, to provide their assessment of your competency
proficiency. Click on “Add Participant”. Enter the last name of your participant, click on the green flashlight
and CWDA will provide search results to select from.
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Create Stancard Assesament: Parscipants
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* Indicates required field

- < rer————— | | Full Mame |
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12. Select your participant from the search results using either the radio button next to the correct name or or
the quick select link.
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13. Now your competency assessment is ready to forward on to your supervisor. Review your assessment and
then click the “Share with Main Assessor” button at the bottom right side of the page. Be sure to let your
supervisor know that your assessment is ready for their review; CWDA’s email notification function is not
enabled at this time.
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Supervisor Standard Competency Assessment

1. Access and log into CWDA by navigating in a web browser to: https://cwda.manpower.usmc.mil
The Welcome screen will be visible. Click on tab labled “My Profile”.
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Civilian Workforce Development Application
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2. On the My Profile tab, scroll down to Your Priviledges and Available Functions. Click the link “CWDA
Notifications”. A list of notifications, including assessments ready for your action, will be available.
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https://cwda.manpower.usmc.mil/

3. To view a notification click on the red subject link.

NOTE: Competency Assessments are not intended for performance measurement.
WDQUAN429553
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4. The notification shows the details of an assessment available for action. After reviewing the notification
details, click “Update Action”.
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5. The assessment is open for review. To update the assessment with supervisor ratings, click the “Update”
button located in either the upper right hand corner of the assessment review page.
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6. To assign final ratings as the Main Assessor (Supervisor), click the “Give Final Ratings” button located in
either the upper right hand or lower right hand corners of the Main Appraiser review page.
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»Show Coaches and Develops Others 2 {0201 2 1 Civ HumanResourceDevelopmant)

2-Msats Raquirsmant

4.High Preficigncy
4-High Proficiency »
i reerat 00 -
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In the Competency Assessment grid, locate the “New Final Rating” column to record the proficiency rating for
each competency. To view the description of a competency, click on the information bubble next to the

competency name.
WDQUAN429553 Unclassified
¢ Oracle Self Service Human Resources: Give Final Ratings: Main Assessor - Microsoft Internet [xplarer provided by NMCI

Gt flo
Soure Assesement Type
Dsscipin Adirsters employee health nsurance progrems, [ nsurance Einal

pragram benefis, procedures and requiemens.

/ edn_HTMLOA. fogenly 2 rnciassavr v | B | 42| % L=
Campetaney Detel o v Pl . 2 @ e - e
loyee Name  GILLEN, TIMOTHY Job Human Resources 0201 Civ.2 d
[deniScation 00027 MARCORPSHO WASHINGTON DC Grade G513
Position  HR SPEC (HR DEV).00027-MARCORP SHO Locston 512010153-QUANTICO
Cnmp&temy Benefts |DZD|2]] WASHINGTON DC.I7R34/B55241
Manager HUBBARD, MARY Email Addeess  timothy gillen@usme. mil

hpetency 1o see all Paticpant Ratings for that competency, then record a new probciency level Enter Overall Comments f desired. Once you have completed all changes.

progrems, Ffrement programs, and thft savings plan o avise on eval) MANAGER(D

we and/or 8 combination of education and wark axne/ Hew Final Rati ng

fstandandsigrou

lv. 1 47 spocialized exporence ot noxd lower grad I |E
) £

» Show Coaches and Dewelops Others 1 {02012 1 Civ HumanRescurceDevelopment | 1)

» Show Coaches and Dewelops Others 2 {02012 1 Civ HumanRescurcelevelopment| (1)

O-M/A

= Show Culture I 1 {0201 2 1 Civ T | .
»Show Culture & 20201 2.1.Cw @ 1-Mo Proficiency
> Shaw 4 02012 1. Do |2-Low Praoficiency

» Show Organizational Design (0201 2 2 Civ HumanResourceDevelopment|{T)

3-Moderate Proficiency
|4-High Proficiency
[5-%ery High Proficiency

» Show Organizational Systems Thinking (0201 1 2 Civ HumanResourceDevelopment)(T)
» Show Practices and Promotes Ethical Behavior {0201 2 1 Civ HumanRescurceDevelopment’]T)

> Show Resohes Conflicts 1 {0201 2 1 Civ HumanResourceDevelopment )T

= Show Resohes Conflicts 7 (0201 2 1 Civ HumanResourcsDevalopment) T
» Show Strategic Workdorce Planning (0201 2 2 Civ HumanRescurceDevelopment ) (T) I j E ]
> Show Talent Develop (02012 1Cw Development | T) ]
= Show Technology Managemant 10201 2 1 Civ HumanResourceDevelapmant) 5 I j@ 0
= Show Technology Managemant 7 (0201 2 1 Civ HumanResourceDevelapmant) 5 0
» Show Workdorce Shaping (0201 2 2 Civ HumanResourceDevelopment (1) ]
Ovarall Compatancy Infarmation 3
i reerat L =
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8. Clicking the red “View Competency Gaps” button will display identified competency gaps that show the

difference between the assessee's current competencies and those required by their job.

WDQUAN429553 Unclassified

= Oracle Self-Service Human Resources: Give Final Ratings: Main Assessar - Microsoft Internet [xplarer provided by HMCI
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9. Comments regarding the overall assessment are recorded in the text box at the end of the assessment. Click

the “Continue” button to proceed.

un

Microsoft Internet

- |el 1 redfaa_HTMLIGA. | ) v v | B | Fr | X

W | Borac ok | Tic ) e e - ek -
™ Show Resohes Conflcts 2 (0201.2.1.Civ. HumanRssourceDevelopment) D) Hoderate Frobeiency (%[0 -
- Show Strategic Workioecs Planaing (0201.2 2 Civ HumanRescurceDevslopment) D) 3Moderate Profciency (D)
> Shaw Talent Dievel 10201.2.1.C. £ @ 3Maderate Proficiency v (©)
» Shew Technalogy Management 1 (0201.2.1.Civ HumanResourceDevelopment] 5 2.Low Proficiency D
» Show Technology Management 2 (0201.2.1.Civ HumanResowceDevelopment)T) 3-Moderate Proficiency ™5

= Shew Workforce Shaping (0201.2 2 Civ HumanResourceDevelopment )T

Owarall Compotency Infarmation

Enter owneall ¢ 5 about the assessne’s oo i
Comments

Objoctive Ratngs Add any general comments here. Both the employee and main assessor will be able to view these comments on the assessment.

Comments  [oyerall making great progress. We should meet and discuss training opportunities at your earliest ;I
convenience. - Tom

Objective
Ho rasults found

Compatancy Gaps

Click View Compatency Gaps 1o viav

Overall Rating and Commants.

The Suggested Crarall Rating is catculated by the application. Erter this

alus a3 your Cverall Rating if you agres with the calculated rating. or entor anather valus of your awn choice
verall Comments

Overall Rating and Comments

The Suggested Overall Rating is calculated by the application. Enter this value as your Overall Rating if you agree with the calculated rating. or enter another value of your own choice.
Overall Comments

10. After assigning all “New Final Ratings” and reviewing, click “Submit” to complete the Main Assessor
(Supervisor) Assessment ratings.

P R P y—— ] B~ ) - @ v [reaos - (Freck- "
-~
Emplayee Name  GILLEN. TIMOTHY Job Human Resources 0201.Civ.2
Unit identfication  00027-MARCORP SHO WASHINGTON DC Grade GS13
Pastion HR SPEC (HR DEV).00027.MARCORP SHO Location  S120101530UANTICO
WASHINGTON DC.ITRI4BSS241
Manage: HUBBARD, MARY Email Addeess  timothy gillen@usos mil
Campetency Ratings
Commants
Show 21| Details | Hade Al Detail
Details [Final Rating New Final Rating
= Show (Desired Leadership Competency Levwel) MANAGER 2-SUPERVISOR
> Show {Required Academic Credential] Degres and/or a combination of education and work expenience noeded 10 qualify. Details at: opm. goviqualifications/sta 2Mests Requirement
» Shau Required Exporince) For GS- Normally. 1 yr specialized axporonce at noxdt lowsr grade required. For details: apm gov/qualifcations/standands/group 24deats Requiremant
> Show Coaches and Dewelops Others 1 (0201 2 1 Civ HumanRescurceDevelopmant) 2-Low Proficiency
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e S b (0201.2 1.Cvh P Federate Proficiency
= Show Organizational Design (0201.2 2 Civ HumanResourceDevelopment) Federate Proficiency
» Show Organizational Systems Thinking {0201 1 2 Civ HumanResourceDevelopment) FModorate Proficincy
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» Show Resohes Conflcts 1{0201 2.1 Civ HumanResourceDevelopment) 2-Low Proficiency
umnanitagsure aDavalepmant) Aedarate Proficianey
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» Shay Technelogy Management 2 (0201.2.1.Civ HumanResourceDevelopment) Idcderste Proficiency
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Mo rosults found
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11. A confirmation page will display notification that the appraisal will be completed and can no longer be
updated. Click “Yes”.

WDQUAN429553 Unclassified

= Warning - Microsaft Internet [xplarer provided by HMCI
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Civillan Workforce Development Application
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Civilian Workforce Devalopment Application
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12. Afinal confirmation screen will be displayed. Please notify the employee that their assessment is complete;
CWDA'’s email notification function is not enabled at this time. Click “OK”.
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13. Back under CWDA notifications, open the notification received announcing an assessment required your

attention. Click the “OK” button to close the notification. It will not be deleted, but filtered from view.

(<

Fle [k ¥ew Favortes Took Help

W | ENotfication Detaks
Information

WENTE_DETARL

AT

From  GILLEN, TIMOTHY
Te WEBB, SABRINA

Sent 14.58p.2011 16:05:00
I 207880

Summary

HNotification Commants

Assessma

Related Applications

Betum to ¥

This netification does nol require a response.

The appraisal of GILLEN, TIMOTHY needs your attention as main appraiser.

Employes Name GILLEN, TIMOTHY
Unit Iden tion 00027 MARCORP SHO WASHINGTON DC
Fostion HR SPEC (HR DEV).00027 MARCORP SHO
WASHINGTON DC.ITBILBSS241
Manager HUBBARD, MARY

Initiator  GILLEN, TIMOTHY
Penod Start Date  01-Sep-201
Perod End Date  08-Sep-2011
Assensmant Pupass
Assessment Template  Job Series 0201 (Civ-Human Resource
g Skill Lovel 2 A

Ovarall Rating and Commants

Civilian Workforce Development Application

e ED - = B Fict 2011

Asgessment Date
Man Assessor
Hext Assessment Date

14.5ep 2011
WEBB. SABRINA

22



Gap Analysis Report

1.

To view the GAP analysis report for an assessment go to the CWDA Reports tab. To view a list of available
reports as the employee, click on either the link for “Self Assessment Gap Analysis Reports” or

“Standard Assessment Gap Analysis Reports”. Self Assessments only provide GAP analysis of the employee self-
assessed proficiency rating against the COIl defined benchmark. To view the GAP analysis as the Main Assessor,
click on the link for “Standard Assessment Gap Analysis Reports as Main Assessor”. Standard Assessments
provide GAP analysis of the Main Assessor proficiency rating against the COIl defined benchmark.

Vielcome | My Profile CWDA Reports AddlReports | A Uploads | KeyTerms | COf= | FAQ | Help |
oo comeen 1
G|  publicFolders My Folers
Public Folders = Civilian Workforce Development Application (CWDA)
Ol | Name &
O
O
O
O
F Report
O Appropristed Populstion
O
O
O
O
O
O
O
O Individual Employee Reports
O . - . )
Self Azsezsment Gap Analvsis Reports
= LHzzeas Gap & vaiz Report=
Individual Employes Standard Assessment Gap Analvsis Reports
Main AssessorReports
MainAssessorRe Standard Assessment Gap Anabvsis Reports as Main Assessor

Standard Azsessment Gap &)
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2. Alist of assessments will be available. Click the blue date link next to the desired assessment to view the GAP
analysis report. The report will display and competency gaps are highlighted in yellow.

Unclassified

[ https:flcwda.manpower.usme. mips/portaliCWDAAPFS RFT_STD_LIST M, shaw = & [[#5]]%] ftive Search £~
Fie Edt View Favortes Tools Help
W ¢ WA Reports | | - B - b - rpage v (FTooks v

Civilian Workforce Development Application

CWDA

CWDA Reports

Standard Assessment List as Main Assessor

nt Date Employee Assessed Period Start Date Period End Date Assessment Template Status
‘ 16-IMAY-1 GEHRT. VICKY L 16-MAY-11 30-SEP-11 Job Series 0201 [Civ-Information Systems) Skill Level 2 Assessment PLANNED
femocsi] WEBB. SABRINA A 03-AUG-11 09-AUG-11 Job Series 0201 Skill Level 2 Assessment COMPLETED
16-AUG-11 WEBB, SABRINA A 01-AUG-11 15-AUG-11 Job Series 0201 (Civ-Human Resource Development) Skill Level 2 Assessment ONGOING

Total Row Count in Report- 3
Row(s) 1 -3

Self Assessment Proficiency Gaps

Assessment Date Assessment Template Competency Rating Scale Required Level Assessed Level Proficiency Gap
3-AUG-11 Job Series 0201 (Civ (Desired Leadership Competency Level) MANAGER ~ CWDA Job Req -L 3-MANAGER MANAGER No
-Infarmation Systems eadership Competency Leve
) Skill Level 2 Asse
ssment
(Required Academic Credential) Degres and/or a com CVWDA Job Reg -G 2-Mests Requi 2-Meets Req o

bination of education and work experience needed t  eneral

o qualify. Details at: opm.gov/qualifications/sta

(Required Experience) For GS: Normally, 1yrspec  CWDA Job Req - G 2-Meets Req t - 2-Meets Req t No
ialized experience at next lower grade required F eneral

[pone or details opm.gov/qualifications/standards/group
Coaches and Develops Others 1(0201.2.1.CivInform  CWDA Default 4-High Proficiency  3-Moderate Proficiency Yes
ationSystems)
Coaches and Develops Others 2 (0201.2.1.Civ.Inform  CWDA Default 4-High Proficiency  3-Moderate Proficiency Yes
ationSystems)
Culture W 1(0201.2.1.Civ.l yst CVWDA Default 4-High Proficiency  3-Moderate Proficiency Yes
ems)
Culture 2(0201.2.1.Civ. yst CWDA Default 4-High Proficiency  3-Moderate Proficiency Yes
ems)
1 (0201.21.Civl ionSystems) CWWDA Default Moderate Proficiency 3-Moderate Proficiency No
Organizational Design (0201.2.2 Civ.InformationSys ~ CWDA Default 3-Moderate Proficiency 2-Low Proficiency Yes
tems)
Organizational Systems Thinking (0201.1.2 Civinfo  CWDA Defautt 3-Moderate Proficiency 3-Moderate Proficiency No
rmationSystems)
Practices and Promotes Ethical Behavior (0201.2.1.  CWDA Default 4-High Proficiency ~ 5-Very High Proficiency No
Civ.InformationSystems)
Resolves Conflicts 1{0201.2.1.Civ.InformationSyst ~ CWDA Default 4-High Proficiency  4-High Proficiency Mo
ems)
Resohves Conflicts 2 (0201.2.1 Civ.InformationSyst ~ CWDA Default 4-High Proficiency ~ 4-High Proficiency No
ems)
Strategic Workforce Planning (0201.2.2 Civinforma  CWDA Defautt 3-Moderate Proficiency 3-Moderate Proficiency No
tionSystems)
Technology M 1(0201.2.1 Civ.Infc CWDA Default 3-Moderate Proficiency 4-High Proficiency ho
ystems)
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|dentifying Available Training

1. Toidentify training aligned with the GAP analysis results from an assessment, beginning on the Welcome tab,

select and click on the “My Profile” tab.

WDQUAN428553
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Civilian Workforce Development Application
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i e
Welcome to the CW

“@ Development Application (CWDA), a Web based 100l designed o
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» Enable USMC leaders to guide the development of the Ciilian Workforce
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peet by the C of Interests
» Create Self Assessments which are visible only 1o the employes

* Create Standard Assessments that solicit input from mentors, reviewers, and SUperisors.
* Run Sedf or S 5

i ent Gap Analysis Reports to view proficiency level differences in these assessments as compared to the level of proficiency required
for each job-related competency

T leamn more about CWDA's professional development and workforce management information select the following tabs:
« Key Terms

* Frequently Asked Questions (FAQS)

» Communities of Interest (COIS) - learn about the 21 COIs who developed the competency data
* Help - online CWDA information, such as the User Manual and web based training

c of onec Updates (2009)
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+ Acquisition Program Management

* Administration
* Analysis
* Con 5
« Education & Training
* Engineering & Science
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.
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2. Onthe My Profile tab, locate the link “Click here” to access your list of Privileges and Functions.
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Civilian Workforce Development Application E
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Human Rescurces a2
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Competencies
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Teims. Cils
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3. Inthe left navigation Main Menu, select and expand “USMC Learner (Available Soon). Expand until “Learner
Home” is visible. Click on the link “Learner Home”.

WDQUAN429553
/= Oracle Applications Home Page - Microsaft Internet Explorer provided by |
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4. Atthe top of the page, click on the link “Advanced Search”.
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5. Onthe Advanced Search page, to search by competency, click the red “Select Competencies” button.

6.

nternet Fxplorer provided by HMC
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7. Alist of competencies will be displayed. Using the check box to the left of the competency, select the
competency or competencies whose training you would like to view. Click “Apply”.

1 .l 8_HTMLIGA. | e e Typemhi, vl NSRS
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9. The course(s) that have been identified as supporting the competency in the search will be displayed in a grid

.The
courses in the search result are suggested avenues to closing identified competency gaps.

WDQUAN429553 Unclassified
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FAQ

If am a USMC civilian employee, what can | do with the CWDA?
Employees may perform the following actions in the CWDA:

e View Competencies
Create functional/leadership competency/proficiency assessments

e Compare proficiencies against specific COl templates

Record professional development attributes including academic credentials, certificate requirements, rotational assignment
requirements, and internship requirements.
e View positions by series/location

If  am a Community of Interest Leader/Manager, what can | do with the CWDA?
e  Community of Interest Leaders/Managers may perform the following actions in the CWDA:

e View occupational series in each Community of Interest (COl)
e View competencies for occupational series in the COI

View professional development attributes in the COI

View positions in COI by series, grade and activity
e View employees' information in the COI
e View reports and analytical outputs

What is a Professional Development Attribute?

Each Community of Interest has identified other aspects of professional development needed by or recommended to you, the USMC
civilian employee, to perform your job and meet USMC mission requirements. The CWDA calls those aspects "Professional Development
Attributes", and stores them as competencies. Professional Development Attributes fall into the following categories:

e Academic Credential: Degree-related (e.g. bachelor's degree in business administration)

e Education & Training: Coursework-related (e.g. 24 hours of concentration in business administration)

e Experiential: Related to tenure in occupational field (e.g. 5 years in business administration-related occupational fields)

e Certification: Related to statutory or regulatory accreditation requirements for an Occupational Series (e.g. certifications
required by the Defense Acquisition Workforce Improvement Act, such as DAWIA Level 2)

e Internships and Apprenticeships: Learning assignments prior to assumption of full duties within occupational series (e.g.
Presidential Management Internship)

e Rotational Assignments: Temporary duty with other organizations during career that help you to develop a broader skill set

When were the Communities of Interest created?
The Commandant of the Marine Corps created the Communities of Interest in a MARADMIN issued in August 2001.
Who is in charge of the Communities of Interest?

Each Community of Interest has a two-person leadership team. Each team consists of a Leader and a Manager. The leader, typically an
executive in a functionally-related USMC line organization, provides strategic guidance and oversight to the COI. The Manager, typically
a top manager in a functionally-aligned organization, directs day-to-day execution of COI development.



When did the Communities create Competencies and Professional Development Attributes?

The Civilian Communities of Interest Project, which ran from September 2001 - December 2002, was administered by the Civilian
Workforce Development (MPC-30) Section of the Civilian Workforce Management (MPC) Branch of the Department of Manpower &
Reserve Affairs, HQ USMC. During that time, the following things happened:

e  Occupational Series Alignment: In collaboration with the COls, MPC aligned over 400 occupational specialties in the USMC
civilian workforce with one of the twenty COls. Each specialty was identified by its OPM Occupational Series Number (e.g. GS-
0346, GS-1102, and GS-2210) and allocated to a COl based on its relationship to a particular functional area of expertise.

e  Competency and Professional Development Attribute Development: Each Community of Interest established a set of
Competencies and Professional Development Attributes for each of the Occupational Series aligned with it.

e  Skill Level Structure Development: Each Community of Interest divided career progression within an Occupational Series into
an ascending series of Skill Levels.

e  Proficiency Level Development: Each Community of Interest created Proficiency Levels for each Competency based on the Skill
Level of an Occupational Series.

Beginning in September 2009, a new effort was launched to refresh the competency data for each community and the associated
occupational series. There will be periodic reviews and refreshes.

I don't understand all these terms, and | don’t understand what the Community of Interest is supposed to do for me. Who can | contact
for more information?

Contact the Civilian Workforce Development Section (MPC-30).
Why shouldn't | use the browser Back button when logged into the CWDA application?

The browser “Back” button should not be used once logged into the application. The use of the browser “Back” button may cause the
application to perform unexpectedly.

What do I do if my HR information is missing or incorrect?

Personal data shown in CWDA was downloaded from the official employee HR records of Modern DCPDS or NAFI. It cannot be updated
in CWDA. If this personal data is incorrect, contact your HR office.

Why is my Supervisor missing from the drop down list in Update Supervisor?

The Supervisor drop down list is comprised of employees who have valid CWDA user accounts and who also share the same UIC
assignment as you. The list displays all potential NAFI employees but only DCPDS employees that have a Supervisory Code.
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HELP

Support

CWDA Help Desk
703-784-9030
cwda.helpdesk@usmc.mil

Contact

MPC-30

Manpower and Reserve Affairs
3280 Russell Road

Quantico, VA 22134-5103

HQ US Marine Corps

Functional Manager

Sabrina Webb

Headquarters U.S. Marine Corps
Manpower and Reserve Affairs
Civilian Workforce Development
(MPC-30)

Office (703)432-9417
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