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Introduction 

 
In spring of 2014, the Oregon Federal Executive Board (FEB) Policy Committee approved development of a new Oregon 

FEB Training Plan.  A key component of that plan is the revival of the Oregon FEB leadership development curriculum 

known as “The Associates Program.” This program is designed to develop management and leadership skills utilizing Office 

of Personnel Management (OPM) executive core competencies as the foundation.  The first class is anticipated to begin 

Fiscal Year 2015 and is intended for high performing GS-11 through GS-13. 

 

The need for the Associates Program was derived from a survey sent out in February 2014 to federal executives and mid to 

senior managers within Oregon FEBs service area.  The survey was used to evaluate the training needs of the local federal 

community, whether those needs were currently being met, and if not what training opportunities could Oregon FEB provide 

to meet those needs.  In addition, other FEBs training programs were evaluated and compared to Oregon FEB training 

components.  The need for mid-manager leadership development opportunities was identified as the number one training 

need which could not be met by current resources, although the majority of respondents stated their agencies might be willing 

to pay for such a program.  This was an area that was also identified as missing from the training components of Oregon FEB 

when compared to training programs offered by other FEBs.       

   

The primary purpose of this program is to give participants the opportunity to further develop their management, leadership 

and team skills through experiential learning.  Participants will join in team projects, shadowing, executive interviews, 

committee presentations and production of written reports.  The Associates Program is intended to provide a broad 

perspective on leadership and management through interaction with federal executives, local organizations and participation 

in Oregon FEB programs and activities.   

 

The Oregon FEB training council provides oversight for the Associate program.  Overall, approximately 10 percent of an 

associate’s time will be devoted to the various components related to this program, with some activities requiring a greater 

time commitment and utilization of personal time outside of work hours.     

 

Nominations  
 

Nominations for the Associates Program must come from agency heads within the Oregon FEB service area.  The Training 

Council, supported by the Oregon FEB staff, is responsible for the selection of each year’s group of Associates.  A maximum 

of two nominees per agency is allowed.  Participation is for 12 months, beginning in October of each year, with the first class 

set to begin in October 2015.  The selection process includes a written application followed by individual interviews.  The 

selection committee will consider the following factors: 

 

 The nominee’s learning goals for participating in the program 

 The commitment of the nominee and their immediate supervisor for approximately 10 percent of the applicant’s 

work time will be dedicated to the program (participation in all sessions and assignments) 

 Additional non-duty personal time is anticipated above the 10 percent of applicant’s work time (specific amount 

based upon individual needs/goals) 

 The potential and actual capabilities the nominee would bring to the program 

 The written recommendation from the nominee’s immediate supervisor and Agency head. 

 

Program Requirements 

 
The Associates Program is both an individual and a collaborative program designed to maximize personal leadership growth.  

During the 12 month program, participants complete individual assignments, team projects, written reports for each 

assignment, and attend meetings.  Each associate is expected to complete the following requirements: 

 Attend mandatory orientation session (supervisors invited and encouraged to attend) (4 hours)  

 Complete an Individual Development Plan (4 hours) 

 Participation in developing and completion of a team project (20 hours) 

 Plan, conduct and attend monthly Associates meeting (24 hours) 

 Regular individual meetings with their program Advisor (18 hours) 
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 Completion of all reading and study assignments (12 hours)  

 Completion of at least one shadow assignment (8 hours) 

 Completion of Executive and local Interview with write-ups (5 hours)  

 Completion of training that develops (counted in weekly Associate meeting time): 

o Leadership skills 

o Expands competencies in project management 

o Group facilitation skills and methods 

o Consensus building decision making skills 

o Communication skills 

o Personal development and self-assessment 

 Complete at least one service activity with the Oregon FEB (10 hours) 

 Attend Oregon FEB Policy committee meetings (6 hours) 

 Complete an annual self-evaluation and program portfolio (4 hours) 

 Fully participate in various group activities including training, service projects, and other events approved and 

planned by the group as a whole  

 Keep his/her supervisor apprised of activities and accomplishments 

 

Guiding Principles  

   
Associate members and all stakeholders will commit to: 

 Keep confidences and operate in an environment of trust 

 Meet deadlines and timeframes 

 Communicate openly and honestly 

 Appreciate others’ points of view 

 Focus on the situation, issue, or behavior, not the person 

 Maintain the self-confidence and self-esteem of others 

 Maintain constructive and collaborative relationships 

 Take initiative to make things better 

 Lead by example 

 

Meetings 

 
Orientation Meeting   

 
Associates participation is mandatory in an orientation that explains program requirements, opportunities, and individual 

development planning.  It is an opportunity for the new Associates to meet the advisors and prior associate graduates, and ask 

questions.  Prior Associates participate in the orientation to demonstrate how the program works and provide guidance.   

 

Associate Meetings 

 
Associates are expected to attend every monthly meeting.  The associate maintains a signed roster of participation at monthly 

meetings and other activities.  Associates are responsible for updating this document at each meeting and making sure they 

have obtained the appropriate signatures.   

 

Associates divide into four groups to cover the oversight of two meetings throughout the program.  In consultation with their 

advisor, the groups are expected to: 

 Develop a meeting agenda for each month 

 Facilitate the meeting discussions 

 Take notes to be distributed within a week of the meeting (Associates, Executive Director, Training Council) 

 Lead a structured discussion of the required reading 

 Coordinate with the Training Council for the training component of the meeting 
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Policy Committee Meetings 

 
The Policy Committee monitors the operations of the Oregon FEB.  The Policy Committee meets each quarter for general 

discussion among federal executives.  They also meet to determine those activities that will advance the mission of the 

Oregon FEB.  Attendance is required at a minimum of two Committee meetings, although Associates are encouraged to 

attend all Policy Committee meetings.  This participation will enhance the effectiveness of the committee and provide the 

Associates with an understanding of the interaction between various federal and local agencies.  They also provide Associates 

with the opportunity to meet and network with the Policy Committee members.   

 

Associate Development 
   

Individual Development Plan 

 
Associates complete an Individual Development Plan (IDP) that will serve as a blueprint for their professional development 

in this program.  This assignment must be completed by new Associates no later than the second meeting/month of the 

program.  Associates should use the OPM Executive Core Competencies Guide (see Appendix B) to shape their personal 

programs, but should spend time exploring their own leadership strengths and weakness, experiences and goals to 

individualize their programs.  Each associate needs to identify at least two competencies on which they intend to focus their 

program activities.  (Appendix C: IDP Template)   

 

Reading Assignments 

 
While the program is oriented towards experiential learning, Associates are expected to read at least one book and complete a 

one-page report reviewed by fellow associate participants and by the training council.  The reading materials will center on 

leadership and management.  Selection of reading material not from the recommended list must be approved in advance by 

the training council.  (Appendix F: Recommended Reading List) 

 

Training 

 
The Associates Program has a curriculum composed of core competencies.  These competencies are derived from senior 

executive service (SES) standards as set by the Office of Personnel Management (Appendix B: OMB Core Competencies). 

Training topics will be reviewed for relevancy to these core competencies as well as with current Associates’ needs and 

individual interests.   

 

A major component of experiential learning is found in the development and execution of the group project. The Associates 

work collectively to select the project, determine goals and objectives, overcome disagreements, and achieve consensus and 

unity of action.  

 

The Training Council develops a schedule of group trainings based upon OPM’s 5 executive core competencies that are held 

as part of each monthly associate meeting.   These trainings use primarily local federal talent and resources, including 

presentations on leadership from Oregon FEB executive level members.   

 

Advisors 
 

Each associate is assigned an advisor, mainly from the Oregon FEB Policy Committee.  Frequent meetings in person and on 

the phone are encouraged, to be held at least once a month.  It is expected that the individual associate will seek out their 

advisor to establish these appointments.   Advisor relationships are intended to provide an opportunity for job skills coaching, 

confidential feedback and personal encouragement.   

 

Portfolio with final assessment 
 

During the program, Associates develop a portfolio of all training materials, including program requirement reports, meeting 

notes, and other useful information from the program.  A portfolio review will be conducted at the 5th month Associates 
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monthly meeting and upon completion of all requirements by the training council.  The portfolio creates a lasting resource for 

the graduate.   

 

Executive Shadow and Interviews 
 

Executive Shadow 
 

Associates will have the opportunity to shadow their advisor for a mutually acceptable time, at least 1 day.  Shadowing will 

offer the associate an opportunity to observe the manager’s style, organization, interactions, priorities and other 

characteristics; and discuss their various duties and responsibilities. 

 

Executive Interview 

 
The federal agency interview is a team project.  Associates are broken up into teams of 4-5 members, with each team 

selecting different local federal agency heads to interview.  Selection is from an agency not represented by an agency of the 

team members.  A written summary is to be prepared, and a 15 minute oral team presentation with visual aids will be 

presented to the Oregon FEB Policy Board.  (Appendix D: Federal Interviews)   

 

Community (non-profit) Interview 

 
The community agency interview is an individual assignment.  The president or executive director to be interviewed will be 

from amongst local 501(c)3 non-profit organizations of interest to the associate.  A written summary of the interview will be 

prepared, and a 10 minute oral presentation (without visual aids) will be given to the Oregon FEB policy committee.  

(Appendix D:  Interviews)     

 

Projects 
 

Oregon FEB Projects  
 

Associates are required to complete a service project with the Oregon FEB.  Frequently throughout the year, the Oregon FEB 

executive director will request assistance for projects.  Examples include combined federal campaign compliance audit, 

public service recognition planning committee, facilitation of retirement seminars, and representing the executive director.  

 

Team Project 
 

Each year the Associates work as a team to develop a project from start to finish.  The Associates generally choose a project 

that focuses on at least one of the President’s agenda or initiative items: energy and the environment, fiscal responsibility, 

transparency, healthcare, veterans or youth hiring, etc. The project is expected to balance service to the wider community 

while maintaining relevance to the work of federal agencies.  

 

The project needs to be large enough so that every associate has the opportunity to participate and has an area of 

responsibility.   Associates brainstorm and research ideas, evaluate choices and make a selection by consensus decision 

making.   Examples of projects from other FEBs include 

 

 Operation Warfighter: a collaboration with a DOD funded program to expand federal internship opportunities for 

returning veterans.   

 Wellness Works Wonders - a promotion of fitness, health and overall wellness through variety of events and 

education tools, and federal job/informational fair.  

 Green government fair 

 Pandemic flu forum 
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Committees 
 

Associates should choose a committee to work on.  These committees should include, but are not limited to: 

 

Training Council 
 

The training council is responsible for maintaining a resource list of trainers so that individuals and groups can meet the 

associate curriculum requirements.  This council should ensure that group training needs are being met throughout the course 

of the year and should bring any concerns to the attention of all Associates.  The council may need to refine the training 

curriculum requirements as the program progresses through the year, depending on the needs. 

 

Emergency Preparedness Committee 
 

Crisis Continuity Coalition (C3):  The OregonFEB, FEMA and GSA have partnered since 2004 to coordinate an emergency 

preparedness working group in the region, entitled the Crisis Continuity Coalition (C3).  Regularly scheduled meetings occur 

quarterly. Federal professionals in Oregon and SW Washington with responsibilities for emergency management, security, 

safety, human resources, facilities, records management, procurement and public information regularly participate. 

 

Combined Federal Campaign Committee 

The CFC is the only authorized solicitation of employees in the federal workplace on behalf of charitable organizations.  It 

continues to be the largest and most successful workplace fundraising model in the world.  There are about 180 CFC regions 

nationally, reaching 2 million civilian, postal and military employees.  Regulation and administration of the CFC nationally is 

conducted by the Office of CFC Operations in Washington, D.C. 

The Pacific Northwest CFC serves approximately 28,000 federal employees in 40 Oregon and SW Washington counties.  It is 

administered by the Oregon FEB and a body of federal volunteers called the Local Federal Coordinating Committee (LFCC).  

Shared Neutrals-ADR 

The Shared Neutrals Program is a cooperative arrangement between diverse federal and state agencies and local governments 

in the Pacific Northwest region. Each member makes a reciprocal agreement to submit requests for alternative dispute 

resolution services and to share resources cooperatively. The Shared Neutrals Program is designed to serve three objectives:  

 Provide agencies with low cost and flexible access to sophisticated dispute resolution services. 

 Provide disputing individuals with accessible, timely, and confidential neutral services.  

 Support a diverse cadre of trained and experienced neutrals (mediators) who mentor less experienced neutrals from 

other agencies on a collateral duty basis. 

The committee welcomes new member agencies in need of mediation support, as well as committee participants, particularly 

those with marketing, business planning or collective bargaining skills.  

Conclusion 

At a time when federal budgets are constrained and training dollars are being reduced and/or redirected, targeted investments 

in workforce training is necessary to keep up with rapidly changing problems, expectations and environments.  The 

Associates Program is well position to help guide, train and yield high leadership potential graduates back into their agencies 

ready to face the future challenges of leadership.  There will be a broader understanding of the role of federal government in 

society and the value of inter-agency collaboration in accomplishing federal initiatives.  These future leaders will have had 

the opportunity to increase their perspective of managerial competencies particularly relative to interpersonal skills, 

influencing and negotiating, problem solving, leveraging diversity, partnering, strategic thinking, external awareness, 

accountability, team building and continual learning.     

http://www.fema.gov/regions/x/
http://www.gsa.gov/
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Appendix A 

Curriculum 
 

Oregon Federal Executive Board 

Associates Curriculum Principles 
 

A Framework for Learning 

 

Providing experiential opportunities through interaction with federal executives, 

participation in Oregon FEB programs and activities to develop leadership potential 

 

Guiding Principles 

The guiding principles of the associate’s program curriculum are derived from the Office of Personnel Management’s 

standards for federal senior executive service.  OPM sets forth core qualifications and core competencies that must be 

developed in government leaders.  

Core qualifications include the ability to lead change and lead people.  Developing leaders must be results driven.  They also 

must demonstrate business acumen, and the ability to build coalitions in a diverse environment.   

Core Qualifications  

 Ability to lead people 

 Ability to lead change 

 Leadership that is driven by results 

 Demonstrated business acumen 

 Ability to build coalitions. 

Core Competencies 

 
Underlying the five core qualifications are the development of six core competencies.  These competencies are essential to success 

in achieving each core qualification.   Over the 12 months of the program participation, each associate is expected to gain 

experience in all areas through a variety of trainings, projects, committee involvement, meeting participation, interaction with 

advisors, job shadows and service activities.  

 

 Interpersonal Skills 

 Oral Communication. 

 Integrity/Honesty 

 Written Communication 

 Continual Learning 

 Public Service Motivation 

 

Training topics 

 
The content of the program curriculum is guided by reference to these core competencies.  Each associate is exposed to or 

offered the opportunity to attend formal training in these critical areas over the 12 month program.  Training topic lists will 

be reviewed by the Associates and advisors and modified as needed on an annual basis.  
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Core competencies will be used as foundational guidelines.  Training topics will also be reviewed for relevancy to current 

Associates’ needs and individual interests.  It is expected that the group will determine annual goals and objectives through 

team exercises, active participation and consensus decision making.    

 

Structure 
 

     Individual Participation Checklist 

 

 Each associate maintains records of their individual participation in trainings, events and required program 

activities.  This portfolio reflects their contract with the program signed at program entry.   

 Basic attendance and participation is reviewed with the individual advisor and, if necessary, with the Oregon FEB 

executive director.   

 

True benefit from the program is based on the principle that each associate receive in measure with the energy, effort and 

thought put into the program and to learning.  Program participation, while monitored, should primarily reflect both 

personal commitment as well as the professional agreement made with the Oregon FEB and with their agency. 
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Appendix B 

Full Description of Core Qualifications and Core Competencies 

 

Office of Personnel Management  

Senior Executive Service Executive Core Qualifications* 

 
Overview 
OPM has identified five executive core qualifications (ECQs). The executive core qualifications define the competencies 

needed to build a federal corporate culture that drives for results, serves customers, and builds successful teams and coalitions 

within and outside the organization. The Executive Core Qualifications are required for entry to the Senior Executive Service 

and are used by many departments and agencies in selection, performance management, and leadership development for 

management and executive positions. The ECQs were designed to assess executive experience and potential, non-technical 

expertise. 

 

Executive Core Qualification 1: Leading Change 

Definition: This core qualification involves the ability to bring about strategic change, both within and outside the 

organization, to meet organizational goals. Inherent to this ECQ is the ability to establish an organizational vision and to 

implement it in a continuously changing environment. 

Creativity and Innovation 

Develops new insights into situations; questions conventional approaches; encourages new ideas and 

innovations; designs and implements new or cutting edge programs/processes. 

 

External Awareness 

Understands and keeps up-to-date on local, national, and international policies and trends that affect the 

organization and shape stakeholders' views; is aware of the organization's impact on the external 

environment. 

 

Flexibility 
Is open to change and new information; rapidly adapts to new information, changing conditions, or 

unexpected obstacles. 

 

Resilience 

Deals effectively with pressure; remains optimistic and persistent, even under adversity. Recovers quickly 

from setbacks. 

 

Strategic Thinking 

Formulates objectives and priorities, and implements plans consistent with the long-term interests of the 

organization in a global environment. Capitalizes on opportunities and manages risks. 

 

Vision 
Takes a long-term view and builds a shared vision with others; acts as a catalyst for organizational change. 

Influences others to translate vision into action. 
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Executive Core Qualification: Leading People 

Definition: This core qualification involves the ability to lead people toward meeting the organization's vision, mission, and 

goals. Inherent to this ECQ is the ability to provide an inclusive workplace that fosters the development of others, facilitates 

cooperation and teamwork, and supports constructive resolution of conflicts. 

Conflict Management 
Encourages creative tension and differences of opinions. Anticipates and takes steps to prevent counter-

productive confrontations. Manages and resolves conflicts and disagreements in a constructive manner. 

 

Leveraging Diversity 
Fosters an inclusive workplace where diversity and individual differences are valued and leveraged to 

achieve the vision and mission of the organization. 

 

Developing Others 
Develops the ability of others to perform and contribute to the organization by providing ongoing feedback 

and by providing opportunities to learn through formal and informal methods. 

 

Team Building 
Inspires and fosters team commitment, spirit, pride, and trust. Facilitates cooperation and motivates team 

members to accomplish group goals.  

 

Executive Core Qualification 3: Results Driven 

Definition: This core qualification involves the ability to meet organizational goals and customer expectations. Inherent to 

this ECQ is the ability to make decisions that produce high-quality results by applying technical knowledge, analyzing 

problems, and calculating risks. 

Accountability 
Holds self and others accountable for measurable high-quality, timely, and cost-effective results. 

Determines objectives, sets priorities, and delegates work. Accepts responsibility for mistakes. Complies 

with established control systems and rules. 

 

Customer Service 
Anticipates and meets the needs of both internal and external customers. Delivers high-quality products and 

services; is committed to continuous improvement. 

 

Decisiveness 
Makes well-informed, effective, and timely decisions, even when data are limited or solutions produce 

unpleasant consequences; perceives the impact and implications of decisions. 

 

Entrepreneurship 
Positions the organization for future success by identifying new opportunities; builds the organization by 

developing or improving products or services. Takes calculated risks to accomplish organizational 

objectives. 

 

Problem Solving 
Identifies and analyzes problems; weighs relevance and accuracy of information; generates and evaluates 

alternative solutions; makes recommendations. 

 

Technical Credibility 
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Understands and appropriately applies principles, procedures, requirements, regulations, and policies 

related to specialized expertise. 

Executive Core Qualification 4: Business Acumen 

Definition: This core qualification involves the ability to manage human, financial, and information resources strategically. 

Financial Management 
Understands the organization's financial processes. Prepares, justifies, and administers the program budget. 

Oversees procurement and contracting to achieve desired results. Monitors expenditures and uses cost-

benefit thinking to set priorities. 

 

Human Capital Management 
Builds and manages workforce based on organizational goals, budget considerations, and staffing needs. 

Ensures that employees are appropriately recruited, selected, appraised, and rewarded; takes action to 

address performance problems. Manages a multi-sector workforce and a variety of work situations. 

 

Technology Management 
Keeps up-to-date on technological developments. Makes effective use of technology to achieve results. 

Ensures access to and security of technology systems. 

Executive Core Qualification 5: Building Coalitions 

Definition: This core qualification involves the ability to build coalitions internally and with other Federal agencies, State and 

local governments, nonprofit and private sector organizations, foreign governments, or international organizations to achieve 

common goals. 

 

Partnering 
Develops networks and builds alliances; collaborates across boundaries to build strategic relationships and 

achieve common goals. 

 

Political Savvy 
Identifies the internal and external politics that impact the work of the organization. Perceives organizational 

and political reality and acts accordingly. 

 

Influencing/Negotiating 
Persuades others; builds consensus through give and take; gains cooperation from others to obtain information 

and accomplish goals. 

Fundamental Competencies 

Definition:  Competencies are the personal and professional attributes that are critical to successful performance in the SES. 

The fundamental competencies are the attributes that serve as the foundation for each of the Executive Core Qualifications. 

Experience and training that strengthen and demonstrate the competencies will enhance a candidate's overall qualifications 

for management and the SES. 

Interpersonal Skills 
Treats others with courtesy, sensitivity, and respect. Considers and responds appropriately to the needs and 

feelings of different people in different situations. 

 

Oral Communication 
Makes clear and convincing oral presentations. Listens effectively; clarifies information as needed. 
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Integrity/Honesty 
Behaves in an honest, fair, and ethical manner. Shows consistency in words and actions. Models high 

standards of ethics. 

 

Written Communication 
Writes in a clear, concise, organized, and convincing manner for the intended audience. 

 

Continual Learning 
Assesses and recognizes own strengths and weaknesses; pursues self-development. 

 

Public Service Motivation 
Shows a commitment to serve the public. Ensures that actions meet public needs; aligns organizational 

objectives and practices with public interests. 

 

 

 

*http://www.opm.gov/policy-data-oversight/senior-executive-service/executive-core-qualifications/#url=Overview 
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Appendix C 

Individual Development Plan Guidance 
 

Source: http://www.opm.gov/wiki/training/Individual-Development-Plans/Print.aspx 

 

 

Individual Development Plan 

 
An individual development plan (IDP) is a tool to assist employees in career and personal development.  Its primary purpose 

is to help employees reach short and long-term career goals, as well as improve current job performance. An IDP is not a 

performance evaluation tool or a one-time activity.  When completed on the job, it should be looked at like a partnership 

between the employee and the supervisor.  It involves preparation and continuous feedback.  Many agencies require IDPs for 

new and current employees, some require annual completion.  It is encouraged throughout many organizations.  All senior 

executives are required to have an executive development plan (EDP) (5 CFR 412.401).  In addition, OPM has developed an 

leadership assessment tool that needs to be filled out and utilized in doing the IDP.  It can be accessed at https://opm-

fmli.powertrain.com/index.aspx .   

 

Individual development planning benefits an organization by aligning employee training and development efforts with its 

mission, goals, and objectives.  When using an IDP, supervisors develop a better understanding of their employees' 

professional goals, strengths, and development needs resulting in more realistic staff and development plans.  Employees take 

personal responsibility and accountability for their career development, acquiring or enhancing the skills they need to stay 

current in required skills.  Some of the benefits of an IDP are: 

 Provide an administrative mechanism for identifying and tracking development needs and plans  

 Assist in planning for the agency's training and development requirements  

 Align employee training and development efforts with its mission, goals, and objectives   

 

There are no government-wide regulatory requirements mandating employees to complete IDPs, outside of the SES program. 

However, it is considered good management practice, and many agencies have developed their own IDP planning process 

and forms. While there is no one "correct" form for recording an employee's development plan, an effective plan should 

include, at minimum, the following key elements: 

 Employee profile - name, position title, office, grade/pay band  

 Career goals - short-term and long-term goals with estimated and actual completion dates  

 Development objectives - linked to work unit mission/goals/objectives and employee's development needs and 

objectives  

 Training and development opportunities – activities the employee will pursue with estimated and actual completion 

dates. These may include formal classroom training, web based training, rotational assignments, shadowing 

assignments, on-the-job training, and self-study programs, and professional conferences/seminars. 

 Signatures - supervisor and employee signature and date  

 

How do you go about developing an IDP?  The IDP process requires communication and interaction between the supervisor, 

advisor and associate.  It involves five phases: 

 Pre-Planning – supervisor/mentor/coach and associate prepare independently for meeting  

 Employee/Supervisor(or mentor or coach) Meeting - discuss associate strengths, areas for improvement, interests, 

goals, and organizational requirements  

 Prepare IDP - associate, in consultation with supervisor/mentor/coach, completes plan for individual development  

 Implement Plan - associate pursues training and development identified in plan  

 Evaluate Outcomes - supervisor/mentor/coach and associate evaluate usefulness of training and development 

experiences  

  

Supervisors/mentors/coaches and Associates work together to complete the associate's development plan, however, 

Associates are ultimately responsible for taking the initiative for their professional development.  Below are examples of 

activities one may utilize for further development and incorporate into their plan: 

https://opm-fmli.powertrain.com/index.aspx
https://opm-fmli.powertrain.com/index.aspx
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 Formal Training - OPM offers formal training at its management development centers and federal executive institute 

(https://www.leadership.opm.gov/).  There are also other formal training centers available to employees outside 

OPM. 

 360 Degree Feedback - 360-degree feedback is a widely used method and tool to assist in identifying strengths and 

developmental needs.  OPM offers 360 degree survey services. 

http://www.opm.gov/surveys/services/leadership360.asp, as do other organizations. 

 The OPM Leadership Assessment tool, a tool created to provide federal leaders and aspiring leaders with 

developmental feedback on their proficiency level on the competencies that comprise the U.S. Office of Personnel 

Management (OPM) Executive Core Qualifications (ECQ) - https://opm-fmli.powertrain.com/index.aspx 

 Mentoring and Coaching - mentoring and coaching are effective tools for personal and leadership development.  For 

more information, go to OPM’s Mentoring-and Coaching. http://www.opm.gov/wiki/training/Mentoring-and-

Coaching/Print.aspx 

 

How do we complete an IDP for the Associates Program?  Is it different?  There are differences between a typical on-the-job 

IDP and the IDP you will create for the Associates Program.  Your associate’s participation may help you to plan your 

personal or professional development beyond your current job position.  Your goals for this associate program are not based 

on skill-development for your agency’s technical competencies or regulatory knowledge.  For your associate IDP taking the 

OPM leadership assessment tool is a good first step.  You may get feedback from your current supervisor about competencies 

you have, or those you need to develop, but the associate-IDP focus is not on developing mission-specific or technical 

competencies for your current job.  You may seek the assistance of a mentor, if you have one, or another person who acts as 

your career advisor or personal goals coach.  You may also complete the associate-IDP on your own, using the tools provided 

in this program or online resources, and training or development opportunities made available through the EDP. 

 

Additional Resources 

 

GovLeaders.org article on "Using IDPs to Leverage Strengths" http://govleaders.org/idp.htm 

Career Advancement - Federal Employees Career Development Center http://fedcareer.info/index.htm 

 

https://opm-fmli.powertrain.com/index.aspx
http://fedcareer.info/index.htm
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Oregon Federal Executive Board Associate’s Development Plan 

 

Name       Date       Agency       

Future Goal       

OPM Core Leadership 

Skills (plus one) 

Current 

Skill 

Level 

Development Activities Support Needed Completion 

Date 

1. Interpersonal Skills       1.                   

  2.                   

  3.                   

2. Oral 

Communication 

      1.                   

  2.                   

  3.                   

3. Integrity/ Honesty       1.                   

  2.                   
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  3.                   

4. Written 

Communication 

      1.                   

  2.                   

  3.                   

5. Public Service 

Motivation 

      1.                   

  2.                   

  3.                   

6. Continual Learning       1.                   

  2.                   

  3.                   

 

Signature  Date 

 

 

    

Supervisor’s Signature             Date 

 

Advisor’s Signature          Date 
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Appendix D 

Federal & Community Agency Interviews Guidelines 

 
FEDERAL EXECUTIVE INTERVIEW: 
The Federal Executive Interview is a team project.  Members of the team select a federal agency head to interview.  Select a 

federal agency from an agency not represented on the team.   

  

A written summary of the interview is due at the 5th associate meeting of the class (3 copies).  This written summary is the 

basis for a 15 minute team presentation, also scheduled for this same meeting.  This oral presentation should include visual 

aids and involve all members of your team. 

 

Please let the training manager know of any special equipment you will need to conduct your presentation at least two weeks 

before you give your presentation. 

 

COMMUNITY (NON-PROFIT) INTERVIEW: 
The community agency interview is an individual assignment.  Select a community agency in an area of interest to you and 

set up an interview with the president or executive director.     

 

A community agency is a non-profit organization (501(c)3 operating in the Oregon FEB area of influence.  Please do not 

select an agency with which you are already affiliated. 

 

A written summary of the interview is due on the date of your presentation (3 copies). This written summary is the basis for a 

10 minute presentation.  Visual aids will not be permitted for this presentation (including PowerPoint). 

 

Please provide the name of the agency you would like to interview to the training council, for approval, before the second 

class meeting. Selections will be determined on a first-come-first-serve basis. 

 

INFORMATIONAL INTERVIEWS – Both Federal and Community 
 

The length of the informational interview should be 30 minutes to one hour.  Ensure that 1) the informational purpose of you 

interview is clear; 2) interviews begin timely and do not exceed the agreed upon duration; and 3) for federal agency 

interviews that all individuals participate. 

 

Interview Questions 

Your interview protocol should consist of a few core questions designed to solicit the information sought, with appropriate 

follow up questions for exploring interesting angles.  A few well thought-out questions will also make it easier to keep the 

interview within the designated time limits.  You may choose to share your questions ahead of time to help facilitate the 

interview and make the most of the time that you have.  Feel free to ask for and to follow up on other individuals or 

information sources that could further inform or assist you in achieving your objectives. 

 

The following guidelines might prove helpful in developing your protocols: 

 

1. A brief overview of the organization, its mission, vision, size, location, strategic priorities, short-term challenges, 

long term challenges. 

 

2. A brief bio of the agency head.  How did he or she become the head of a federal or community agency? 

 

3. Identify and describe the agency’s relationship with the Portland area community, any outreach initiatives, and any 

roles the agency plays in community programs/activities. Why are community relationships important and how do 

they help the agency? What does it take to build successful community relationships? 

 

4. What does it take for the agency head to successfully meet the challenges at their agency?   
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5. Any advice, encouragement or other thoughts for the associate participants as they pursue leadership roles in their 

own agencies and in the community. 

 

6. Name one thing to be used on you individual development plan (IDP) 

 

WRITTEN REPORTS – Both Federal and Community 
 

The written report should be typewritten and 3-5 pages (double spaced; 12 pt. font) in length.  Please make 20 copies to 

handout to policy committee prior to your presentation.   

 

The following format is recommended: 

 

Include the name(s), date, time and location of the interview. 

 

Title – Leadership interview by: (Team information) 

 

I. Interviewee: Name, Agency, Agency address, Agency phone number. 

 

II. Brief Overview of the Agency 

 

III. Agency Objective 

Include the Mission Statement and/or Vision Statement 

 

IV. Brief Biography of the Agency head – how he or she became the leader 

 

V. Agency Accomplishments 

Include any Community Initiatives, Outreach, Partnering 

 

VI. Agency Head’s Leadership Style and Philosophy 

How they approach challenges at their Agency 

 

VII. Agency Head’s acquired wisdom  
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Appendix E 

Team Projects 

 
This project team will be established by the Oregon FEB training council, or approved by the training council.  Once your 

team has been established, all of you will work with a community group, entity, school, or organization, to complete a 

collaborative project. Your project will be consistent with the needs of the group you are required to serve and in line with 

current Presidential Initiatives and Oregon FEB. 

 

The following guidance will be essential to your success.  Please refer to it as often as needed throughout your project group 

development.  Please note: this guide is intentionally designed to be general in nature. However, you will find that it provides 

a key framework for working your project through to completion. 

 

Group Project Teams 
 

Each group project team is required to identify a need that can be reasonably fulfilled with minimal resources by the group or 

in conjunction with other partners before the end of this 12 month course.  First, teams will be selected based on a 

combination of personal preference and other factors.  Once project groups have been established, it is highly recommended 

that members provide contact information to one another and begin conceptualizing some potential project.  As soon as 

possible, teams should begin brainstorming potential project ideas.  Any project selected must be approved by the Training 

Council. 

 

Identification, Assessment & Determination 
 

Each project is required to identify a need within their respective community and/or federal group and assess that need to 

determine feasibility, reasonableness, and attainability.  In other words, is this really a need? Is it doable? Can we complete it 

before the end of the Associates program? Do we have enough resources?  The assessment must validate the group’s idea 

with proof through research.  There is no limit or restrictions on what is used to prove out an idea, however, training council 

is the final acceptor of the assessment.  No plan can be derived until the assessment has been accepted. 

 

The assessment can be a time consuming process.  Some ideas will be validated fairly easily while others will not.  This can 

cause groups to end up assessing multiple ideas and often having to start brainstorming all over again.  

 

The assessment is beneficial to project groups in several ways: 

1. Provides details that support the project’s goals 

2. Assists in scoping an idea prior to implementation 

3. Saves time that may have been used on an idea that resulted in no benefit to the community for which the 

project is meant to serve  

4. Gives way to potentially new ideas. 

 

The groups will meet regularly with the training council and discuss the results of assessments, strategies for moving 

forward, and other issues.  Project groups may also be required to report progress to the entire Associate class. Oregon FEB 

has a stake in the efforts and effects of all the group projects and therefore, will be monitoring activities and progress to 

ensure that we all remain within the mission and the confines of Oregon FEB and the federal government.  

 

Plan 
 

Success is predicated on the ability to devise an effective project plan.  Once an assessment has been completed, a 

determination has been made by the training committee and approved, each team will develop a plan for implementation.  An 

effective plan includes a schedule, a list of tasks and the personnel assigned for each task.  The team must develop an initial 

outline of the plan to be submitted for approval prior to implementation.  All plans must provide for methods of evaluating 

the project’s effectiveness and sustainability.  Effectiveness is proven by setting goals and meeting or exceeding those goals.  

Most often effectiveness is measured by quantitative data, but for purposes of this course qualitative data is also acceptable.  
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While all projects may not be able to continue on past the team’s graduation, the project should also include a plan for 

sustainability.  These two requirements are essential to the success of the project.  Finally, the plan should include the team’s 

Goal(s), a list of objectives to meet those goals (see example below) and should be realistic and attainable for the team.  Plans 

are living documents and are editable.  They are used to keep all members of the team and the Oregon FEB training 

committee on the same page.  It is also a communication tool when used effectively.    

 

Excerpt from a project plan (EXAMPLE) 

 

Goal: To improve access to Lewis & Clark National Historical park for senior citizens. 

 

Objectives: 

1. Identify current user rates of the park for the past five years. 

2. Identify public transportation routes already in existence. 

3. Identify current hours of operation. 

4. Identify area senior citizens centers. 

5. Etc. 

 

For each Objective, tasks should be identified that will support each objective.  Those tasks should be scheduled and 

assigned. 

 

Implementation 
 

Implementation must be complete in order for the team to attain full credit for the course.  In real life, we all know that plans 

can change.  What is important in this course to learn is how that change is managed to ensure project success.  It is wise to 

use your plan as a baseline and update it as often as is necessary throughout implementation.  It is a tool to gage your team’s 

progress and identify where adjustments must be made.  Every team member is expected to participate and contribute to 

every stage of the team’s progress on this project.  

 

Evaluation 
 

The final phase of the project is Evaluation.  This phase is essentially your final report and explains the impact, effect and 

success of your project.  Evaluation has two main purposes:  

1. Provides the results of the efforts culminated by the project and 

2. Identifies areas of improvement, other recipients, future possibilities and overall impact to the local community. 

 

All of these phases of the project will ultimately be included in the FINAL PRESENTATION given on graduation day.  Each 

group project team is required to give a final presentation that captures all of the data mentioned above, as well as most of the 

key areas taught in the course.  

 

For your convenience, the 5 phases of the projects and schedule guidelines are listed below: 

 

1.      Identification and Assessment – Due in December 

2.      Determination - Due in January 

3.      Plan –Due in February 

4.      Implementation – Completed in May 

5.      Evaluation – Completed by the first week in July 

  

The schedule guidelines provided above are for the group projects to use to gage the timeliness of their project’s progress.  It 

is only a guide!  Some projects will fall behind this schedule and some will be ahead.  This schedule is meant to provide a 

benchmark to the teams for planning purposes.  If a team is behind this schedule, it may be necessary to adjust their plan so 

that they avoid the schedule slipping past graduation day.  It is essential that your project be completed about 2 weeks to 1 

month prior to graduation so that you are able to determine the effectiveness and success as well as prepare the final 

presentation! 

 

We hope this guide will provide clarification for you to navigate through your group project experience.  
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It is important to always bear in mind that leaders are faced with a variety of challenges on a regular basis. Indeed, this will 

be the case for your group project team.  As such, it will be prudent to keep track of the types of challenges you encounter 

and how you resolved them. In addition, it will be important to note the internal processes used to approach and resolve 

issues, as you will report these during your sessions and in your final presentation. We will invite your supervisors and your 

agency head to your group project team’s final presentation. We anticipate they will be interested in your group project 

team’s findings and will want to hear your presentation. 

 

 

FINAL WRITTEN REPORT 
 
Please consider the following as you develop your final written report for graduation day. This is not a comprehensive list of 

things to consider but rather a tool to assist as the report is prepared. The team’s group project final written report will consist 

of a balance of these two areas: 

 

1. The actual group project. 

2. The internal processes of the group project team. 

 

Instructions 

Print out three (3) copies of the Final Written Report. One will be used to submit to the Oregon Federal Executive Board, 

the other two will be for the Executive Director and Training Council.  On the day of the presentation you will distribute an 

“Executive Summary” of your group project.  The Executive Summary is an extremely condensed version of your final 

written report.  The guidelines for the Executive Summary are at the end of this booklet.  Your final written report will 

include the five areas of the model and relevant information from your internal group processes.  Also, you should include 

any Power Point slides, or other photos you will be using.  If you have produced a short video or anything else that is creative 

– include a brief description and narrative about it. 

 

Essentially, the final written report of your project should make sense, be logical, and any reader will be clear about what 

your project was about as well as the pertinent areas that went into accomplishing your group project and the internal 

leadership challenges that your team faced – it will become the written record of what you have done and will become a 

future record for other CFCLI participants to reference. 

 

Remember, fundamentally the purpose of the group project relates to the main goals of Agency, and Individual Benefit. 

 

Agency – to increase public awareness of the federal presence as well as that of the specific agency. 

 

Individual – to enhance personal leadership skills and to provide an opportunity for team building. 

 

In addition, this final written report and your presentation will highlight these following areas: 

 

Assessment 
How did you make your assessment? What data did you use? Who did you talk to? How did you know this was an area that 

should be addressed? Did you do any comparisons using larger databases? How does your group’s interest, population group, 

and problem present within the context of this area, the state or the nation? 

 

Determination 
What was the determination that was made by your team? “Our team was able to determine…” 

 

Plan 
What was your plan? Objectives, steps, etc. 

 

Implementation 
How did you implement your plan? Did everything go according to plan? 
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The plan is the simple statement of what you planned to do – the “Implementation” is the action process where you actually 

did something, your timelines, etc. Often, and to generalize, you can talk about these two aspects in one breath. 

Evaluation 
What evaluative processes did you set up? How did your evaluation go? Were you formal with your evaluation process or 

informal? 

 

Additional Thoughts: 
 Were there any unique challenges that should be shared? 

 Were there any unexpected outcomes? 

 Will persons read their section or will they speak extemporaneously? 

 Did your team go through the entire forming, storming, norming, and performing process? What part of being in the 

team had the most value? What was the most challenging, etc.? 

 

 

GROUP PRESENTATIONS 
 

The following are considerations for your final group project presentation.  Please bear in mind that the audience is going to 

be larger than our regular associate group. As stated previously, the Oregon FEB executive director, agency directors, 

supervisors, etc. are often present in the audience.  As such, we recommend that you fully consider all aspects of a 

presentation and practice in advance.  Presentations will be 15 minutes for each group; with 5 minute Q&A (total 

presentation time is 20 minutes) 

 

Introduction 
 

Imagine your group project team has just taken the stage.  How are you going to introduce everyone?  What are your 

introductory remarks going to be and who will make them?  Will each person introduce themselves or will there be a 

narrator?  Where will people be standing or sitting when this occurs? 

It is best to think about all of this beforehand, as ideally each person should appear comfortable and appropriately situated 

while on stage. 

Proximity 
 

Where will your team sit or stand?  What will be their proximity to each other during the presentation?  Will persons be 

getting up and walking around and talking/presenting?  Does everyone have equal speaking parts?  Ideally, everyone should 

have equal speaking parts.  Will you use chairs for your presentation team or tables, etc.?  

 

Remember, the more a group project team thinks about these finer points of presentation the more professional they will 

appear in front of everyone.  They will come across as more organized, confident, and well informed.  The group project 

team presentations should be of high caliber.  We hope to see some wonderfully creative and innovative presentations! 

 

On the opposite end of the spectrum are poorly prepared teams.  Have you ever seen a group stand in front of an audience and 

they don’t know where to stand and they just read from a paper?  There’s a big difference when a group is highly organized.  

When a group speaks with confidence and makes good eye contact with the audience it contributes to the overall feel of the 

presentation.  

 

Visual Aids 
How will you use visual aids? What electronics will you need (microphones, Power Point, etc.)? What you will need and 

have you submitted the request/delineation to the Development Team? 

Remember, it is best to temper your use of visual aids – don’t overdo them! Try to attain an appropriate balance of other 

media forms – they should complement presenters. Also, if you have an electronic malfunction be ready to immediately shift 
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to Plan B. We have insufficient time to wait for equipment repair or resolution so you will also be expected to proceed with a 

Plan B. 

Repetition 
Are there any areas that are repetitive?  

Avoid repeating things unless it is necessary. Undue repetition can use up valuable presentation time and become boring to 

the audience. 

Conclusion 
What concluding remarks will be made and who will make them? 

It is important to conceptualize how your audience will perceive you. As such, it is essential to think about your total 

presentation, not just your part. Cohesiveness and balance are key contributors to making a presentation successful. Similarly, 

the speaking style of the individual presenters is what engages the audience. Therefore, each person should think about how 

they are going to “speak” to the audience. In addition, how will speakers transition to other speakers? Will one group member 

serve as the emcee also or what will the plan be? 

Note: If you are uncomfortable with extemporaneous speaking, please know that some persons will memorize their section so 

that when they are in front of the audience they know what they are talking about. Not everyone is an extemporaneous 

speaker so ultimately; you must develop what works best for you as you know your own speaking style. If you don’t know 

your own speaking style practice speaking in front of someone and they can give you feedback. You will have some 

opportunities to present to your peers throughout the curriculum so please make good use of those opportunities to assert 

yourself and further develop your speaking presence. Speaking in front of groups is an activity that leaders engage in. 

However, it can take practice so we recommend seizing your opportunities and making the most of them. 
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Appendix F 

Recommended Reading List 
 

TBD (Larry Trujillo collecting) 
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APPENDIX G: Associates PROGRAM REQUIREMENTS CHECKLIST 

 

 

Program Requirement (Title, if applicable) 
Completion 

Date 

 

Program Chair Signature 
 

 

Individual Development Plan 
   

 

Book Report 1 
   

 

Advisor Shadowing Assignment 
   

 

Team Executive Interview 
   

 

Individual Local Interview  
   

 

Team Project  
   

 

Oregon FEB Project 
   

 

Team Project Proposal 
   

 

Team Project Report 
   

 

Oregon FEB Project Proposal 
   

 

Oregon FEB Project Report 
  



 

Formal Leadership Training (enter event title) 

  

•   1 
  

 

•   2 
  

 

•   3 
  

 

 

   

•   4 
  

 

•   5 
  

 

•   6 
  

 

Associate Meeting Attendance:  Enter Meeting Dates 

1 2 2 4 5 6 7 8 9 

         

10 11 12             

         

 

Oregon FEB Board Meeting Attendance 

 

o FEB Board Meeting 1 Date: 
  



Oregon FEB Associates Training Program 

 

 

Associates Training Plan (FY2015 session 1)  Page 29 of 29 

 

 

 

o FEB Board Meeting 2 Date: 
  

 

  

 

o FEB Board Meeting 3 Date: 
  

 

Portfolio with Final Review 
  

 


