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INTRODUCTION 

Message from Bob Wilbur, Chief of the Park Facility Management Division: 
 
Over the past 50 years, the National Park Service (NPS) facility management profession has 
evolved into a complex, mission-critical discipline.  The field of Facility Management (FM) is no 
longer considered just “maintenance,” and FM employees must continue to update their skills 
to keep pace with the advances in technology that are required to do their jobs. 
 
The FM workforce is challenged with a complex variety of tasks, rapidly advancing 
technology, balancing modernization with historic preservation, and the management of 
unique facilities and infrastructures. Today’s FM workforce also needs to be effective 
communicators, influential members of interdisciplinary teams, and have the ability to 
successfully manage a diverse and talented workforce.  Being in facilities management today 
requires insight, judgement, and action in a very competitive environment.  Professional 
associations, certification programs, and university degree programs focused on facility 
management have developed in support of our profession. 
 
To address these challenges, the NPS has coupled its expertise with universities and facility 
management organizations to develop the NPS Facility Management Competencies. First 
published in 2005 and updated in 2016, the Facility Management Competencies provide a 
snapshot of the skills a professional in the field of facility management should have.  This 
snapshot, presented in the form of competencies, forms a roadmap for development of the 
NPS facility management workforce.   It is presented in a way that allows users to better 
understand each of the profession’s focus areas and the growth required to achieve 
excellence. 
 
This Workforce Development Guide is a self-initiated and self-directed, supervisor-advised 
program for all NPS employees wishing to advance in the facility management field.  
 
It takes a dedicated, long-term commitment to achieve personal professional growth. In order 
to be successful, FMs must take responsibility for their own careers. Using the competencies 
and other documents (such as position descriptions), I recommend you complete a Self-
Assessment (SA), create a professional Individual Development Plan (IDP) in consultation with 
your supervisor and mentors, and then follow it through with Developmental Activities 
(DA).  Additionally, you should seek out opportunities to leverage the knowledge, skills, and 
experience of your peers, subordinates, mentors, and supervisor in order to enhance your 
growth in the facility management profession.  Find the best, learn from them, and share what 
you’ve learned with the rest of the team. 
  
Most importantly, enjoy your time with the NPS. It is truly an honor to serve our country while 
preserving America’s most important and iconic treasures. 
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What is the Purpose of the Workforce Development Guide? 
In keeping with the Secretary of The Interior’s expressed focus on reducing the National Park 
Service’s deferred maintenance backlog and ensuring for an effective asset management 
program, the NPS must develop its professional workforce to meet these responsibilities.” 
 
The Workforce Development Guide outlines a self-initiated improvement program in which 
individuals have control over their own professional development. The purpose of this guide is 
to accomplish the following: 

 To position the NPS to be the leaders in Federal Facility Management 
 To advance the profession of facility management at all levels in the Facility 

Management Division through education and training, focusing on continual, self-
initiated learning that is coupled with NPS facility management competencies 

 To help users identify and access training and education resources that will assist them 
in meeting their professional development goals 

 To develop an individual development plan (IDP) that will identify the level of 
professional growth required or desired 

 To guide individuals interested in pursuing a career in facility management toward 
learning opportunities needed to transition into the profession.  

 
 

 
 
 
 

Competent, well-prepared facility employees and managers are 
absolutely essential to the continued successful management of our 
parks’ assets and resources.  

It is important to note that the profession of facility management 
encompasses not only facility managers and Chiefs of Maintenance. It 
includes all who support the facility management division, such as 
facility operations specialists, FMSS specialists, and all maintenance 
workers.   
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USING THIS GUIDE 

Who should use the Workforce Development Guide? 
The Workforce Development Guide is a resource that can be used by any employee at any 
level working in facility management. This guide includes a self-assessment (SA) based on the 
facility management competencies or a position description that you are aspiring to attain, as 
well as an Individual Development Plan (IDP). Sections of the guide will help you identify 
potential learning opportunities. This is not an exhaustive list, but rather a guide intended to 
help you identify ways to meet your professional development goals.  
 
 

 
 
Who is a Facility Manager? 
The facility manager is a leader tasked with identifying skills needed in the workforce and 
assuring that his or her employees are trained to execute the facility management function 
with excellence. Across the Service, the facility manager may be the senior trade person, a 
landscape architect or engineer, a park ranger, the Chief of Operations, an Administrative 
Officer, or an individual classified in the 1600 series (Equipment, Facilities, and Services Group). 
 
Despite these varying types of jobs, those serving in the role of facility manager oversee and 
coordinate the following: 

 The planning, prioritizing, and organization of facilities-related efforts to reinforce NPS 
activities in support of the NPS and park unit mission  

 The application of sound business practices in the planning, acquisition, operation, 
maintenance, and disposal of capital investments  

 The development of project proposals and their incorporation into the long-term 
planning process to better align them with strategic and mission needs 

 The continued personal development and professional competence of subordinates  
 The assignment of tasks, delegation of responsibilities, and evaluation of subordinates  
 The creation and monitoring of subordinates’ professional development plans  

 
NOTE: 
The Workforce Development Guide is a resource that can be used by any employee 
at any level working in Facility Management. While the competencies included are for 
facility managers, it is important to note that the facility management competencies 
are not just for facility managers.  
 
The Facility Management Competency document can be accessed on the Common 
Learning Portal as well as at this link to Inside NPS: 
http://pfmdshare.nps.gov/Asset%20Management%20Toolbox/NPS%20PFMD%20FM%20
Competencies%202015-21%20Final.pdf 
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Workforce Development for Facility Managers and Aspiring Facility Managers 
Training and education opportunities are useful for those seeking to be promoted to the level 
of facility manager or for those currently working in other NPS divisions who would like to move 
into the facility management profession. 
 
The following figure illustrates the general process facility managers and aspiring facility 
managers can follow to develop their skills to grow their career.  
 

 
Figure 1: Workforce Development Process for Facility Managers and Aspiring Facility Managers  
 
  



Facility Management Workforce Development Guide 2018 
 
 

 9 
 
 

Workforce Development for Facility Management Field Employees 
Training and education is also important to those in the facility management field as they 
apply to specific job duties, beginning with the WG-1 level employee. While the competencies 
included in this guide are for facility managers, it is important to note that the facility 
management competencies are not just for facility managers.  
 
In addition to the FM competencies, maintenance field employees can use position 
descriptions to determine what skills they need to develop. For example, Lisa is a WG-7 
Maintenance Worker, and she would like to someday be a WS-9 Work Supervisor. In order to 
determine what skills and responsibilities she needs to gain experience in to be eligible for this 
higher position, Lisa could view a position description for a WS-9 Work Supervisor, an 
assessment questionnaire, or a job analysis, and identify what tasks are required for the job. 
Then she can list the areas where she needs to develop her skills and experience, discuss her 
list with her supervisor, complete a self-assessment and Individual Development Plan in order to 
identify how she can grow her skills, and then complete a developmental activity and/or 
complete supplemental training opportunities.  
 

 
 
 
Figure 2: Workforce Development Process for Facility Management Employees

  

 
NOTE: 
You can find a standard position description library on insidenps. 
https://sites.google.com/a/nps.gov/employeecenter/compensation-job-
performance-1/standard-pd-library 
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COMPETENCY-BASED TRAINING AND EDUCATIONAL 

OPPORTUNITIES 

 
Competencies outline the knowledge, skills, and abilities in a career field that are required for 
employees to perform their duties at a defined level of proficiency. Competency-based 
training provides employees with outcome-based, learner-driven tools that help to improve 
their overall job performance. By basing training and development courses on well-defined, 
established competencies with clear performance measures, employees can identify specific 
skills and abilities they need to develop in order to excel in their profession. Competency-
based training also increases accountability by providing a standard of measurement against 
which the learner can be evaluated. 
 
The facility management competencies describe a clear level of expectation for full-
performance facility managers and represent a goal that individuals can strive to meet over 
the course of their careers. While entry-level facility managers may not achieve every 
competency by the end of their first year on the job, they can use the competencies as 
building blocks to guide their professional development over the long term. Whether a facility 
manager is currently operating at an entry, intermediate, or full performance level, he or she 
will benefit from the competencies and the associated learning events identified in this guide. 
 
The facility management competencies also provide a foundation on which the NPS can 
build a development program that is flexible, broad-based, and effective. Curriculum and 
courses from the DOI, the NPS, universities, trade schools, and a variety of other organizations 
can be coupled with the competencies to identify learning opportunities. The competencies 
provide a way for supervisors, employees, and the NPS itself to ensure that the NPS facility 
management workforce is meeting the needs of the agency. 
 
This guide contains basic information about the NPS facility manager competencies, including 
definitions of the parent and child competencies. For more detailed information regarding the 
competencies, including performance indicators associated with the mastery of each 
competency and information about how the competencies were developed, please refer to 
the Facility Management Competency document. The FM Competency document can be 
accessed on the Common Learning Portal as well as at this link to Inside NPS- 
http://pfmdshare.nps.gov/Asset%20Management%20Toolbox/NPS%20PFMD%20FM%20Compe
tencies%202015-21%20Final.pdf 
 



Facility Management Workforce Development Guide 2018 
 
 

 11 
 
 

 
 
NPS Facility Management Competencies 
The following table displays the six facility manager competencies and the 24 associated child 
competencies identified for a full-performance facility manager. Each competency contains 
tasks, conditions for performance of these tasks, and criteria for their performance.  
 
 
I. Asset 
Management 

II. Operations 
and 
Maintenance 

III. Project 
Management 

IV. Resource 
Stewardship 

V. Business 
Managemen
t 

VI. Supervision 
and 
Leadership 

A. Planning 
and 
Procedures 

A. Service 
Scheduling, 
Performance, 
and Tracking  

A. Project 
Management 

A. Cultural 
Resources 

A. Plan and 
Organize the 
Facility 
Function 

A. Leading 
Change 

B. Property 
and Structure 
Ownership 
Management 

B. Facility 
Management 
Software 

B. 
Programming 
and Design 
 
 

B. Natural 
Resources 

B. Budget 
and Finance  

B. Leading 
People 

C. Life Cycle 
Management 

C. Health, 
Safety, and 
Environmental 
Factors 

C. 
Construction 
and 
Relocations 
 

C.  
Environmental 
Leadership 

C. 
Assessment 
and 
Innovation 

C. Results 
Driven 

D. Inventory 
and 
Condition 
Assessment 

D. Emergency 
Preparedness 

  D. Human 
Resource 
Manageme
nt 

D. Business 
Acumen 

   
 
 
 

 E. 
Technology 

E. Building 
Coalitions and 
Communicati
ons 

Table 1: NPS Facility Management Competencies 

 
NOTE: 
It is important to remember that employees who are not facility managers, or who are 
not striving to be facility managers, can also use the facility management 
competencies to identify learning needs. 
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SELECTING LEARNING OPPORTUNITIES 

The NPS is a learning organization. Learning can occur through activities and experiences on 
the job site. It can also occur in the classroom and through alternate delivery systems, such as 
computer-based training, detail assignments, and other training methods.  
 
Self-Study Learning Opportunities are informal opportunities to guide one’s own learning in a 
self-directed, independent project format. Examples could include independent readings, 
online research into facility management trends, or critiques of facility management 
textbooks. 
 
Career Development Experiences are activities that provide participants with ways to learn 
new techniques or perform different types of work. The learners should consider assignments 
associated with different levels of an organization, different functions within an organization, or 
different organizations. When considering a career development experience, the learner and 
supervisor should create a developmental activity relating to the experience, including 
specific objectives the learner wishes to accomplish. The learner should also identify 
deliverables, take an assessment, or develop other methods for demonstrating that 
competency-related content has been learned through the experience.  
 
To fully document learning objectives and outcomes from these development experiences, 
the learner should also create a more detailed Request for Developmental Activity, a sample 
of which is located on page 111 of this document. 
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Career development experiences include: 
 

 Job Rotations: Assignments associated with different organizations or functions. 
Some advantages of job rotations: 
 

 
 
 

 Mentoring: A formal program that engages the learner with a mentor and the 
supervisor to fulfill specific learning objectives. Mentoring facilitates the transfer of 
knowledge to develop learners into future leaders through guided experiences. 
Many skills learned by facility managers are a result of experience in a wide variety 
of situations. This experience should be shared with others. A mentoring program 
can consist of face-to-face encounters or weekly meetings via teleconferencing.  

 
 Special Projects: A formal opportunity to direct or participate in activities or tasks 

that are not part of customary, everyday responsibilities.  
 

 Shadowing Assignments: A means of providing exposure to leadership excellence 
and increasing the visibility of the learner. Shadowing gives the learner an 
opportunity to view decision-making styles and problem-solving techniques in a real-
life setting. Participants will gain experience in communicating with leaders in one-
on-one situations. 

 
 Detail: Segments of work where the learner spends time away from his or her 

designated position, performing the duties of a different position. 
 

 

Alleviates Boredom

Helps you to Develop

Provides a Redundancy 
Solution

Equips Employees with new 
skills

Increases Job Satisfaction
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 Distance Delivery Systems: Training provided via self-study courses, technology-
based media, webinars, etc.  

 
 Classroom Training: Enrollment in appropriate NPS, DOI, or other Federal sector 

training, or courses offered by non-government vendors, professional organizations, 
and universities. Participants are provided a structured learning experience in a 
classroom setting away from the job. Only conferences that offer specific 
competencies are included in this category. 

 
For a list of sample classroom courses, e-courses, and other learning opportunities, please see 
the Appendices. 
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EVALUATION AND CERTIFICATION OF LEARNING 

OPPORTUNITIES 

 
NPS-Provided Learning Opportunities 
To receive credit for an approved course or learning event on your official NPS transcript, you 
should take the following steps: 

1. Find the event in DOI Learn (https://doilearn.doi.gov/).  
a. Note: DOI Learn will soon transition to a learning platform called DOI Talent. 

2. Enroll in the course, complete any coursework, and pass an assessment or other 
method of ensuring concept mastery. 

 
Once the assessment is passed, the learning event is added to the learner’s official NPS 
transcript. To view your transcript on DOI Learn simply select the “View my Transcript” on the 
DOI Learn homepage. Employees should notify their supervisors as they complete the learning 
events identified in their Individual Development Plan (IDP). They should also file all the training 
records according to specific office’s requirements (training certificates, etc.).  
 
Non-NPS Learning Opportunities 
Some skill needs or learning goals may not be met through NPS-provided learning 
opportunities. Meeting these needs may require an employee to explore other options. If an 
individual identifies a learning opportunity outside of the DOI catalog, such as a course or 
certificate program at a local college, special detail, self-study learning opportunity, or mentor 
program, then the candidate can petition the workforce development education manager 
for validation of the learning event and its inclusion in a learner’s official NPS transcript. 
Recognize that many of your learning experiences may not be eligible to be included in your 
official NPS transcript, but they may still be of great value to your career and competencies 
gained should be included in your resume.     
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 STARTING THE PROCESS OF YOUR PROFESSIONAL 

DEVELOPMENT 

 
 
Before beginning your self-assessment, IDP, and Request for Developmental Activity, 
the first piece of the puzzle is to take a step back and answer some questions about 
where you are, where you want to be, and finally, what is important to you when it 
comes to your working life. The next few pages will take you through the Career 
Development Process Model.  
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Career Development Process Model 
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Step 1: Getting Started 

First, ask yourself where you want to be in five years. Jot some ideas down.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The next step is to think about Current Career Issues.  
 

 

1 
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Current Career Issues 
 
Career issues can include a variety of things, from acquiring 
new skills to make you more effective in your current job to 
changing to another field or planning your retirement. 
Knowing what your issues are will help you strategize how best 
to deal with them. From the list below, check which are 
relevant to you now? 
 You are fairly new in your position and still need to learn the 

basics of the position to ensure you are productive and 
comfortable in your job. 

 You have been in your current position for some time, but 
you want to increase your general competence. 

 You have been in your current position for some time, but 
you have a new boss or organizational leader. 

 You need to improve in specific areas of your job (such as 
project writing or project management). 

 You need to update your skills related to the ever-changing 
technology in facility management and the NPS. 

 Your job duties have changed (or will soon change), which 
will require you to learn some new skills. 

 You want to position yourself to be promoted or get to a 
higher level of responsibility. 

 You want to expand on your skills or expertise to make 
yourself more flexible and attractive on the job market. 

 You want to change jobs in the Maintenance Division and… 
o Stay in the Maintenance Division at your current park. 
o Change to a different division at your current park. 
o Move to another park. 
o Leave the NPS. 
o Plan for retirement. 

 
 
 
  

 
 

 
Identifying your current 
career issues will help you 
navigate crossroads 
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My Career Goals 
Before completing your self-assessment, which is outlined later in this guide, answer the 
following questions, working with your supervisor and/or mentor when possible: 
 

1. Of all the areas in the facility management in the NPS, what interests me the most?  
 
 
 
 
 
 
 
 

 
 
 

2. What are my current strengths that will help me to pursue these interests?  
 
 
 
 
 
 
 
 

 
 
 

3. What are the most important aspects of my work? What do I value? See list of value 
examples below. 
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Values Assessment List 
Acquiring new knowledge Opportunity for advancement 
Autonomy in the job Power and influence 
Beautiful work surroundings Public contact 
Being around interesting people Quality of product 
Benefits Recognition 
Blending of family and career 40 hour work week 
Challenging work Salary 
Clear rules and expectations Security 
Competition Status and prestige 
Creativity Supervising others 
Flexible work schedule Taking risks 
Freedom from pressure and stress Travel opportunities 
Friendships at work Variety and change in work 
Helping others Working alone 
Independence Working at home 
Involvement in decision-making Working with a team 
Leisure time Working with details 

Ryan, Robin. What to Do with The Rest of Your Life; America’s Top Career Coach Shows You How to Find or Create the Job You’ll 
LOVE. New York: Fireside, 2002, pp. 19-20. 
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1. What are some “must haves” in your job? (E.g., commute time, childcare, flex-time, 
etc.) 
 
 
 
 
 
 
 
 

 
2. What limits you? (E.g., I have to wait until my child graduates; I must live in the west; I 

don’t want to travel; I have problems with my supervisor or work climate; I probably 
need a degree or advanced degree to move up, etc.) 
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Action Steps 
Before embarking on your five-year plan, it might be helpful to break it up into steps first. Think 
about your career now and where you would like it to be. First answer this question. Write it in 
pencil, so you can change it! 
 
Where will I be and what will I be doing in five years? Use the ideas that you had at the 
beginning of this exercise.  
 

 
 
 
 
 
 
 

Now, list some steps to move from where you are now to where you want to be. 
 

Where I am now Where I want to be 
  
  
  
  
  
  
  
  
  

 
Review the “where I want to be steps” and categorize them as Now (N), Mid-Range (M), or 
Long-Term (L).
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Professional Development Plan 
Now that you have done some exploration of your values, skills, and barriers, it is time to 
develop your plan! In the table below, write the goals you wish to accomplish in five years. In 
the rows beside, indicate what you need to do in years 1-4 to meet those goals and what 
barriers you think you might face. 
 
Work with your supervisor and/or mentor to solidify your information. These Annual Steps will be 
fleshed out in the Individual Development Plan. A sample is provided on page XXX. 
 
Goal Statement  Barriers  Annual Steps 
    Year 1 

Year 2 

Year 3 

Year 4 
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Goal Statement  Barriers  Annual Steps 
    Year 1 

Year 2 

Year 3 

Year 4 
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Goal Statement  Barriers  Annual Steps 
    Year 1 

Year 2 

Year 3 

Year 4 

 
  



Facility Management Workforce Development Guide 2018 
 
 

 27 
 
 

 
 
Goal Statement  Barriers  Annual Steps 
    Year 1 

Year 2 

Year  

Year 4 

 
 
Adapted from: 
NASA’s Financial and Resources Management Individual Plan Advisor at http://ifmp.nasa.gov/codeb/staffing/idpguide.htm 
 

It may be easier to visualize your five-year plan using a Concept Map instead of a table. A 
sample concept map appears below. 
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From:  
HTTPS://WWW.BIGGERPLATE.COM/MINDMAPS/XXUHV6ZS/CAREER-DEVELOPMENT 

 

My Concept Map 
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Step 2: Create a Self-Assessment and List Competency/Training Focus 
Areas  
The self-assessment will be beneficial to you for many reasons, some of which are 
listed below. 

 
 Self-assessment is used to identify skill levels and experience in different 

competencies. 
 Self-assessment is the first step in lifelong learning. Use this technique as a 

measure of current skills and abilities in order to identify training and 
education needs. 

 Self-assessment also serves as a benchmark against which to measure your 
learning levels after a learning experience. 

 
The information included here should consist of the following: 

 A realistic assessment of your current abilities, using the NPS Facility 
Management Competencies or using a Position Description document as a 
guide. The Self-Assessment is divided into the following scores: 

o No skill – I have never done this and I know nothing about it. 
o Conceptual – I have heard of this and am somewhat familiar, but I have 

never performed these tasks. 
o Experienced – I understand what this competency is, and I have 

performed some of the tasks outlined in the competency document. 
o Expert – I am considered an expert in this competency, and I have 

performed most or all of the tasks outlined in the competency document. 
o Can Teach Others – Not only am I an expert in this topic, I am frequently 

called upon to instruct others in the skill area. 
 When considering your level of competency, use the following qualifications: 

o Formal Educational Background 
o Informal Educational Experiences (Self-Development Activities) 
o Job Experience 
o Formal Classroom Training 
o On-the-Job Training Assignments 

 An example self-assessment is located on page 32.  
 
 
  

2 
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Step 3: Validate Self-Assessment scores and review learning opportunities 
with Supervisor 
 
Ask your supervisor to review your Self-Assessment and provide their 
evaluation of your skills. 
 
 
 
Step 4a: Write an Individual Development Plan (IDP) 
Individuals who want to advance in the field of facility management or acquire 
needed skills should follow a series of steps to identify the developmental 
opportunities that will enhance their performance most effectively. Employees 
should discuss career development activities with their supervisors to identify 
those that have the greatest potential for individual development. The IDP is a 
dynamic planning document that identifies professional development needs, 
career objectives, and ways of meeting these needs. The IDP includes the 
following: 

 A detailed list of learning opportunities that can be accomplished during 
the IDP period (usually a fiscal year) 

 A detailed list of activities in which the learner builds skills in targeted 
competency areas 

 Target dates for completion of each activity 
 Established mechanisms for continuous feedback from supervisors, peers, 

and subordinates 
 
Goals of an IDP 

 Form a list of short-term needs for improving current performance. 
Identify long-term career options and the necessary tools to meet these options. 
Benefits of an IDP 

 Employees will have a process that will assist them in identifying long-term goals. 
 Identification of short-term goals will give the employee and supervisor a clear set of 

expectations. 
 The IDP serves as a communication tool between individuals and their supervisors. 

 
An example IDP is located on page 41. 
 
 
  

3 

4
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Step 4b: Request for Developmental Activity 
You may have several activities that you have identified in your IDP that could 
be combined into a comprehensive Developmental Activity, which requires a 
Request for Developmental Activity and a Developmental Activity write-up. An 
example RDA and write-up is located on page 46. 

 
 

 
Step 5: Implement Your Plan and Revise as Needed 
 Put your plan into action. 
 Revise the plan as needed, recognizing that it may be modified as 

goals and circumstances change. 
 Review the plan with your supervisor regularly. 
 Provide any necessary documentation or follow-up with your supervisor 

as learning opportunities are completed.  
 Update your resume. 

 
  

5 

4 
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Example- Self-Assessment 
 

Employee Name: 
Joan D. Smith 

Supervisor Name: 
Jason R. Thomas 

I. Asset Management 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Planning and 
Procedures 

      

B. Property and 
Structure 
Ownership 

      

       

C. Lifecycle 
Management 

      

D. Inventory and 
Condition 
Assessment 

      

II. Operations and Maintenance 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Service 
Scheduling, 
Performance, and 
Tracking 

      

B. Facility 
Management 
Software 

      

C. Health, Safety, 
and Environmental 
Factors 

      

D. Emergency 
Preparedness 

      

III. Project Management 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Project 
Management 

      

B. Programming 
and Design 

      

C. Construction 
and Relocations 

      

IV. Resource Stewardship 
 No Skill Conceptual Experienced Expert Can Teach 

Others 

2 



Facility Management Workforce Development Guide 2018 
 
 

 33 
 
 

A. Cultural 
Resources 

      

B. Natural 
Resources 

      

C. Environmental 
Stewardship 

      

V. Business Management 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Plan and 
Organize the 
Facility Function 

      

B. Budget and 
Finance 

      

C. Assessment and 
Innovation 

      

D. Human 
Resource 
Management 

      

E. Technology       

VI. Supervision, Management, and Leadership 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
FUN 1. 
Interpersonal Skills 

      

FUN 2. Oral 
Communication 

      

FUN 3. Integrity 
and Honesty 

      

FUN 4. Written 
Communication 

      

FUN 5.  
Continual Learning 

      

FUN 6. Public 
Service Motivation 

      

  
A. Leading 
Change 

      

B. Leading People       

C. Results-Driven       

D. Business 
Acumen 

      

E. Building 
Coalitions and 
Communications 
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No matter what your position, you can use the Facility Management Competencies as a 
guide to your professional development. In many cases, however, it may also be helpful to use 
a specific position description to further explore your skill gaps. Below is an example of a 
position description for a carpenter.  
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Your first step will be to review the FM Competencies. Then, you may wish to look at the 
elements of the position description. Review some of the requirements of the job. Ask yourself if 
you are No Skill, Conceptual, Experienced, Expert, or Can Teach Others. 
 
Trade Knowledge and Carpentry Skills 

1. Basic construction techniques (framing, siding, roofing, etc.) 
2. National Building Codes and Standards 
3. Architectural features and definitions 
4. OSHA Standards for Construction 
5. Rough carpentry and framing 
6. Finish work (cabinet making, trim, detail, etc.) 
7. Residential repair and remodeling 
8. Roofing 

Other duties as described in the Position Description 
1. Mixing and apply paint 
2. Pouring and finishing concrete 
3. Operation of motor vehicles 
4. Ability to read blueprints 
5. Knowledge of shop mathematics 
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4a. Individual Development Plan 

Worksheet Description  
 
Goal 
The competency that will be developed as a result of the developmental actions.  
 
Developmental Action 
The specific activities that the employee will engage in to achieve the IDP goal.  Refer to 
pages 66-80 of this guide for examples of developmental activities. 
 
Measure of Success 
How the employee and supervisor will know when the employee has successfully achieved 
the goal.  The performance measure that will indicate successful completion of the 
developmental action. 
 
Resources Required 
The resources that are necessary for the employee to engage in the developmental action.  
Resources can include funds, work hours, other employees (e.g., subject matter/area expert), 
documentation and job aids, etc.   
 
Manager/Supervisor’s Role 
What the supervisor will do to support the employee during this process.  This support will 
always include regular feedback and encouragement. 
 
Start/End Dates 
The dates that the developmental action will begin and end.   
  

4 
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Goal Setting 
SMART Goals 
Once you have identified your project or activity, turn your attention to developing several 
goals that will assist you in being successful. Goals should be SMART—specific, measurable, 
agreed-upon, realistic, and time-based. The acronym SMART has a number of slightly different 
variations, which can be used to provide a more comprehensive definition for goal setting: 
 

S - specific, significant, stretching 
M - measurable, meaningful, motivational 
A - agreed-upon, attainable, achievable, acceptable, action-oriented 
R - realistic, relevant, reasonable, rewarding, results-oriented 
T - time-based, timely, tangible, trackable 

 
Setting SMART goals can help you adapt your goal setting to your needs and projects. When 
you begin your next project, take a moment to consider whether your goals are SMART goals. 
 
Specific  

 Is the proposal well-defined? 
 Is it clear to anyone who has a basic knowledge of the project? 
 Has the project been broken into its essential parts? 

Measurable  
 How will you know that the goal has been achieved? 
 Is the goal attainable? 
 Do you know how far away completion is? 

 
Agreed-Upon  

 Is there agreement between all the stakeholders on what the goals are? 
 
Realistic  

 Is the goal within the availability of resources, knowledge, and time? 
 
Time-Based  

 Is there enough time to achieve the goal? 
 Is there too much time (which can affect project performance)? 

 
Adapted from http://www.projectsmart.co.uk/smart_goals.html 
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IDP WORKSHEET (EXAMPLE) Employee: Joan 
D. Smith 
 

Date: 
05/20/20XX 
 

Supervisor: Jason 
R. Thomas 

Date: 
05/20/20XX 
 

Goal/Competency 
Area 

Developmental 
Action 

Measure of 
Success 

Resources 
Required 

Manager/ 
Supervisor’s 
Role 

Dates Notes 

Supervision and 
Leadership: 
Leading People  
 

Serve as a work 
leader or work 
supervisor for a 
60-day detail. 

A letter of 
performance 
will be 
requested at 
the end of 
the detail. 

Facilities Staff 
Laptop 

 

Approval 7/1-
9/30 

Would like to 
talk with the 
Regional Chief 
to see where 
the greatest 
need is and my 
supervisor to 
see what might 
best fit my 
developmental 
needs 

4 
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Asset 
Management: 
Inventory and 
Condition 
Assessment 
 

Work with Park 
staff to perform 
a 
comprehensive 
condition 
assessment 
and create a 
project in PMIS. 

Complete a 
PMIS project 
imported to 
a Word 
document to 
give to my 
supervisor.  

Access to 
parks 
FMSS/PST 
and FMSS 
Laptop 
Camera 
Internet 

Approval for 
time  

10/1-
11/1 

I help with 
Condition 
Assessment out 
in the field, but 
need some 
background in 
FMSS 

Goal/Competency 
Area 

Developmental 
Action 

Measure of 
Success 

Resources 
Required 

Manager/ 
Supervisor’s 
Role 

Dates Notes 

Operations and 
Maintenance: 
Facility 
management 
Software System 

Learn how to 
create work 
orders in the 
FMSS and basic 
work order 
management by 
completing the 
FMSS Basics 
blended course 

Create an 
effective 
work order 
system for 
our tail 
system 

Laptop 
Internet 
Access to 
Common 
Learning 
Portal and 
DOI Learn 

Approval for 
use of park 
resources 
and time to 
complete 
and attend 
all training 
(no travel 
required, 
but 
attendance 
at webinars 
is required) 

11/1 
to 
12/1 

Would also like 
to shadow 
Jenny (FMSS) 
for a day to 
get an idea of 
all the 
requirements 
of the FMSS. 
This will help 
with the 
Condition 
Assessment 
process 

Resources 
Stewardship: 
Environmental 
Leadership  

Develop working 
knowledge of 
PEPC as well as 
input a project 
into PEPC. This 
will be 
accomplished 
by completing 
the CESS e-
courses and 
working with the 

The project 
will be 
printed off 
from the 
PEPC 
software. 

Laptop 
Access to 
PEPC 
Project to 
import 

Approval to 
access to 
PEPC and 
take the e-
learning 

04/01 
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Natural 
Resources 
Manager 
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4b. NPS Facility Management Request for Developmental Activity 
(RDA) 

A developmental activity, such as a job rotation, detail, special project, or a 
shadowing assignment, requires motivation and self-directed learning strategies on the part of 
the learner—that is you!  
 
To help you become an active participant in your professional development, you should first 
complete a Request for Developmental Activity (RDA). The RDA will help you to identify what 
skills you want to learn or improve upon. It is designed to link your individual learning objectives 
with your job’s requirements, including facility management competencies and requirements.  
 
The Request for Developmental Activity is an opportunity for you to: 

 Individualize a developmental activity to meet your particular learning needs. 
 Individualize an activity to meet the needs of your park or unit. 
 Focus on an applied project related to your workplace or your learning needs. 

 
The Request for Developmental Activity is a deliberate, measurable statement of: 

 The objective(s) you want to address 
 How you will structure your learning 
 How you will show your accomplishment of your identified learning objectives, using 

your self-assessment and Developmental Activity write-up 
 
Define as many learning outcomes as necessary to make this an effective, valuable, and 
successful learning tool. Learning outcomes may include references to facility management or 
other competencies, or they may address specific tasks and conditions within those 
competencies.  
 
Complete this form and submit it to your supervisor. Your supervisor will review it and send it 
back to you with his or her comments and approval.  

The Request for Developmental Activity was adapted from a learning contract developed for 
the M.S. degree in Adult and Continuing Education, Indiana University. 

 
 
 
 
  

4 
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Developmental Activity (DA) Write-Up Requirements 
After you complete your Developmental Activity, you will want to demonstrate how the 
activity you planned actually happened.   
 
To demonstrate this, consider providing the following: 

 a brief narrative summarizing your activity 
 a description of how your activity supported your expected learning outcomes 
 an explanation of any differences between the planned and actual activity and the 

anticipated and met learning outcomes 
 supporting documentation of your activity 

Questions to consider: 
 
What is the purpose of my write-up? 
Your write-up serves as a writing sample but also provides readers with a narrative of your 
developmental activity. Readers need to be able to understand what you did during your 
activity and how it supports your selected competencies, so that they can evaluate your 
learning experience. If your activity did not go as planned, readers need to understand why 
and what you learned, even if it was how not to approach an activity. Your narrative should 
explain and describe the process and results of your developmental activity in a professional 
tone with enough detail to answer potential questions readers may have.   
 
Who will read this write up? 
Coworkers, supervisors, mentor, prospective employers 
 
Have I related my experiences to my learning outcomes in an organized and systematic 
manner? 
In other words, plan what you want to say before saying it. You’ll notice that the sample RDA is 
very systematic: introduction, learning outcome one, learning outcome two, learning 
outcome three, summary. Within this system, each learning outcome is also well-organized: 
heading, narrative, evidence. This is not to say that the sample is the only way to organize your 
write-up, but make sure you consider organization when writing about your developmental 
activity.  
 
Have I met all of the writing requirements? 
Writing is a process: be sure to reread, proofread, edit, and revise. Be clear and concise, but 
also be creative. Vary your sentence structure, but avoid getting so caught up in the 
language that you lose sight of the narrative. It never hurts to have someone else look over 
your writing. 
 
Have I provided enough supporting documentation? 
Writing about what you have done and the learning outcomes you have met is not quite 
enough; you need to illustrate your accomplishments. For the sample RDA, supporting 
documents may include notes from meetings, an agenda from the training sessions, and a 
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copy of the post-drill evaluation given to supervisors. It could also be as simple as created work 
orders, a PMIS statement, or a CESS estimate. 
 
How long does my write-up need to be? 
It depends on how much you have accomplished in your learning outcomes. The sample RDA 
is just under 1,000 words. A longer write-up is not necessarily better than a short one. Be 
thorough and detailed enough to provide readers with a good sense of your activity, your 
goals, the process, and the outcomes. Your write-up may also discuss challenges you faced 
and how they were overcome, unexpected results, or outcomes of which you are particularly 
proud.  
 
 
 

 
 

NOTE: 
While a write-up may be the best way to document your Developmental Activity, you 
could also have a detailed discussion with your supervisor about what you 
accomplished. A write-up can be used during a performance evaluation or as part of 
a discussion during a job interview, particularly if you have evidence to provide. 
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EXAMPLE 1 
NPS Request for Developmental Activity 
 
I have identified that I have little experience in supervision and I would eventually like to be a 
Work Leader or Work Supervisor in the NPS. My supervision skills to date have been limited to 
informally managing employees in the field during specialized projects. I have not had the 
opportunity to develop skills such as managing employee performance, maintaining 
discipline, etc.   
 
First, I will attend the 40-Hour Supervision: Level 1 – Basic Skills course through the DOI University. 
 
Completion of this course developmental activities will allow me to gain valuable experience 
in my future.  The 40-hour supervision training will assist me in cultivating human resource 
management skills, which I will be able to utilize in my future position that requires direct 
supervision of subordinate employees.  
 
I also would like to travel to Great National Park and conduct some condition assessments on 
new assets. 
 
Learning Outcome #1 

a) Learning Strategies & Activities: 
This is how I will go about achieving 
this objective. 

1) Attend the 40-Hour Supervision: Level 1 – 
Basic Skills course through the DOI University 
during the week of July 23, 20XX and learn to: 
 Identify rules & regulations affecting 

supervision. 
 Review merit-system principles. 
 Distinguish the supervisor’s role in managing 

performance, rewarding employees, and 
disciplining and controlling absenteeism. 

 Identify responsibilities for staffing, 
promotion, classification, and position 
management. 

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved. 

1) I will attend the course each day and 
actively participate, asking questions (when 
applicable) to achieve the greatest 
understanding possible of the course content. 

c) Criteria and Means of Evaluating 
Accomplishments: This is how I will 
demonstrate or prove that I have 
achieved my goal. 

1) I will submit a copy of my course completion 
certificate. 
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Learning Outcome # 2:  Travel to my Great National Park and perform condition assessments 
on new park buildings.  

a) Learning Strategies & Activities: 
This is how I will go about achieving 
this objective. 

Follow facility manager’s guidance and direction in 
performing condition assessments.  

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved. 

Documentation will be provided showing that the 
condition assessments were done to the park’s 
expectations. 

c) Criteria and Means of Evaluating 
Accomplishments: This is how I will 
demonstrate or prove that I have 
achieved my goal. 

The condition assessments that were done will be used in 
the creation of new work orders or used for updating 
existing work orders. 

 
 
 
Learning Outcome # 3: Create new or updating existing work orders in FMSS based on the 
conditions found during the assessments.  The data will also be used to create estimates in 
CESS. 
 

a) Learning Strategies & Resources: 
This is how I will go about achieving 
this objective (Activities): 

Follow facility manager’s guidance for creating new work 
orders and updating existing work orders in the FMSS.  The 
data that was collected doing condition assessments will 
be used to generate estimates in CESS.  

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved: 

Documentation will be provided showing that new or 
existing work orders have been created or updated using 
FMSS.  Documentation will also be provided showing 
estimates where created in CESS. 

c) Criteria and Means of Validating 
or Assessing Evidence of 
Accomplishment: This is how I will 
demonstrate or prove that I have 
achieved it: 

The new work orders or updated ones created in FMSS 
and the CESS estimates will be used to create new 
projects in the PST program.  

 
SUPERVISOR’S COMMENTS: 

I HAVE REVIEWED THIS DOCUMENT AND HAVE THE FOLLOWING SUGGESTIONS: 
 

 
 

AFTER THE APPROPRIATE CHANGES HAVE BEEN MADE, I APPROVE THIS DEVELOPMENTAL 
ACTIVITY. 

 
 

SUPERVISOR NAME:    `tÜ~ VtÅxÜÉÇ 
I APPROVE THIS DEVELOPMENTAL ACTIVITY. 

 

 

X 
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PART TWO: TO BE COMPLETED AFTER THE LEARNING ACTIVITY 
Attachment: Final report with a full description of the results of your developmental activities 
and how they support your learning outcomes. 
 

Example 
Developmental Activity Write-up 

 

Component #1 – Supervision 

This developmental activity consisted of attending the DOI University 40-Hour Supervision: Basic Skills 
Course to gain a broad overview of the rules and regulations of supervision and gain skills in hiring, 
managing employee performance, employee development, assigning duties, and maintaining 
discipline, etc. This activity has helped increase my knowledge and skills in V. Business Management – D. 
Human Resource Management. 

 
I attended the Basic Skills Course at the DOI University Training Center in Denver, CO during the week of 
July 23 – 27, 20XX. I participated in PowerPoint/instructor-led lectures that provided information in 
content areas specific to supervision in the federal sector and group exercises designed to provide 
participants with practice of supervisory skills in a protected environment.  
 
The content areas covered included: 
 
 The Merit System – This session described the merit principles, prohibited personnel practices, and 

the agencies responsible for them. 
 
During this session, I gained an understanding of the merit system principles that guide our actions as 
a supervisor as well as the prohibited personnel practices that are actions that fail to uphold the 
merit system principles and may result in disciplinary action against me as a supervisor. 
 

 Ethics in Government – This session focused on responsibilities as a federal employee. 
 
During this session, I gained an understanding of the many laws and regulations that dictate what 
constitutes ethical behavior for federal employees. Having this knowledge will help me to be a 
better manager (to lead by example) in addition to knowing what appropriate behavior of my 
subordinates is.  
 

 Leave and Attendance – This session identified management responsibilities in the area of leave 
administration, various leave types, and entitlements. 
 
During this session, I gained an understanding of the types and entitlements of leave as well as my 
responsibilities for administering leave such as certifying time & attendance, identifying leave 
problems, etc. 
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 Recruitment and Replacement – This session provided information in the recruitment process to fill a 
vacant position. 
 
During this session, I gained an understanding of how to develop a recruitment plan, recruitment 
sources available to me as a supervisor, process of filing positions, etc.  
 

 EEO Responsibilities and Managing Diversity – This session provided information in workplace equal 
employment opportunity (EEO), affirmative action programs, and diversity management. 
 
During this session, I gained an understanding of the importance of providing a workplace of 
equality for all employees, programs available to assist me in achieving that goal, and how to 
address discrimination. 
 

 Performance Management and Awards – This session provided information in employee 
performance management. 

 
During this session, I gained an understanding of supervisory responsibilities in planning, monitoring, 
developing, rating, and rewarding employee performance. 

 
 Conduct and Performance Based Actions – This session provided information in conduct and 

performance-based disciplinary actions and supervisory responsibilities to address conduct and 
performance problems. 

 
During this session, I gained an understanding of how to deal with performance or conduct issues 
with employees. Also, I learned how to distinguish between performance and conduct issues as well 
as the proper procedures to follow in order to properly address those issues. 

 
 Labor Relations – This session provided information in labor-management relations and supervisory 

responsibilities. 
 

During this session, I gained an understanding of how to carry out my responsibilities regarding labor 
relations as well as practical information needed to effectively manage employees represented by 
a union. 

 
 Handling Grievances and Complaints – This session provided information in handling grievances and 

complaints. 
 

During this session, I gained an understanding of the benefits and application of alternative dispute 
resolution, the roles of a supervisor in the grievance procedure, and how to respond to a grievance 
or complaint appropriately. 

 
 Position Management and Classification – This session provided information in position management, 

position classification, requesting evaluation of a position classification, writing a position description, 
etc. 
 
During this session, I gained an understanding of position classification and position description. I 
became familiar with the supervisor’s responsibilities of position management, and learned about 
standards for GS and FWS positions. I also learned how to request an evaluation of a position 
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classification and how to write a position description (which was helpful in completing my second 
DA project). 
. 

 Managing Safety and Health – This session provided information in the benefits and elements of an 
effective safety and health program. 
 

During this session, I was able to reaffirm my knowledge of developing and managing a safety and 
health program.  
 
My objectives for this learning outcome were achieved. By attending this 40-hour supervision course, I 
have been able to obtain the knowledge required to perform the supervisory administrative duties 
(mentioned above) that I have been lacking. As evidence of my accomplishment, I have inserted a 
copy of my certificate of completion (below). 
 
Component #2 - Inventory and condition assessments 
 
The first component of the DA is to perform an inventory and do condition assessments. Following my 
mentor’s guidance and direction, we approached this by breaking it down into sections or groups to 
look at exterior items that are not part of the structures.  These are items such as power poles.  Are there 
access problems?  Are there hardened surfaces, such as a driveway that needs to be removed?  Next, 
the exterior of the structure was examined.  Is there anything that can be recycled, and should it be?  
Measurement of the structure to determine overall square footage was completed.  What type of 
foundation is under the house: concrete, lumber or cinder block?  How many windows and doors does 
the house have and is the glass still in place? Then interior of the house was inventoried. Was there 
anything that can be recycled or items that have a hazardous quality to it? The data gathered during 
this stage is critical as it will be used in the creation of the work orders and in the development of the 
estimates. 

My learning objective for this component was achieved as planned. This objective was naturally the 
easiest for me since I have spent almost 30 years doing construction and estimating projects has been a 
large part of that. All field notes and pictures of the assets have been submitted for review.   

There were many challenges that we faced to accomplish this learning activity. Access into the park’s 
FMSS and PMIS systems was not without wrinkle. A couple of the structures that had to be inventoried 
were packed full of debris which made it hard to estimate its contents and how much stuff was actually 
there. There was a secret that the facility manager found out about me while I was there --I’m deathly 
afraid of SNAKES!   

Component #3 - Work orders and cost estimates 

The second component of my DA is the creation of three new work orders and three cost estimates: two 
for the demolition of the structures and one dealing with the asbestos in the vinyl flooring, which is a 
Health, Life and Safety item. The data gathered during the condition assessments will be used in the 
creation of new work orders and the estimates. A work order number and a work order title was given to 
each new work order. A location number was assigned to the work order, and a location name was 
given to the work order as well as the park alpha code (GREA),site (P239), work type (FM) and the sub 
type (DEM). After the work orders were created, a program called CESS and a book called RSMEANS 
Facilities Construction Cost Data were used to develop the estimates. The reason for the estimates is so 
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that the government has an idea of what the projects might cost -- these costs are also used in the 
seeking of funding for these projects.  

My learning objective for this component was achieved as set out. Creating work orders and estimates 
are relatively familiar to me also from my construction experience.  Some elements that were new and 
unfamiliar to me were the systems that are used to create work orders and estimates, such as FMSS and 
CESS. I have used the RSMEANS book previously; my mentor gave me some advice and direction on 
how to use RSMEANS. I have submitted the following for review: three new work orders and three new 
estimates.  

It took multiple work orders and phone calls to the help desk to get me access into the FMSS and PMIS 
systems. The facility manager advised me about how important it was to take good field notes while 
conducting my assessments. I thought I had until I started creating the estimates and quickly discovered 
that I should have used more detail in my field notes.  

Component #3 - Creating PMIS projects 

The third component of my DA was to create two new projects in PMIS from the three new work orders 
that were created. Once the work orders and estimates have been created, the data that was entered 
into the PST tool will now be bridged over into PMIS. What were once three work orders have now 
become two PMIS projects with the asbestos flooring removal being bundled in with one of the 
demolition projects. At this point, the projects need to be reviewed and approved --both projects were 
approved by the Facility Manager. 

My learning objectives were achieved for this learning activity and documentation of all the steps have 
been submitted for review.  
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EXAMPLE 2 
NPS Request for Developmental Activity 
 
Cultural and Natural Resource Project Development 
 
Name: Joan D. Smith 
Name of Supervisor: Jason R. Thomas 
Date Submitted: 05/24/20XX 
Proposed Completion Date**: 06/25/20XX-07/08/20XX 
 
PART ONE 
What are the competencies you need or want to develop during this learning activity in order 
to become more knowledgeable about the field of facility management or more successful in 
your position? How will this activity benefit your park or unit? 

When I created my Individual Development Plan, I realized that I have limited experience with 
Cultural Resource project development. I expect to improve my understanding and working 
knowledge of cultural and natural resources. This will help my park to develop projects for 
cultural sites and other related sites in the park.  

Currently at my park, the resource department only submits cyclic maintenance projects for 
resource assets. These projects fund a couple of seasonal employees to complete minor 
repairs. My park and I will benefit from my exposure and opportunity to experience the 
project-development procedures used by my park’s resource department. This will develop 
shared knowledge to proceed with these types of projects in a timelier manner, and to create 
more effective projects.    

With my current knowledge of project management and imminent knowledge of cultural 
resources, I can provide the park validated restoration or protection projects. This will improve 
visitor experience of these sites. In addition, I hope to become proficient or improve my skills in 
this competency, which will increase my confidence of Resource Stewardship.  

Learning Outcome # 1: I would like to learn or achieve competence in the following area or 
topic: 

Expand my knowledge of Cultural Resources to develop projects for these types of sites at my 
park. Increase additional with familiarity with natural resources management as well.  

 
a) Learning Strategies & Activities: 
This is how I will go about achieving 
this objective. 

1. Review previous and pending projects at my 
park. 
2. Select projects based on the importance to 
the park using API’s and OB’s.  
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3. Will use my knowledge gained in this training 
to complete the needed compliance process.  

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved. 

1. Conduct condition assessments of these sites. 
2. Create a PEPC project for each selected 
project. 
3. Review each project with park’s compliance 
officer.  
4. Will create or update the PMIS statements to 
reflect the compliance needs for the project.  
 

c) Criteria and Means of Evaluating 
Accomplishments: This is how I will 
demonstrate or prove that I have 
achieved my goal. 

1. Competition of the PEPC procedures. 
2. PEPC statements are approved by the park’s 
compliance officer. 
3. Project submitted into PMIS and park 
approved.  

 
Learning Outcome # 2: I would like to learn or achieve competence in the following area or 
topic: 
 
Creation of SHPO letter request to review project list. 
 

a) Learning Strategies & Resources: 
This is how I will go about achieving 
this objective (Activities): 

1. Create SHPO request letter.  
2. Mentor oversight and guidance.  

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved: 

1. By receiving SHPO letter.  
2. Review of the SHPO letter by park 
compliance and resources.  

c) Criteria and Means of Validating 
or Assessing Evidence of 
Accomplishment: This is how I will 
demonstrate or prove that I have 
achieved it: 

1. The acceptance letter from SHPO for this 
asset. 
2. Submit letter to park compliance and 
resources.  

 

Learning Outcome # 3: I would like to learn or achieve competence in the following area or 
topic: 

Natural Resource project development.  

a) Learning Strategies & Resources: 
This is how I will go about achieving 
this objective (Activities): 

1. Review impending projects and NEPA 
compliance needs.  
2. Complete site inspections. 
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b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved: 

1. Complete NEPA sections of PEPC for 
proposed project.  
2. Completion of Natural resource 
management experience for these types of 
projects with my parks natural resource person.   

c) Criteria and Means of Validating 
or Assessing Evidence of 
Accomplishment: This is how I will 
demonstrate or prove that I have 
achieved it: 

1. Completion and acceptance of the NEPA 
segments of PEPC by park resource person.  
2. Projects submitted into PMIS and park 
approved.  
3. Create an FY-18 compliance planning 
document (spread sheet) that will show what 
planned projects for my park will need 
compliance in  FY-XX, what type and when it 
will take place. The park will be able to 
continue to use this in the future years. Park 
compliance officer will approve the document.  

 
 
 
 
 
 
SUPERVISOR’S COMMENTS: 

I HAVE REVIEWED THIS DOCUMENT AND HAVE THE FOLLOWING SUGGESTIONS: 
 

 
 
 
 
 

AFTER THE APPROPRIATE CHANGES HAVE BEEN MADE, I APPROVE THIS DEVELOPMENTAL 
ACTIVITY. 

 
 
 
 

SUPERVISOR NAME:    ]táÉÇ eA g{ÉÅtá 
I APPROVE THIS DEVELOPMENTAL ACTIVITY. 

 
 
  

 

 

X 
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PART TWO: TO BE COMPLETED AFTER THE LEARNING ACTIVITY 
 
Attachment: Final report with a full description of the results of your developmental activities 
and how they support your learning outcomes. 
 

EXAMPLE  
Developmental Activity Write-up 

Joan D. Smith 
 
My Learning Strategies and Activity was to expand my knowledge of Cultural Resource 
projects.  
 
My park received word from Acme Tours that they plan to donate $250,000.00 to the 
restoration of the Ranch House at the Smith Ranch and towards the establishment of a 
volunteer preservation corps. The park is working toward some adaptive reuses of the Historic 
District and this very timely donation will do a lot to support those efforts. We are greatly 
appreciative of Tauck's dedication to supporting National Parks and the preservation of 
historic places. 
 
The Resource Management Division at my park had just initiated a long-term development 
and improvement project study for the Historic Ranch in the sub-district.  After making a 
request I was placed on the Inter-disciplinary team (IDT). During discussions with the Resource 
Specialist, I familiarized myself with the goals the University has set for the project and the work 
that was to be accomplished.  
 
 The Culture Resource Specialist stated that as the IDT team we would meet at the Ranch to 
discuss what be the best options for the University to consider. We would propose three 
different options for them to review based on our recommendations: 
 

1. Consider option of a living history theme. 
2. Consider concession walking and informative tours.    
3. Open for special event, weddings, holidays, and ceremonies. 

As we discussed these options while at the Ranch we also walked through and around the 
property to inspect and examine all of the features of the historic district that should be 
considered while the University staff developed the study. 
 
A major responsibility of mine was to review all past compliance documents, dating back to 
those developed when the initial stabilization of the Smith Ranch house occurred. The Smith 
Ranch House has been closed from public use for several years due to its condition. The last 
compliance document which was solely for the stabilization of the house for future 
preservation projects was created in 2009-2010. It was my suggestion that the group include 
the compliance documents in our submittal to the University, this will provide the University with 
the current condition of the Smith Ranch House.  Additionally, this will assist with what is 
required to return the Smith Ranch House to a condition that allows for public access again.  
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This University report will include recommendations of the types of preservation that should be 
put in place over the next few years. My park will receive donations and/or grants from the 
National Historical Society (NHS), Acme Tours and Friends of Lees Ferry group. This funding will 
need to be considered to develop a time line for the project.  
 
The University will also be conducting a commercial services feasibility study for the sub-district 
area. The goal is to understand the potential for additional investments and/or services that 
the park could make or encourage, in order to promote visitation and enhance the visitor 
experience in a sustainable manner.  
 
 
Natural Resource Protection project.  
The Chief of Facilities tasked me with reviewing the Environmental Compliance audit findings 
report (see attachment 3), which took place in February. The park received the Audit report 
on June 30, which included all the park districts.  
 
The audit findings revealed environmental compliance programs were not being observed or 
were just not in place for the following compliance areas: 
 

 Air Quality 
 Emergency Planning and Reporting 
 HAZCOM 
 Hazardous Materials Management 
 Hazardous Waste Management 
 Pesticide Management 
 Respiratory Protection 
 Solid Waste Management 
 SPCC Planning / Fuel Storage Management 
 Storm Water Management 
 Universal Waste Management 
 Used Oil  

 
The audit produced 36 findings 18 of which were for the same type of occurrence. 
 
Being in agreement with the Audit team, I concur that the park needed to increase 
awareness of environmental requirements with proper employee training and routine 
inspections. It was essential I work with different groups to review and/or update programs and 
practices to support compliance and continual improvement. 
It was my goal and my task to work with partners to set different environmental awareness 
training for NPS and Concessionaire employees. To include: 
 

 HAZWOPER 
 OSHA 
 HAZCOM 
 Respiratory Protection 
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Due to a large number of new facility employees arriving at my park, I set up these trainings for 
March and April. Part of these training courses have been completed and some are on-going 
through April. 
 
There were findings in the audit that required replacement equipment or the purchase of 
additional equipment. Acquisition of end of year funding from the Regional Environmental 
Management Plan (EMP) funding source was a task I undertook successfully. The park was 
able to purchase much of the required equipment, such as: 
 

 OSHA compliant safety fuel cans 
 Flammable cabinets 
 Hazardous chemical cabinets 
 Pesticide cabinets 
 Respirators (both half and full face) 

 
It is my goal, once the environmental awareness and safety training is completed at the end 
of April, to work with different groups across the park to update or implement various 
environmental protection programs for each area. With my increased knowledge from my 
Operations and Maintenance competency training of health, safety, and environmental 
factors I will be able ensure effective concepts, provide applicable emergency preparedness 
programs for each park area, such as Spill prevention, control, and countermeasure (SPCC) 
plans and Storm Water Pollution Prevention Plan (SWPPP). This will be an ongoing process 
throughout the year with continued monitoring and routine inspection every year to ensure 
compliance.  
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Example 
PART THREE: SELF-EVALUATION OF LEARNING EXPERIENCE 
 
Mark your response and add comments as appropriate. 
 

Learning Levels:  High = Learned a lot of new things and synthesized them with prior 
knowledge 

  Medium = Learned some new things or synthesized prior knowledge 
together 

  Low = Did not learn anything new, simply reiterated what you already 
knew 

 
 
Employee Signature:  Joan D. Smith 
 
Supervisor Signature:  ]táÉÇ eA g{ÉÅtá                                                                                   
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ADDITIONAL LEARNER RESOURCES  

 
The Role of a Mentor for Career Development 
Mentoring can serve as an extension of professional development programs and coursework 
to improve the field of facility management in the NPS. A one-on-one mentoring program 
places a new or aspiring facility manager under the tutelage of an experienced facility 
manager. This allows the learner to gain a hands-on understanding of the roles, responsibilities, 
and accountability issues of a facility manager.  
 
The mentoring process links a new facility manager or aspiring facility manager with a more 
experienced supervisor or manager in order to help facilitate career management, 
professional growth, and IDP development. A mentor is someone other than one’s supervisor 
(or anyone else in the chain-of-command) who is in a position to help with job and career 
issues and is committed to doing so. Although new facility managers and aspiring facility 
managers are not required to identify a mentor, they are urged to do so.  
 
In his book, Managers as Mentors, Chip R. Bell describes a mentor as “someone who helps 
someone else learn something the learner would otherwise have learned less well, more 
slowly, or not at all.” A mentor’s understanding of the organization’s structure and culture 
assists the new facility manager in defining realistic job competencies and career goals, as 
well as strategies and options which may extend beyond the current job or career field. 
 
The mentor is a role model and sounding board who provides confidential guidance on ways 
to gain acceptance and recognition in the larger organization. Mentoring is a constantly 
evolving process and requires the mentor and mentee to work together as partners to define 
appropriate career satisfaction goals and to provide each other with sufficient feedback in 
order to achieve those goals. 
 
What difference do mentors make in one’s development? Mentored employees benefit from 
the following: 

 Forming a connection with an interested person who monitors development, provides 
encouragement, and assists in the transfer of learning to the job. 

 Having goals defined and clarified so that they are both realistic and challenging, or 
taking steps toward a goal they already identified. 

 Receiving advice on the Supervision, Management and Leadership competencies and 
how to achieve proficiency in those competencies. 

 Gaining the perspective of the mentor on politics as well as priorities and programs. 
 Receiving feedback about self-presentation (or other issues) that supervisors often don’t 

give, generally because they have to work with the person on a daily basis. 
 Having access to an objective and credible source of information about how the 

system works and how to work the system. 
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 Being able to improve job performance, because they can discuss any problem areas 
with the mentor and strategize about how to work them out with the supervisor, and 
because they are more highly motivated. 

 

How to Identify a Mentor 
To identify a mentor, do the following: 
 Request a meeting with a potential mentor. Let the person know you want to discuss 

career issues. Request a given amount of time. Think about who you turn to now for advice 
on how to be an effective facility manager. You may already have a mentor whom you 
do not call by that formal name, but who is actually serving the same functions. If you are 
a typical employee, then there are probably several different people from whom you 
receive different kinds of support, feedback, and advice. Does any one of them stand out 
as someone with whom you would like more time or to be more involved? If so, ask. Most 
people are pleased when someone asks them to be a mentor. 

 Reflect on what kind of help you need. Are you looking mostly for information about how 
the system works, about how to develop your facility management competencies, or 
about how to handle a particularly challenging situation? Or do you want help in 
identifying your strengths and skills, and in setting goals based on those? 

 Identify some people who might be able to help. Whether or not a particular individual 
proves to be a full-fledged mentor, they may be able to answer particular questions or 
spend a couple of hours with you discussing a dilemma you are facing. Ask the people you 
already talk with regularly who they would suggest and watch to see who in your 
organization has the qualities and knowledge to provide the kind of assistance you have 
identified. Recently retired facility managers may also be a good choice for a mentor. 
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RESUME WRITING  

When you have completed activities in your IDP or completed a Developmental Activity, as 
part of your professional development, you should update your Self-Assessment and update 
your resume!  
 
Tips, Tricks, and Advice 
Compiled by former FMLP students Scott Simmons and Steve Sims 

 Before applying, ensure that you meet the minimum qualifications. 
 Tailor your resume to the position.  Remember, you can have multiple resumes in 

USAJobs (one for Chief of Maintenance, one for FMSS Specialist or Supervisor, one for 
Project Manager). 

 Read the FULL announcement first and pull wording from the announcement and 
questionnaire.  Make sure your resume is relevant to the info in the announcement and 
questionnaire.  You can still edit your resume after answering the questionnaire but may 
need to confirm answers again before submitting. 

 Research the park/office you are applying for and address experience you have 
regarding similar environments, concerns, etc. For example, if you are putting in for a 
job at a seashore park and you have past experience related to seashores, include this 
in either your resume or cover letter. 

 Network! If you know anyone at the park/site you are applying to, reach out and ask 
them about any issues that the park may be facing that would be relevant to your 
position. 

 Contact the Human Resources specialist if you need further clarification. 
 Keep your resumes up to date.  You do not want to hear about a job that is closing 

today and have to update three years of experience. 
 Be concise in your wording.  Resist taking three lines of text to say what you could have 

said in one line. HR, review panels, and interviewers may have numerous resumes to 
review. 

 Include quantitative accomplishments that highlight what YOU did – avoid using the 
word “assisted”. 

 Put the most relevant experience to the position first in your descriptions.   
 Always include oral and written communication in your responsibilities of your current 

and past positions.  Experience briefing up the management ladder and to a diverse or 
lay group is important. 

 Ensure that your references comply with NPS law and policy. 
 Ensure that you have ALL documents in your package before submission. 
 Proofread! Ensure that there are no typographical errors in your resume. Use present 

tense for your current position and past tense for previous work experience. 
 Be truthful on the questionnaire but be generous when ranking yourself. 
 “Safety” and “Mission” are always good words to include on your resume. 
 Keep an ongoing list of notable career highlights.  This can be helpful in developing 

your resume as well as in the interview process.  Perhaps keep a master list and then 
one for each fiscal year that you can turn in for your EPAP review.  At the end of the 
year update your master list. 
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 Finally, do not get discouraged! Typically, people apply for more than ten positions 
before being hired. 

 
Resume FAQs 

What should I include in my federal resume? 
Whether you’re a current federal employee or new to the Federal Government, your resume is 
the primary way for you to communicate your education, skills and experience. 

Before you get started 
Read the entire job announcement. Focus on the following sections to understand whether or 
not you qualify for the position. This critical information is found under: 

 Duties and Qualifications 
 How to Apply (including a preview of the assessment questionnaire) 
 How You Will be Evaluated 

Make sure you have the required experience and/or education before you apply. Hiring 
agencies use the job announcement to describe the job and the required qualifications, 
including: 

 Level and amount of experience 
 Education 
 Training 

What to include in your resume 
Federal jobs often require that you have experience in a particular type of work for a certain 
period of time. You must show how your skills and experiences meet the qualifications and 
requirements listed in the job announcement to be considered for the job. Include dates, 
hours, level of experience and examples for each work experience. For each work 
experience you list, make sure you include: 

 Start and end dates (including the month and year). 
 The number of hours you worked per week. 
 The level and amount of experience. For instance, explaining whether you served as a 

project manager or a team member helps to illustrate your level of experience. 
 Examples of relevant experiences and accomplishments that prove you can perform 

the tasks at the level required for the job as stated in the job announcement. Your 
experience needs to address every required qualification. 

 
Example 
Program Analyst GS-343-11 
January 2009 - Present 
40 Hours/Week 
$63,000/Year 

 Experience/Accomplishment 
 Experience/Accomplishment 

Include volunteer work and roles in community organizations 
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Don’t limit yourself to only including paid work experience. Include relevant volunteer work or 
roles in community organizations that demonstrate your ability to do the job. 
Use numbers to highlight your accomplishments 
Use numbers, percentages or dollars to highlight your accomplishments. You can find this 
information in things like your performance reviews, previous job descriptions, awards and 
letters of recommendation. 
When explaining your accomplishments: 

 Include examples of how you saved money, earned money, or managed money. 
 Include examples of how you saved or managed time. 

Examples 
 “Improved efficiency of document processing by 25% over the previous year”. 
 “Wrote 25 news releases in a three-week period under daily deadlines”. 
 “Managed a student organization budget of more than $7,000”. 
 “Wrote a prospect letter that has brought in more than $25,000 in donations to date”. 

These statements show in concrete terms what you accomplished. 

More resume writing tips 
Customize your resume 
You should tailor your resume to the job announcement rather than sending out the same 
resume for every job. Customizing your resume helps you match your competencies, 
knowledge, skills, abilities, and experience to the requirements for each job. Emphasize your 
strengths and include everything you’ve done that relates to the job you’re seeking. Leave out 
experience that isn’t relevant. 
Use similar terms and address every required qualification 
Your experience needs to address every required qualification in the job announcement. 
Hiring agencies will look for specific terms in your resume to make sure you have the 
experience they’re seeking. For example, if the qualifications section says you need 
experience with “MS Project” you need to use the words “MS Project” in your resume. 
Organize your resume to make it easy to understand 
You need to organize your resume to help agencies evaluate your experience. If you don’t 
provide the information required for the hiring agency to determine your qualifications, you 
might not be considered for the job. 

 Use reverse chronological order to list your experience–start with your most recent 
experience and work your way back. 

 Provide greater detail for experience that is relevant to the job for which you are 
applying. 

 Show all experiences and accomplishments under the job in which you earned it. This 
helps agencies determine the amount of experience you have with that particular skill. 

 Use either bullet or paragraph format to describe your experiences and 
accomplishments. 

 Use plain language– avoid using acronyms and terms that are not easily understood. 
Be concise 
Hiring agencies often receive dozens or even hundreds of resumes for certain positions. Hiring 
managers quickly skim through submissions and eliminate candidates who clearly are not 
qualified. Look at your resume and ask: 
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 Can a hiring manager see my main credentials within 10 to 15 seconds? 
 Does critical information jump off the page? 
 Do I effectively sell myself on the top quarter of the first page? 

Review your resume before you apply 
Check your resume for spelling and grammatical errors and have someone with a good eye 
for detail review your resume and provide feedback. 
Important facts about the federal hiring process 

 The Federal Government does not have a standard job application. Your resume is your 
application. 

 Hiring agencies use the job announcement to describe the job and list the required 
qualifications and responsibilities. 

 After applying, the hiring agency uses the information in your resume to verify if you 
have the required qualifications stated in the job announcement. 

 Once the hiring agency has determined who is qualified, they may use other 
assessments such as interviews or testing to determine the best-qualified applications. 

 
Additional Information 
 
For additional information on preparing your resume for applying to federal jobs, including a 
detailed list of items you should include on your resume, please see Appendix L. 
 
   



2018 Facility Management Workforce Development Guide 
 
 

66  

 
 

 

INTRODUCTION TO THE APPENDICES 

Once you have completed a self-assessment and Individual Development Plan (IDP) and 
reviewed it with your supervisor or mentor, you will want to find courses or training providers 
that will help you to address the skills and abilities you want to develop. Finding appropriate 
coursework is the next step in your individual professional development. The following 
appendices provide developmental activities and sample courses, training providers, and a 
list of facility manager textbooks that may help guide you in addressing the facility manager 
competencies you have identified as needs in your self-assessment and IDP.  
 
Because the developmental activities are organized by the facility manager competencies, 
you will need to reference the NPS Facility Manager Competency document. The FM 
Competency document can be accessed on the Common Learning Portal as well as at this 
link to Inside NPS- 
http://pfmdshare.nps.gov/Asset%20Management%20Toolbox/NPS%20PFMD%20FM%20Compe
tencies%202015-21%20Final.pdf 
 
Please note that the appendices provide sample courses and training providers. These have 
not been extensively reviewed or validated by the NPS, nor are the appendices inclusive of 
every learning opportunity that may be of value to you. Instead, the appendices were 
designed to serve as a reference and starting point from which to begin seeking out learning 
opportunities. 
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APPENDIX A: ASSET MANAGEMENT DEVELOPMENTAL ACTIVITIES 

 

ASSET MANAGEMENT CHILD 
COMPETENCIES 

POSSIBLE  
DEVELOPMENTAL ACTIVITIES 

Planning and Procedures  Read your park’s General Management Plan and prepare a report for your supervisor 
to present to senior park management that compares the existing asset inventory to 
the inventory required for implementation. 

 Read your park’s business plan and reflect on the role of the facility function. Prepare 
an analytical report for your supervisor to present to senior park management on your 
findings.  

 Review all business and strategic plans that affect your park unit, and list five main 
impacts the plans have on your unit’s operations. 

 Read your park’s asset management plan and prepare a report for your supervisor 
highlighting any disconnects between it and other park plans. 

 Visit the Americans with Disabilities Act website (https://www.ada.gov/) and review 
accessibility requirements. List five ways accessibility standards are met at one of your 
facilities, and list five ways standards are not being met or could be improved. 

Property and Structure 
Ownership 

 Access an FMSS report on the park’s asset inventory. Log on to the FMSS and 
complete the specification template for the ten assets with the highest API, paying 
particular attention to asset occupancy and asset use. 

 Develop a plan for completing specification templates for the remaining park assets 
and submit it to your supervisor. Consider including interns, student aids, and term 
positions in your plan. Volunteer to coordinate implementation of the plan and 
deliver documentation on the completed project. 

 Schedule a meeting with your park’s administrative officer and create a list of assets 
leased by the park. Develop a report which links each asset to occupancy and 
usage data based on FMSS’ specification template. 
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ASSET MANAGEMENT CHILD 
COMPETENCIES 

POSSIBLE  
DEVELOPMENTAL ACTIVITIES 

 Schedule an interview (or arrange a detail) with your park’s servicing lands office to 
learn about the land acquisition process. Develop a report for your supervisor which 
details the impacts that planned acquisitions will have on facility management’s 
function. 

 Describe ten current park unit activities and outline where they fit into the asset 
management process. 

Life Cycle Management  Select an asset feature slated for replacement (such as an HVAC unit, roof, or lighting 
system); apply life-cycle cost principles to the selection process; oversee its 
installation; and develop a report comparing its performance to the design analysis. 

 Complete a life-cycle cost analysis for a more complex asset at your park, such as a 
visitor center. 

 Review the preventive maintenance plans assigned to a single asset in your park/unit. 
Note any areas that need to have preventive maintenance plans developed. 

 Volunteer to develop a life-cycle cost analysis for your park’s next project or to work 
on a design team (DSC or A&E) developing a life-cycle cost analysis. 

 Negotiate a detail with your park GSA‘s servicing fleet manager or a park with a park-
owned fleet, and write a report outlining lessons learned and principles you will apply 
when executing fleet management duties. 

 Attend a GSA’s FedFleet conference workshop and write a report outlining lessons 
learned and principles you will apply when executing fleet management duties. 

Inventory and Condition 
Assessment 

 Actively participate in your park’s next Comprehensive Condition Assessment. 
Document approaches the park applies and add these approaches to your skill 
portfolio. 

 Complete the work order process for deficiencies identified in the condition 
assessment. 

 Examine asset conditions documented in the park’s FMSS data. Generate reports and 
write a briefing paper for presentation to upper management. 
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ASSET MANAGEMENT CHILD 
COMPETENCIES 

POSSIBLE  
DEVELOPMENTAL ACTIVITIES 

 Develop a program that will track an asset’s condition over time, correlating work 
effort (and cost)—or lack thereof—to asset condition. Present findings to upper 
management along with proposals for implementation park-wide. 

Table 2: Asset Management Developmental Activities  
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APPENDIX B: OPERATIONS AND MAINTENANCE DEVELOPMENTAL 

ACTIVITIES  

 

OPERATIONS AND 
MAINTENANCE CHILD 

COMPETENCIES 

POSSIBLE  
DEVELOPMENTAL ACTIVITIES 

Service Scheduling, 
Performance, and Tracking 

 Develop two lists of the operations and maintenance of ‘services’ your park’s facility 
management function delivers to visitors, program areas, park staff, concessionaires, 
partners, etc. 

 Examine how these activities are planned and reported to the FMSS. Document each 
omission and develop a plan for inclusion. 

 Generate and analyze FMSS data on one of the services planned and tracked. 
Determine the accuracy of the data, develop a plan for filling omissions, and prepare 
an executive summary of the costs. 

Facility Management 
Software 

 Generate a report on the condition of one asset and its associated work orders. 
Conduct a condition assessment of this asset with these facts in hand and 
identify/document discrepancies. Draft work orders to fill the gap and present them 
to your supervisor. 

 Select one asset and examine work orders associated with it. Sort them by 
operational or maintenance work orders and develop a preventive maintenance 
plan. 

 Develop a plan for long-term monitoring of this asset that will capture condition data 
over time. Describe how to correlate cost savings (from deferred work) to increased 
repair costs. 

 Examine FMSS data and compare the resource costs to the facility function’s 
operating budget. Identify where discrepancies lie and propose solutions. 
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OPERATIONS AND 
MAINTENANCE CHILD 

COMPETENCIES 

POSSIBLE  
DEVELOPMENTAL ACTIVITIES 

 Examine FMSS data and determine what portion of the facility function’s effort goes 
to operations vs. maintenance.  Draft a report for senior management and present to 
your supervisor. 

Health, Safety, and 
Environmental Factors 

 Review your park’s Environmental Management Plan. Visit shop and storage areas 
identified in it and audit their compliance with the plan. Develop FMSS work orders for 
any deficiencies found. 

 Meet with your park’s collateral duty safety officer (CDSO) and obtain copies of the 
park’s NPSafe Action Plan. Outline the facility function’s role in this program and audit 
its compliance. Prepare a report of findings for review by supervisor and/or generate 
FMSS work orders for action toward compliance. 

 Obtain a copy of accident reports generated by facility function activities from the 
CDSO, look for trends and opportunities to build a safer workplace, and present a 
report to your supervisor to carry to the next park Executive Safety Steering 
Committee meeting. 

 Conduct an audit of the park’s hazardous waste storage facilities and prepare a 
report of findings. 

 Obtain a copy of the park’s hazardous waste disposal manifest log. Prepare a report 
detailing the annual cost of disposal. 

 Obtain a copy of the park’s hazardous material inventory, research alternative 
(green) product substitutes, and prepare a proposal detailing cost savings for 
presentation to senior management by your supervisor. 

Emergency Preparedness  Meet with the park’s chief ranger and discuss the range of emergencies employees 
and visitors might face in your park area. Develop a list by asset. 

 Obtain a copy of the emergency action plan (EAP) and compare your list with the 
Plan. Prepare a report of deficiencies for presentation by your supervisor to senior 
management. 
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OPERATIONS AND 
MAINTENANCE CHILD 

COMPETENCIES 

POSSIBLE  
DEVELOPMENTAL ACTIVITIES 

 Meet with the park’s chief ranger to discuss the facility function’s role in emergency 
preparedness and response. 

 Prepare draft updates to the EAP based on your findings.   
 Review all emergency and evacuation plans associated with an asset in your park 

unit. 
 Prepare an inventory of emergency systems that would be required to implement the 

plan. Determine what training/drills are required to activate them. 
 Develop an inventory of skills/people affected by this implementation and prepare a 

schedule for training/drill execution. Present to supervisor for delivery to senior park 
management. 

Table 3: Operations and Maintenance Developmental Activities 
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APPENDIX C: PROJECT MANAGEMENT DEVELOPMENTAL 

ACTIVITIES  

 

PROJECT MANAGEMENT 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

Project Management  Log on to PMIS to inventory projects slated for execution by the facility function. 
Create FMSS reports, compare the two lists, and prepare a report of findings for your 
supervisor. 

 Identify one project slated for execution and probable funding in a future fiscal year, 
prepare a project plan, and submit to supervisor with the request that you be 
assigned responsibility for project execution. 

 Examine all high priority projects for a future fiscal year and develop a list of 
compliance concerns/impacts for each, confirming compliance has been initiated. 
Find one project requiring compliance, and initiate action using PEPC. 

 Take the PEPC suite of e-courses. 
 Obtain certification as project manager through the Project Management Institute. 

Programming and Design  Using the FMSS and other tools, identify one project that will be included in your park’s 
five-year plan. Develop a project plan and create the project in PMIS. 

 Identify one project slated for execution. Examine its program and volunteer to assist 
in the design. 

 Using the FMSS and other accounting data, compare the program to actual 
expenditures on a previous project. 

 Volunteer to serve on a team designing a project and prepare an evaluation of the 
design process and product for presentation to the design lead. 

Construction and 
Relocations 

 Obtain certification as a contracting officer’s technical representative (COTR).  
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PROJECT MANAGEMENT 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

 Obtain a detail to a line-item project which is under supervision of a professional 
construction project manager.  Develop an action plan for how you will perform if 
charged with these duties. 

 Obtain the plans for a construction project that was recently completed. Determine 
what business needs were to be met by the design and prepare a report for 
presentation by your supervisor to senior management. 

 Identify a project where staff will be impacted by project execution. Prepare a 
relocation plan for these staff. 

 Conduct interviews with staff that were impacted by a previous construction project 
to assess how their relocation impacted them. Determine impacts on productivity 
(down time), as well as impacts on morale and other less tangible measures. 

Table 4: Project Management Developmental Activities 
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APPENDIX D: RESOURCE STEWARDSHIP DEVELOPMENTAL 

ACTIVITIES  

 

RESOURCE STEWARDSHIP 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

Cultural Resources  Obtain the List of Classified Structures (LCS) for your park. Compare it to the asset 
inventory and API. Identify discrepancies in the FMSS and determine why these 
discrepancies exist. 

 Identify the top three cultural resource assets in your park and schedule a visit with 
park or regional resource managers for a tour. List five activities the facility function 
performs that could adversely impact the resource’s integrity; find their work orders 
and confirm that mitigating measures are in place. 

 Read the Secretary’s Standards for Historic Preservation. Review all work orders for an 
asset on the LCS. Highlight those in conflict with the Standards and develop 
procedures for addition to the work order.  

 Identify one future project which will require compliance and list potential impacts 
that this project could have on cultural resources. Meet with resource staff, review the 
list, and ask them what actions need to be taken to satisfy their mandates. 

 Identify one future project which will require compliance, enter the project in PEPC, 
and work alongside resource management staff as they conduct their review and 
analysis of the project. 

Natural Resources  “No asset should exist unless it is in direct support of natural or cultural resources.” 
Review three assets in your park that have the highest API and describe how they 
meet this statement. Do the same for the three with the lowest API. 

 Meet with resource stewardship staff and take interpretive tours to learn what key 
natural resources exist in the park.  
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RESOURCE STEWARDSHIP 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

 Develop a list that identifies the park’s sensitive, threatened, and endangered 
species.  

 Interview the park’s natural resources manager to determine facility function activities 
that enhance or adversely impact their program’s goals. Develop a list of activities or 
business processes that could be implemented to mitigate the adverse impacts and 
present it to your supervisor. 

 Identify one future project which will require compliance. Develop a list of potential 
impacts this project could have on natural resources. Meet with resource staff, review 
the list, and ask what actions they will take to satisfy their mandates. 

 Identify one future project which will require compliance, enter the project in PEPC, 
and work alongside resource management staff as they conduct their review and 
analysis of the project.   

Environmental Leadership  Obtain a copy of your park’s Environment Management System report and highlight 
actions and areas where the facility function promotes environmental stewardship.  
Prepare an article for the park’s newsletter. 

 Obtain a copy of the park’s utility bills or access a report from the FMSS. Identify the 
asset which consumes the most energy. Conduct an energy audit, and prepare a 
report proposing conservation measures, such as a lighting retrofit. The report should 
detail costs and savings so that a payback period is presented. 

 Obtain a copy of the park’s Integrated Solid Waste Management Plan. Examine how 
recycling/reuse is applied by offices within the park, and develop a report 
recommending improvements for presentation to the park’s leadership team by your 
supervisor. 

 Obtain a copy of the park’s hazardous material inventory, research alternative 
(green) product substitutes, and prepare a proposal detailing cost savings. 

Table 5: Resource Stewardship Developmental Activities  
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APPENDIX E: BUSINESS MANAGEMENT DEVELOPMENTAL 

ACTIVITIES 

 

BUSINESS MANAGEMENT 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

Plan and Organize the 
Facility Function 

 Review the park’s mission statement, business plan, and/or enabling legislation. List 
five ways the facility function supports it. (For instance, reflect on the impact a poorly 
maintained asset has on staff morale/productivity and their ability to fulfill their mission 
functions.) 

 Locate the park’s facility function or facility management division mission statement. 
If one does not exist, research different approaches to writing mission statements and 
develop a proposal for action to your supervisor. 

 Examine how facility function activities are planned and tracked (work & staff 
scheduling, work reporting, work quality control, work requests, etc.). Look for 
redundancies and areas of inefficiency. Prepare a report to your supervisor 
recommending improvements. 

 Join professional organizations and read literature on trends in parks, recreation, and 
tourism. Look for trends likely to impact your park and its visitation and prepare an 
oral presentation to your park’s leadership team. 

 Examine how the facility function communicates with other park branches informally 
(timely response to work requests, day-to-day interactions) and formally (reports, 
replies for information, e-mail, etc.). Look for areas of weakness and opportunities to 
strengthen communication. 

 Prepare an annual report on the facility function’s accomplishments and future plans 
for presentation to park or regional leadership.  
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BUSINESS MANAGEMENT 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

 Develop a report on how the facility function affects the park’s business. Translate 
facility function needs into facility function requirements and how facility 
management achievements fit business needs. 

Budget and Finance  Develop a report on park and facility function budget trends for your supervisor to 
present to senior park leadership. 

 Prepare a presentation to senior park leadership on the facility function’s annual 
budget. 

 Conduct a study of inflation in building materials, and report on its impact on day-to-
day facility function activities. 

 Prepare reports for senior management on the facility function that capitalize on 
financial data (costs of doing business, cost reductions and cost avoidance, life-cycle 
costing, management and tracking). 

 Develop and implement a strategy to report the ongoing performance metrics—
stated in financial terms—for the success of the facility function and service providers. 

Assessment and Innovation  Complete a detail with NPS’ Social Science branch to gain insights and skills in 
developing, implementing, and analyzing customer surveys. 

 Develop a student intern project for a social scientist to measure staff and/or visitor 
satisfaction with services provided by the facility function. 

 Develop a list of services the facility function performs. For each, define the measures 
and prioritize them. Select the top two, implement improvements, and develop a 
report for senior management. 

 Research a list of laws and regulations the facility function must comply with. Identify 
those which are mandatory and develop a FMSS work order for each. 

 Develop a prioritized list of other audit activities, such as quality control; develop FMSS 
work orders; and establish systems to record and report results. 

 Join professional organizations and network with local membership looking for best 
practices. 
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BUSINESS MANAGEMENT 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

 Attend maintenance advisory group or regional meetings to network with your peers. 
Share challenges and successes to identify a set of best practices to emulate. 

 Subscribe to professional and technical journals and encourage your peers and 
subordinates to do the same. Foster best practices discussions during facility function 
meetings. 

Human Resource 
Management 

 Review the facility function’s organization chart. If one does not exist, create one, 
indicating lines of authority and areas of responsibility. Look for disconnects and ways 
to improve the organization. Prepare a report to your supervisor with 
recommendations. 

 Interview your servicing personnel officer and obtain literature/guidance on position 
management. As the next vacancy occurs within the facility function, apply these 
principles and prepare a report for your supervisor detailing recommendations on this 
and future vacancies. Make sure to evaluate all options, including the hiring of non-
traditional employees. 

 Prepare a staffing plan for the ultimate facility function in your park based on data 
from the FMSS. Highlight milestones, such as new facilities or activities that dictate 
change, and analyze how function activities might be performed without staffing 
increases. 

Technology  Join professional organizations and read technical journals to stay abreast of trends in 
facility management technologies. 

 Select one technology that is applicable to any aspect of the facility function. 
Evaluate its effectiveness at solving an existing facility management problem and 
prepare a report for your supervisor and senior management. 

 Conduct an inventory of technology currently used to support the facility function’s 
activities, looking for opportunities to increase efficiency. 

 For each existing technology in use, audit skills of users and the need for the 
development of best practices and procedures for implementation. 
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BUSINESS MANAGEMENT 
CHILD COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

 Develop a proposal for purchase and implementation of the FMSS Mobile in support 
of the facility function. Conduct base line study, document any changes in 
efficiency, and prepare a report for senior management detailing cost 
savings/benefits in justification of a wider deployment. 

Table 6: Business Management Developmental Activities 
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APPENDIX F: SUPERVISION AND LEADERSHIP DEVELOPMENTAL 

ACTIVITIES 

 

SUPERVISION AND 
LEADERSHIP CHILD 

COMPETENCIES 

POSSIBLE 
DEVELOPMENTAL ACTIVITIES 

Leading Change   Developmental activities and suggestions are available in NPS’ Supervisory 
Development and Training Guidelines. Contact your park or regional training office 
for a copy. 

Leading People  Developmental activities and suggestions are available in NPS’ Supervisory 
Development and Training Guidelines. Contact your park or regional training office 
for a copy. 

Results Driven  Developmental activities and suggestions are available in NPS’ Supervisory 
Development and Training Guidelines. Contact your park or regional training office 
for a copy. 

Business Acumen  Developmental activities and suggestions are available in NPS’ Supervisory 
Development and Training Guidelines. Contact your park or regional training office 
for a copy. 

Building Coalitions and 
Communications 

 Developmental activities and suggestions are available in NPS’ Supervisory 
Development and Training Guidelines. Contact your park or regional training office 
for a copy. 
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APPENDIX G: EDUCATIONAL OPPORTUNITIES 

The following table provides an overview of several resources available to begin your search for professional 
development coursework. Search hints are also provided to assist you in conducting more effective searches on the 
training providers’ websites.  Finally, the table lists several sample course listings from each provider for your reference. 
Please note that this is not a comprehensive list. You will need to explore the websites and choose the courses that 
best fulfill your individual needs. 
 

Vendor Search Hints Sample Courses 
Building Owners and Managers 
Association (BOMA) 
http://www.boma.org 

Explore the ‘Training and 
Education’ Website-- 
Specifically, ‘Audio Seminars’ 
and ‘e-Seminars’ in the left-hand 
column 

Benchmarking:  Tools for Measuring Operational Performance 
Building Security and Evacuation Planning eSeminar 
Preparing Buildings for Sheltering in Place 
Tenant Retention and Satisfaction eSeminar 

Columbus State Community 
College (CSCC) 
http://www.cscc.edu/ 

Quarterly Web-Based Course 
Offerings can be searched at:  
http://global.cscc.edu 
 

Human Resources Management (HRM121) 
Leadership Fundamentals (BMGT220) 
Management Training for Supervisors (BMGT218) 
Managing Interpersonal Skill I (BMGT102) 
Organization Communication (BMGT208) 
Organizational Behavior (BMGT211) 

DOI Learn 
https://doilearn.doi.gov/ 

Search keywords such as: 
Supervision 
Leadership 
Facility Management 
Budget 
Project Management 

Asset Management 
Foundations of Life Cycle Asset Management 
Fundamentals of Financial Management 
Introduction to Park Program Management 
Risk Management 
Scheduling and Cost Control 

George Mason University (GMU) 
http://ocpe.gmu.edu/ 
 

Search the Office of Continuing 
Professional Education’s Non-
Credit Course Catalog for course 
offerings 
http://ocpe.gmu.edu  

Conducting Effective Surveys 
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Indiana University (IU) 
http://www.iu.edu 
 

Visit https://online.iu.edu and 
search distance education 
course offerings 

Basic Accounting Skills (A100) 
Business and Professional Communication (C223) 
Introduction to Financial Accounting (A201) 

International Facility 
Management Association (IFMA) 
http://www.ifma.org/ 
 

Explore IFMA’s Learning website 
at 
http://www.ifma.org/professional
-development 
 

Essentials of Facility Management 
FM Performance Management 

Table 7: Educational Opportunities  
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APPENDIX H: TRAINING AND HIGHER EDUCATION 

INFORMATION 

 
Facility Management Learning Opportunity Resources 
The expertise required for a facility manager in the NPS displays certain unique qualities 
compared to those who practice facility management in a non-NPS environment. The culture 
within the NPS breeds highly independent, motivated individuals who are committed to the 
preservation and conservation of their assets. NPS facility managers focus on life-cycle asset 
management, making long-term plans for the stewardship of an asset, in addition to disposals 
and acquisitions. The assets themselves are also distinctive and vary widely from park to park. 
In addition to these unique NPS asset management issues, limited government funding 
provides a further test of today’s NPS facility manager.  
 
Though the NPS mission, culture, and practices set it apart from private sector organizations, 
there is a core of facility management business skills common to both. As such, NPS facility 
managers often must find creative ways to supplement a degree or certificate program 
designed to meet the needs of a public-sector facility manager. College and university 
courses in strategic planning for parks, recreation, and public land agencies, for example, 
may be very valuable to today’s NPS facility manager. Because standard facility 
management curricula would not include such courses, NPS facility managers must seek out 
such valuable coursework on their own.  
 
Please Note: The following table provides a list of different organizations and training providers 
you can access to help you find learning opportunities that might meet your facility 
management competency needs. It is important to note that the listed training providers and 
the learning opportunities they offer have not been extensively reviewed or validated by the 
NPS. Additionally, this list is not all-encompassing; many other high-quality training providers 
exist that may not be included here. This list is meant to serve as a reference and starting point 
from which to begin seeking out learning opportunities. 
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TRAINING PROVIDER / VENDOR WEBSITE COMMENTS 
American Public Works 
Association (APWA) 

http://www.apwa.net Click, Listen, & Learn courses; online courses; 
live workshops; educational videos; Public 
Works Institutes; and conferences. 

American Traffic Safety Services 
Association (ATSSA) 

http://www.atssa.com/ Work Zone Inspection courses, web-based 
seminars, Traffic Control courses, and various 
guides and certifications. 

The Association of Energy 
Engineers (AEE) 

http://www.aeecenter.org/ 
 

Indoor Air Quality Professional and Certified 
Energy Manager certifications; live, online, self-
paced, and in-house seminars; and a “24-7” 
online university. 

Association for Facilities 
Engineering (AFE) 

http://afe.org/ Plant Maintenance Manager (CPMM) and 
Plant Engineer (CPE) certifications, computer-
based training, seminars, live online chats, and 
web-based seminars. 

Association of Higher Education 
Facilities Officers (APPA) 

http://www.appa.org/ 
 

Institute for Facilities Management, the 
Leadership Academy, Educational Facilities 
Leadership Forum, and Supervisor’s Toolkit. 

Association of State Dam Safety 
Officials (ASDSO) 

http://www.damsafety.org  
 

National and regional conferences; online 
webinars; technical seminars; and links to other 
learning opportunities.  

Building Owners & Managers 
Association International (BOMA) 
and Building Owners and 
Managers Institute International 
(BOMI) 

http://www.boma.org 
 
http://www.bomi-edu.org/ 
 

Master Facility Executive certification; Real 
Property Administrator® (RPA); Facilities 
Management Administrator® (FMA); Systems 
Maintenance Technician® (SMT); Systems 
Maintenance Administrator® (SMA); online 
seminars; and residential courses. 
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TRAINING PROVIDER / VENDOR WEBSITE COMMENTS 

Department of the Interior Learn 
(DOI) 
(formerly DOI University) 

https://doilearn.doi.gov/ Classroom and online courses, leadership 
programs, intern programs, customized training, 
forums and special projects, and DOI library. 

The Disney Institute  http://www.disneyinstitute.com Coursework and seminars in leadership 
excellence, loyalty, quality service, and 
organizational creativity. 

Emergency Management Institute 
(EMI), Federal Emergency 
Management Agency (FEMA) 

http://www.training.fema.gov 
 

Residential, field, independent study, and 
online courses offered, which relate to 
emergency management with the possibility of 
achieving CEU’s and college credit. 

Facilities Management Institute  
Accelerate FM 

https://afm.fmi.gov/account/login
/?ReturnUrl=%2fLearner%2fLearnin
gPlan%2f 

Accelerate FM, GSA's online resource for 
professional development of federal buildings 
personnel. This tool includes resources, links to 
training and a self-assessment function 
designed to help you develop your potential 
throughout your career. 

Historic Windsor, Inc. and the 
Preservation Education Institute 

http://www.preservationworks.org
/ 

Certificate in Preservation Skills and 
Technology, courses, and workshops. 

Human Factors and Ergonomics 
Society (HFES) 

http://www.hfes.org 
 

Directory of colleges, certification programs, 
and conferences relating to ergonomics and 
design. 
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TRAINING PROVIDER / VENDOR WEBSITE COMMENTS 

International Code Council https://www.iccsafe.org/ 
 
http://www.icccampus.org/ 
 

Professional certification, basic and advanced 
seminars, special events, teleconference 
courses, training materials, and an academic 
opportunity center focusing on safety and 
performance of the built environment. The ICC 
Online Campus offers technical courses and 
certifications that can be completed online at 
any time. 

International Facility 
Management Association (IFMA) 

http://www.ifma.org Certified Facility Manager (CFM) program and 
Facility Management Professional (FMP) 
designation, online courses, classroom-based 
courses, audio seminars, and conference and 
special events for non-members. 

International Living Future Institute https://living-future.org/lbc/ Online courses and webinars 

International Preservation Studies 
Center (formerly known as the 
Campbell Center for Historic 
Preservation Studies) 

http://www.preservationcenter.or
g/ 

Residential courses and workshops including 
historic preservation, collections care, and 
conservation refreshers; course examples 
include Preservation of Historic Cemeteries, 
Historic Masonry Restoration, and Stabilization & 
Maintenance of Historic Structures.  

National Academy of Sciences, 
Federal Facilities Council 

http://www7.nationalacademies.
org 
 

Workshop and seminars (free to DOI); 
publications available online or download at 
www.nap.edu including Committing to the 
Cost of Ownership, Stewardship of Federal 
Facilities, Investments in Federal Facilities Asset 
Management Strategies for the 21st Century, 
and others. 
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TRAINING PROVIDER / VENDOR WEBSITE COMMENTS 

National Center on Accessibility 
(NCA) 

http://www.ncaonline.org Online, distance-learning, and classroom-
based courses relating to accessibility in 
recreation, parks, and tourism. 

National Center for Construction 
Education and Research (NCCER) 

http://www.nccer.org 
 

Academies in Project Supervision, Project 
Management, and Safety Management; e-
learning opportunities; National Construction 
Career Tests; and downloadable curriculum 
and manuals.   

National Center for Preservation 
Technology & Training (NCPTT) 

http://www.ncptt.nps.gov/ Architecture and Engineering summer institute, 
Cemetery Preservation training, research 
publications and guides, Heritage Education 
online, and Heritage Education mini-grants. 

National Enforcement Training 
Institute (NETI), Environmental 
Protection Agency (EPA) 

https://www.epa.gov/compliance
/national-enforcement-training-
institute-neti-elearning-center 

Classroom-based and online courses for facility 
compliance inspectors. All NETI courses are free 
of charge. 

National Environmental Training 
Center for Small Communities 
(NETCSC), National Environmental 
Services Center 

http://www.nesc.wvu.edu  
 

Courses, resources, and self-study materials 
relating to asset management, wastewater 
management, and self-assessment tools for 
small community systems. 

National Fire Academy, U.S. Fire 
Administration 

http://www.usfa.fema.gov 
 

Classroom courses, distance learning events, 
Executive Fire Officer Program, Coffee Break 
training email updates, independent study 
guidelines, virtual training, and links to other 
learning resources relating to structural fire 
code and safety. 
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TRAINING PROVIDER / VENDOR WEBSITE COMMENTS 
National Highway Institute (NHI) 
Training Programs  

http://www.nhi.fhwa.dot.gov Courses, seminars, and workshops for highway 
engineers, preventive maintenance, and 
general facility management, as well as listing 
of other training resources and organizations. 

National Preservation Institute http://www.npi.org/ Professional training seminars and on-site 
courses relating to historic preservation and 
cultural resource management. 

National Trails Training Partnership 
(NTTP) 

http://www.americantrails.org Online training database of current and 
upcoming training courses, workshops, and 
conferences relating to trail management and 
design. 

Office of Environmental Policy 
and Compliance (OEPC), 
Department of the Interior (DOI) 

http://www.doi.gov Links to Compendium of NEPA Training and 
other training resources. 

Office of Personnel Management 
(OPM) 

http://www.opm.gov/ Online and classroom-based courses including 
communication, customer service, human 
resources, leadership, management, PC and 
business applications, personal development, 
problem solving and decision making, project 
management, and team building. 

Project Management Institute 
(PMI) 

http://www.pmi.org 
 

Project Management Professional (PMP) 
Certification and the Certified Associate in 
Project Management (CAPM); online courses; 
web-based self-study; classroom-based 
courses; and web-based seminars. 
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TRAINING PROVIDER / VENDOR WEBSITE COMMENTS 

R.S. Means https://www.rsmeans.com/produc
ts/seminars/locations.aspx 

Designed for construction professionals, 
RSMeans educational programs are aimed at 
improving cost estimating, project 
management, administration and facilities 
management skills. Seminars are intensive one- 
and two-day programs complete with 
workbooks, reference materials and instructors 
with decades of experience. 

US Green Building Council http://www.usgbc.org  Leadership in Energy Efficiency Design (LEED) 
Professional Accreditation, workshops, web-
based learning, conferences, and an online 
emerging green builders forum. 

Graduate School USA http://www.graduateschool.edu/ Leadership academies and courses for 
government employees at all levels. 

Whole Building Design Guide 
(WBDG) 

http://www.wbdg.org  Courses and training events from a wide variety 
of facility management and design 
organizations. 

World Green Building Council http://www.worldgbc.org/ 
 

Books, manuals, newsletters, and other 
publications relating to global green building 
standards. 

Federal Buildings Personnel 
Training Act (FBPTA) 

https://www.fbpta-training.org/ Information and resources from the electrical, 
plumbing, and mechanical equipment 
industries, as well as fire and electrical safety 
information. Training resources are organized 
by core competencies laid out in the FBPTA. 

Table 8: Training Providers and Websites  
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APPENDIX I: 101+ DEVELOPMENTAL ACTIVITIES FOR 

YOUR IDP 

Borrowed from the US-FWS Maintenance Workshop for Wage Grade 
Professionals 
 

 General  
 Cross-Training Program  
 Shadow Assignments 
 Participate on Project Team 
 Safety Training 
 Attend Training Courses in Local Area 
 Participate in Special Assignments 
 Community of Practice (forming or joining) 
 Distance Learning Courses (Enroll in Skillsoft) 
 “Instructor” Qualification Courses 
 Volunteer to be on a Regional or National Team 
 Skill Path External Training Developmental Activities (www.skillpath.com) 
 Audio Conferences, Webinars, Courses 
 Project and Time Management Courses 
 Computer Skills 
 Microsoft Office (Word, PowerPoint, Excel) 
 Management and Supervision 
 Personal Development 
 Community Service 
 Volunteer for Committees 
 Vocational Training (Electrical, Carpentry, Welding, etc.) 
 Read a Book and Report on it to Your Team 
 Function as a Consultant 
 Attend a webinar 
 Serve as a Subject Matter Expert (SME) 
 OJT with Supervisor or Co-Worker 
 Prepare a Research Paper 
 Prepare a Conference or Meeting 
 Job Swaps  
 Toastmasters (Public Speaking) 
 Interview Others in Field of Interest 
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 Volunteer as Assistant for Projects 
 Outreach Programs 
 Join Civic Organization 
 Serve on a Board for a Non-Profit 
 Be a Coach or Mentor 
 Be a Coachee or Mentee 
 Make Behavioral Changes from a 360 Feedback Instrument 
 Tap into Institutional Knowledge (For example, from retirees) 
 Attend Training, Then Train Others 
 General Self-Improvement Course 
 Professional Certification 
 Serve on a Response Team 
 Temporary Detail to Vacant Position 
 “Acting” Assignments 
 Certifications 
 Learn New Software 
 Facilitate Meetings 
 Attend Public Meetings 
 Present at a Professional Meeting 
 Read Scientific or Work-Related Journals 
 Travel to Meet People at the Regional Office  
 Learn How Politics and the System Work 
 Entry Level Budget Class 
 Interview Others to Determine Career Path 
 Attend Professional Conferences 
 Effective Communications Skill Course  
 Listen to Audio Books Related to Work 
 Obtain Advanced Degrees 
 Time Management Training 
 Web-Based Training 
 Outside Agency Shadow Assignments 

  

 Accountability  
 Set clear goals for yourself 
 Shadow an experience leader 
 Volunteer to work on a project team that involves many stakeholders 
 Take decision analysis training 
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 Creativity and Innovation 
 Remove unnecessary constraints and try new things 
 Generate ideas without passing judgement first 
 Be open to creative suggestions from others 
 Attend meetings where stakeholders are present and listen to other viewpoints 
 Research and write a report on facility management trends and how your park or 

unit may adopt new programs or practices to keep up with trends and maintain best 
practices.  

 

 Flexibility  
 Participate in a diverse project team 

 Conduct brainstorming or other techniques that might get a new and different 
perspectives, ideas, or solutions 

 Participate in a personality/behavioral assessment  
 Practice more one-on-one interactions with co-workers  
 Take a course on dealing with and leading change 

  

 Problem-Solving  
 Volunteer to be on a committee or team that is trying to solve an important issue 
 Shadow a higher-level leader or WG expert working on a complex problem 
 Read a book on applicable topic 
 Join the Safety Committee at your park 

 Take courses on problem-solving techniques, decision-making, and dealing with 
difficult people 

 
Conduct interviews with staff members or develop and implement a survey to 
identify park strengths, challenges and innovations for strategic planning; write a 
summary report on findings that includes recommendations for improvement 

  

 Team Building  
 Volunteer to lead a team 
 Take training on team building and the stages of team development 
 Do what you can to create a “learning organization” environment 
 Lead a half-hour short training presentation on a skill building topic for staff members 

 Attend a leadership development course or workshop and develop a summary of 
strategies to implement within your park or unit 

 Become an active member of a Board or committee related to your park or unit to 
build knowledge and leadership skills 
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 Customer Service  
 Research and address your customer’s needs (interviews and surveys) 
 Do a detail in a customer service position at your park 
 Complete online training in customer service 
 Take training on communications, listening, interpersonal skills, and customer service  

  

 Technical Credibility   

 Choose a park location to review for ABA Compliance Law and write a summary 
report 

 Complete a certificate program in a topic related to field –asset management 
certification, PMT training, arborist certification, etc 

 Volunteer on a cross-program team 
 Represent your discipline to a regional team 
 Do a job swap 
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APPENDIX J: ADDITIONAL RESOURCES 

Supplemental Funding 
If you would like to participate in a learning opportunity that requires a fee and need funding 
assistance, visit the Learning Place’s Developmental Programs at:  
https://sites.google.com/a/nps.gov/employeecenter/career-information/development-
programs 
 
This page includes valuable programs, such as the Albright-Wirth Grant Program, that provide 
financial assistance to NPS employees for their professional development. You may also want 
to check the Common Learning Portal at: https://mylearning.nps.gov/ for more information. 
 
Colleges and Universities: 
Undergraduate, Graduate, and Continuing Education Resources 
Community colleges and universities across the country provide a wealth of learning 
opportunities to help you meet your professional development goals. Coursework might 
include traditional classroom courses, distance learning opportunities, seminars, and a variety 
of other learning events to meet your particular needs.  
 
In addition to facility and park management courses, most colleges and universities offer a 
wide variety of classes that address different facility manager competencies, including 
communication skills, leadership, managing change, business acumen, and many more.  
 
Contacting a college or university  
Contacting a college in your area to learn more about opportunities available to you initially 
may be an overwhelming task. However, colleges and universities employ numerous 
individuals whose jobs are to assist you in finding the right coursework or programs to meet 
your goals.  
 
To contact a college in your area: 

1.) Visit the college or university’s website. Most will have a course catalog available 
online that you can explore to find courses of interest. 

2.) Call the main college or university information line and explain that you are 
interested in Professional Development courses, Continuing Education, or non-
degree courses. Ask to be connected to a department or career counselor in one 
of these areas. 

3.) Once you have been connected to a Lifelong Learning, Professional Development, 
or Continuing Education department, explain that you are interested in taking a 
course in an area that you identified in your Individual Development Plan.  

4.) After explaining what your learning objectives are, the adviser should be able to 
discuss different course options and direct you to course catalog and registration 
information. The college adviser is there to help you find the courses that will best 
meet your personal goals. You can also ask him or her for information on how to sign 
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up for a course; whether or not there are night, weekend, or distance-learning 
courses; and which courses are for credit and which are not for credit. 

5.) Remember, don’t be afraid to ask questions throughout this process. If you wish, 
make an appointment to sit down and discuss your options with an adviser or career 
counselor.  
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APPENDIX K: BIBLIOGRAPHY OF CURRENT FACILITY 

MANAGEMENT TEXTBOOKS 

 
Please Note: The following list of facility management textbooks may become useful 
references in your independent study of current facility management practices. It is important 
to note that these textbooks have not been extensively reviewed or validated by the NPS. 
Additionally, this list is not all-encompassing; many other high-quality textbooks may not be 
included here. This list is meant to serve as a reference and starting point to begin seeking out 
learning opportunities. 
 
Alexander, K. (1996). Facilities Management: Theory and Practice. New York: Taylor & Francis. 
 An introduction to theoretical facilities management issues, concepts, processes, tools, 
and skills, including space management, risk management, information management, facility 
environment, and services that support business effectiveness. Each section includes an 
overview of the subject to be covered, a keynote research paper, and a summary. 
References for further reading are provided. 
 
Applied Management Engineering, P.C. & Kaiser, H. (1991).  Maintenance Management Audit: 
A Step by Step Workbook to Better Your Facility’s Bottom Line.  Kingston, MA: R.S. Means 
Company, Inc. 

Management audits provide a framework for organizations to systematically review, 
analyze, and recommend improvements in performance. This book provides techniques for 
implementing a management audit, with specific focus on increased productivity, 
organizational restructuring, introduction of management information systems, and better use 
of resources. Written for members of organizations ranging from smaller organizations (20-25 
skilled tradespeople) to large organizations with multiple locations, this workbook includes 
checklists and worksheets for each step of the audit process. 
 
Atkin, B. & Brooks, A. (2015). Total Facility Management. (4th ed.) Oxford: John Wiley and Sons, 
Ltd. 

The importance of effective facility management in enabling organizations to function 
efficiently is widely recognized. The fourth edition of Total Facility Management offers a 
comprehensive treatment of what facility management means to owners, operators, tenants, 
facility managers, and professional advisors, as well as containing advice on how facilities can 
be better managed from a number of perspectives. It consolidates current best practices, 
defines and develops emergent areas, and offers a pathway for the future development of 
facility management. 
 
Badaracco Jr., J. L. (2006). Questions of Character: Illuminating the Heart of Leadership 
Through Literature. Cambridge, MA: Harvard University Press. 
 Badaracco Jr. is an academic specializing in business ethics, and his Questions of 
Character presents a series of eight fundamental challenges that leaders may face in their 
careers. For each case, Badaracco Jr. explores the challenge through an analysis of a literary 



Facility Management Workforce Development Guide 2018 
 
 

 99 
 
 

work (such as Death of a Salesman or Antigone), using the characters’ trials and tribulations to 
illustrate sound principles of ethical leadership. His book explores the emotional and 
psychological characteristics that leaders must demonstrate when faced with challenging 
situations. 
 
Barrett, P. & Baldry, D. (2003). Facilities Management: Towards Best Practice. (2nd ed.) Oxford: 
Blackwell Publishing. 
 Various facilities management practices are illustrated through case studies, followed 
by good practice examples. Some of the topics explored include user needs evaluation, 
outsourcing, and the use of computer-based information systems, as well as managing people 
through change and decision-making techniques. 
 
Campbell, N. (1998). Writing Effective Policies and Procedures: A Step-by-Step Resource for 
Clear Communication. New York: Amacom. 
 This book offers step-by-step guidance for writing accurate and concise policies and 
procedures that improve productivity and morale. Each chapter is full of tips, samples and 
practical advice addressing issues ranging from “Where Do I Start?” to “What’s the Best Way 
to Word This?” to “How Do I Get Them To Read This?” Legal issues of policy development and 
on-line tips are also covered.   
 
Chaleff, I. (2009). The Courageous Follower: Standing Up to and for Our Leaders (3rd ed.). San 
Francisco: Berrett-Koehler Publishers. 
 In contrast to the focus on leadership exhibited in many of the books on this list, 
Chaleff’s The Courageous Follower examines the role of the follower. It proposes that many 
significant failures (such as FEMA’s response to Hurricane Katrina) could have been prevented 
or mitigated if there were more effective upward communication from followers to leaders. As 
the subtitle indicates, the book has a double emphasis. On the one hand, it focuses on how 
followers can handle difficult issues by finding effective ways to voice their concerns regarding 
difficult and/or questionable policies. On the other hand, it studies how followers can support 
their leaders in the midst of difficult situations. Throughout, the emphasis is on stripping away 
the passive connotations of following: everyone is a follower at least some of the time, and 
Chaleff’s book helps readers understand how to take an active approach to followership.  
 
Cotts, D. & Rondeau, E. (2004). The Facility Manager’s Guide to Finance & Budgeting. New 
York: Amacom. 
 The authors provide the financial skills a facility manager would need to integrate 
facility initiatives into the organization’s business objectives. It is a step-by-step guide to 
understanding the role of your department, basic concepts and tools used in fiscal decision 
making, financial planning and budgeting, evaluating capital developments, cost control and 
containment, leasing issues, and disseminating financial information.  
 
Daft, R. (2014). The Leadership Experience (6th ed.). Stamford, CT: Cengage Learning. 
 Provides a general introduction to the latest thinking in leadership theory, including a 
wealth of examples and actual leadership decisions taken from the practices of leaders 
working in organizations around the world. Topics covered include enhancement of emotional 
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intelligence, leadership vision and courage, leadership of virtual teams, and practices of open 
innovation. 
 
Dell’Isola, A. & Kirk, S. (2003). Life Cycle Costing for Facilities. Kingston, MA: Reed Construction 
Data. 
 A guide for facility managers or owners as they prepare life cycle costs analyses. 
Provides an introduction to and exploration of Life Cycle Costing, the procedure by which one 
calculates the costs of a facility throughout each step of planning, design, construction, and 
operation processes. Current data and methodologies are used to illustrate the evaluation of 
design alternatives and various courses of action. An entire chapter is dedicated to case 
studies for particular types of facilities. Illustrations, worksheets, and references are provided. 
 
Federal Facilities Council. (2001). Capital Asset Management: Tools and Strategies for Decision 
Making: Conference Proceedings. (FCC Tech. Rpt. # 143) Washington: National Academy 
Press. 
 Conference report highlighting strategies for capital budgeting, capital asset decision 
making (including speakers from the General Services Administration, U.S. Coast Guard, and 
Naval Facilities Engineering Command), building a case for capital reinvestment, and 
implementing more effective asset management for federal facilities.  
 
Federal Facilities Council. (2001). FFC Standing Committee on Operations and Maintenance. 
Deferred Maintenance Reporting for Federal Facilities: Meeting the Requirements of Federal 
Accounting Standards Advisory Board Standard Number 6, as Amended. (FFC Tech. Rpt. #141) 
Washington: National Academy Press. 
 In 1996, the Federal Accounting Standards Advisory Board enacted Standard Number 
6, Accounting for Property, Plant, and Equipment, requiring federal agencies to report dollar 
amounts of deferred maintenance annually. Standard Number 6, as amended, focuses on 
operating performance and stewardship, that is, two of the four objectives in federal financial 
reporting indicated by the FASAB. This FFC study focuses on potential reporting issues and 
improved reporting procedures.  
 
Federal Facilities Council. (2001). Sustainable Federal Facilities: A Guide to Integrating Value 
Engineering, Life-Cycle Costing, and Sustainable Development. (FFC Tech. Rpt. #142) 
Washington: National Academy Press. 
 On June 3, 1999, Executive Order 12123, “Greening the Government Through Efficient 
Energy Management” was signed. It established goals for the reduction of greenhouse gases, 
improvements in energy efficiency, the management of industrial and laboratory facilities, 
and the use of renewable energy, petroleum, source energy, and water conservation in 
federal facilities. This study explores several issues related to EO 12123, such as master 
specifications and guidebooks, life-cycle costs and sustainable development, identifying 
environmentally preferable products, and establishing lessons-learned programs. Offers a list of 
online resources for further study.  
 
Friday, S. (2003). Organization Development for Facility Managers: Tracing the DNA of FM 
Organizations. New York: Amacom. 
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 A facility manager’s ability to evaluate the department, diagnose its problems, identify 
its strengths, and offer effective strategies to improve its function directly refers to the FM’s skills 
in organization development (OD). This book focuses on the development of OD skills and 
techniques through straightforward content on organization structure, group dynamics, and 
individual interaction. Includes bulleted and numbered items throughout the text to highlight 
important points, charts, graphs, and real-life facilities management department examples.  
 
Friday, S. & Cotts, D. (1995). Quality Facility Management: A Marketing and Customer Service 
Approach. New York: John Wiley & Sons, Inc. 
 Engagingly written for all types of facilities managers, the purpose of this book is to lend 
perspective to what “quality” in facility management (FM) might mean. Offers constructive 
ideas for gauging current quality and fostering continuous future improvement in the areas of 
marketing FM services and providing customer service. Case studies illustrate quality FM “best-
practices.”   
 
Lewis, B. (1999). Facility Manager’s Operation and Maintenance Handbook. New York: 
McGraw-Hill. 
 A comprehensive guide to facilities’ equipment and systems operations and 
maintenance requirements. Provides detailed how-to guidance for: maintenance of 
mechanical and electrical equipment; water treatment, air quality and landscaping services; 
and implementation of various program, operations, and maintenance plans (including 
preventive maintenance). Includes evaluation and log worksheets, client evaluation sheets, 
and much more. 
 
Liska, R. & Liska J. (2001). Building Maintenance Forms, Checklists & Procedures. Paramus, NJ: 
Prentice Hall. 
 Developed for facilities managers responsible for the day-to-day maintenance aspect 
of companies that need a good system of documentation or are looking to supplement or 
rework an existing system of documentation. Subject matter is grouped into seven major 
sections: Structural Systems, Interior and Exterior Building Finishes, Grounds and Landscaping 
Facilities, Housekeeping, Mechanical Systems and Equipment, Electrical Equipment and 
Systems, and Maintenance Management.  Includes hundreds of ready-made forms, checklists, 
and worksheets that can be adapted for any maintenance need. 
 
Lowry, D. (2017). The Complete Guide to Facility Management. Broken Arrow, OK: Lowry 
Digital, LLC. 

The Complete Guide to Facility Management explains exactly what is required of a 
practicing facility manager in today's built environment. Through personal stories and 
examples, Dan Lowry teaches the four FM knowledge domains of Operations & Maintenance, 
Project Management, Business Finance, and Leadership to aspiring and practicing facility 
management professionals of all backgrounds and education levels. This guide will enable you 
to understand not only what you need to learn, but how to develop as an FM in a way that 
brings maximum value to your organization. Through learning how to prove this value to senior 
management, Dan illustrates key things you can do in order to achieve maximum 
effectiveness in your FM career.  
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National Research Council. (2004). Committee on Business Strategies for Public Capital 
Investment. Investments in Federal Facilities: Asset Management Strategies for the 21st Century. 
Washington: The National Academies Press, 2004. 
 The task of this Federal Facilities Council study was to “develop guidelines for making 
improved public investment decisions about facilities and supporting infrastructure, their 
maintenance, renewal, replacement, and decommissioning.” The facilities decision-making 
processes of both private and public sectors were reviewed, and new objectives and 
recommendations were identified for improved management of assets and funding. 
 
National Research Council. Committee on Advanced Maintenance Concepts for Buildings. 
(1990). Committing to the Cost of Ownership: Maintenance and Repair of Public Buildings. 
Washington: National Academy Press. 
 In reaction to findings that neglect in public facilities management was evident in all 
levels of government, this committee undertook a broad review of maintenance and repair 
activities, then offered recommendations for their improvement to limit loss of assets. Findings 
and recommendations for the study speak to reducing backlog of deferred deficiencies 
through budget allocation for regular inventories, conditions assessment programs, and 
specific assignments of responsibility and training for maintenance and repair staff.   
 
National Research Council. Committee to Assess Techniques for Developing Maintenance and 
Repair Budgets for Federal Facilities. (1998). Stewardship of Federal Facilities: A Proactive 
Strategy for Managing the Nation’s Public Assets. Washington: National Academy Press. 
 Findings of studies conducted by the National Research Council in regards to federal 
facilities management, maintenance, repair, and accountability for stewardship that would 
maximize a limited budget for current and future preservation efforts. Offers recommendations 
for each finding. 
 
Newport, C. (2016). Deep Work: Rules for Focused Success in a Distracted World. New York: 
Grand Central Publishing. 

In Deep Work, author and professor Cal Newport flips the narrative on impact in a 
connected age. Instead of explaining why distraction is bad, he instead celebrates the power 
of its opposite: the capacity to concentrate deeply and without distraction on cognitively 
demanding tasks. Dividing this book into two parts, he first makes the case that in almost any 
profession, cultivating a deep work ethic will produce massive benefits. He then presents a 
rigorous training regimen, presented as a series of four "rules," for transforming your mind and 
habits to support this skill. 
 
Rath, R. & Conchie, B. (2009). Strengths Based Leadership: Great Leaders, Teams, and Why 
People Follow. New York: Gallup Press. 
 This book reviews the results of decades of research on the topic of leadership carried 
out by the renowned consulting and polling company Gallup. It focuses especially on why 
people choose to follow the most important leaders in their lives, and it identifies three key 
elements of effective leadership: knowing your strengths and investing in others’ strengths; 
constructing teams made up of individuals with the right strengths for the job; and meeting the 
basic needs of the people who are following you in a given project. It includes a wealth of 
examples, first-hand accounts of effective leadership, and interviews with renowned leaders. 
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Richman, L. (2006). Improving Your Project Management Skills. New York: Amacom.  
 Based on the American Management Association seminar of the same name, the 
author fully explores the issues surrounding project planning, management and leadership, 
including scope, staffing, finance, and closing. Utilizes an engaging, straightforward writing 
style with illustrated examples using graphs, charts, and models.   
 
Roper, K. (2014). The Facility Management Handbook. (4th ed.) New York: Amacom. 

Facility management is a multidisciplinary function requiring a deep knowledge of the 
entire business and physical planning cycle, including the buildings, infrastructure, and people. 
Technology systems, disaster recovery planning, zoning compliance, furnishings, recycling 
programs, grounds maintenance--it all falls under the facility management umbrella. The sheer 
scope of duties requires a far-reaching reference for staying abreast of the latest innovations 
and best practices. The Facility Management Handbook is that one essential book. Insightful 
overviews, case studies, and practical guidelines pave the way for successful planning, 
budgeting, real estate transactions, construction, emergency preparedness, security, 
operations, maintenance, and more. This thoroughly revised fourth edition examines cutting-
edge technologies and includes new information on Building Information Modeling (BIM), 
contracting and project management methods, FASB and IASB requirements, distributed 
working, and sustainability reporting. Balancing an in-depth look at the fundamentals with a 
view toward what the future holds, the book is essential reading for every facility management 
professional. 
 
Teicholz, E. (Ed.). (2001). Facility Design and Management Handbook. New York: McGraw-Hill.  
 Follows the life cycle of a facilities project from planning (Strategic Planning, Financial 
Management, Disaster Recovery Planning, Customer Service, etc.), to design and analysis 
(Lighting, Ergonomics, Sustainable Design, Case Studies, Facilities Conditions Assessment, etc.), 
to implementation (Project and Portfolio Management, Space, Energy and Asset 
Management, Maintenance, Security, etc.). Also contains a section on facilities technology.  
 
Waier, P., Plotner, S., & Morris, S. (Eds.). (1996). Cost Planning & Estimating for Facilities 
Maintenance. Kingston, MA: R.S. Means Company, Inc. 
 A comprehensive guide to developing four “must do” management functions: 
enhancing competence in maintenance management concepts, acquiring detailed 
knowledge about facility condition, becoming “Master Planners” of maintenance, and 
improving problem solving skills in order to be able to produce maintenance alternatives. 
Needs and costs accent each chapter.  The five parts of this book (Facilities Operations 
Planning, Maintenance Requirements by Building Component, Estimating and Budgeting 
Maintenance, Special Maintenance Considerations by Building Type, and Putting It All 
Together) are further broken down and explored through 30 chapters of specifics. 
  
Walker, S. (2018). The Captain Class: The Hidden Force That Creates the World’s Greatest 
Teams. New York: Penguin Random House LLC. 
The sixteen most dominant teams in sports history had one thing in common: Each employed 
the same type of captain—a singular leader with an unconventional set of skills and 
tendencies. Drawing on original interviews with athletes, general managers, coaches, and 
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team-building experts, Sam Walker identifies the seven core qualities of the Captain Class—
from extreme doggedness and emotional control to tactical aggression and the courage to 
stand apart. Told through riveting accounts of pressure-soaked moments in sports history, The 
Captain Class will challenge your assumptions of what inspired leadership looks like. 
 
Westerkamp, T. (1997). Maintenance Manager’s Standard Manual. (2nd Ed.) Paramus, NJ: 
Prentice Hall.  
 This complete reference volume for the maintenance manager provides practical 
procedures for organizing, planning, scheduling, documenting and measuring all types of 
maintenance work, based on the principles, practices, and processes of a sound 
maintenance system. The main parts of the text cover the following topics: Maintenance 
Management; Planning and Scheduling Maintenance Work; Facility Space Planning, 
Justification and Construction; Material Planning; Equipment Records and Preventive 
Maintenance; Common Maintenance Operations and Tools; Structural Maintenance; 
Mechanical Maintenance; Electrical/Electronics Maintenance and Instrument Repair; 
Maintaining Roads and Grounds; Power Plant Maintenance; Maintenance Machining, 
Fabrication and Painting; Housekeeping; Waste Management; Air and Water Quality and 
Safety; Maintenance Work Measurement; Computer Applications Maintenance; and 
Maintenance Productivity Evaluation and Improvement.   
 
  



Facility Management Workforce Development Guide 2018 
 
 

 105 
 
 

APPENDIX L: WHAT SHOULD BE INCLUDED IN YOUR 

FEDERAL RESUME 

 
It is important when applying for a Federal job that applicants include ALL the information 
required in the announcement.  The applicant should read the announcement closely and 
provide each document that is required in the “How to Apply” section.  Otherwise, an 
applicant could be disqualified.  Planning ahead is essential to ensuring that all your 
information is accurate and that all documents required in the announcement have been 
identified and uploaded.  

 
When preparing your resume you should provide enough information related to your work 
experience so that a person with or without any knowledge about you or your work could 
read and understand exactly what and how you perform the duties of your job. 

 
 
Do not assume that Human Resources (HR) understands what you do in your job.  Although 
HR evaluates an individual’s qualifications and processes applications on all types of jobs, 
the vast number of open jobs limits the time that a personnel specialist can commit to each 
job being announced.  Besides, you don’t want someone guessing at what you have done 
in your job.  You know best what your duties are or were for any of your jobs.  That is why you 
need to provide enough information about each job to prevent an HR person from making 
an incorrect assumption concerning what your job duties were. 

 
 
Too often applicants believe that the title of their position explains the type of work they 
perform.  Unfortunately, a title is simply that, a title, and does not convey any information 
related to the work they perform in their job.  Another misconception about a job title is that 
it will automatically qualify the person for another position.  Individuals also believe that being 
in the same series qualifies them for jobs in the same series.  This is not the case.  Each position 
has special qualification requirements.  An applicant must provide their specialized 
experience that would clearly indicate that they meet the intent of the position they are 
applying for.  

 
 Specialized experience is defined as experience in or directly related to the duties of 

the position.  Specialized experience is an explicit description of required general or 
specialized experience to ensure that applicants possess the required knowledge, 
skills, and abilities (KSAs) to perform the work of a position.To be creditable, 
specialized experience must be at least one year of experience equivalent to at least 
the next lower grade level or equivalent in the Federal service. That is why Subject 
Matter Experts (SMEs), generally, supervisors/managers, are relied on to provide their 
knowledge related to various types of jobs. 
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Another misconception is about grade level.  Because a person holds a higher grade than 
the grade they are applying for does not automatically qualify the person for the lower 
grade.  Each situation must be evaluated and a qualification determination must be 
made.  They must meet the qualification of the position and the specialized experience.  
The Office of Personnel Management (OPM) is the governing body that provides the 
Qualification Standards how individuals are evaluated or determined qualified or not 
qualified. 

 
 
Areas that you need to include in your resume are: 

 
 

 Contact Information: 
o Name, middle initial, last name, address, city, state, zip, day and evening 

phone numbers, Social Security Number, veteran’s preference, country of 
citizenship, highest Federal civilian grade held, reinstatement eligibility, and 
email address. Some agencies are changing to using the last four digits of the 
social security number due to the increase in identity theft. 

 Job Information (position that you are applying for) 
o Applicants need to provide the announcement number, job title, series, and 

grade of the position. 
 Work Experience (Extremely important to be detailed about work experience) 

o  Job title, name of employer, street address, city, state, zip; supervisor, 
supervisor’s phone number, may or may not contact; starting and ending salary; 
Number of Hours worked per week; starting month and year to ending month 
and year; key responsibilities; and key accomplishments. 

o Applicants need to indicate the number of hours they have worked per week 
and how long they have worked in the position.  Why?  Without the number of 
hours on your resume, the individuals who evaluate and determine 
qualifications would not know if you worked part time, intermittent, or even full 
time during the time you claim in your work experience.  The number of hours 
worked per week is needed to determine if a person has at least the minimum 
year of experience needed to meet time-in-grade or specialized experience.  
Work experience should provide specific information about the duties and 
responsibilities of the person’s job. 

 Federal Employees 
o Federal employees who are in the competitive service should provide the most 

recent SF-50 that shows their title, series, and grade of their current position.  The 
SF-50 must indicate the Tenure and also the Position Occupied.  An SF-50 (Award 
SF-50) does not show the title, series and grade will not be accepted.  Why?  
Without the title, series, grade, tenure, and position occupied, the person’s pay 
cannot be determined, nor if the person meets time in grade, or if they are a 
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current Federal employee.  Federal Employees must also include or mirror the 
same information in their resume as indicated in the above “Work Experience” 
information. 

 Military Service 
o Branch of military, rank, location, and depending on what the candidate is 

applying for, the responsibilities and accomplishments could be a short list or 
a long list. Provide a copy of your DD-214, Copy 4, with type of discharge. 

 Certifications 
o Name of certificate, institution issuing the certificate, and month and year. 

Certifications are generally those that are relevant to the work or job in which 
you are applying. 

 Awards 
o Name of award, institution issuing the certificate, and month and year. 

 Training 
o Name of training course, name of institution, and month and year completed. 

 Publications 
o Published work, related or not, and month and year. 

 Presentations 
o Presentations given on relevant or non-relevant topics, and month and year. 

 Volunteer Service 
o Role, name of organization, month and year (paid or non-paid experience). 

 References 
o Provide three references of individuals who can verify work ethic, character, 

and performance.  Provide phone numbers and addresses how to contact 
these individuals. 
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APPENDIX M: BLANK FORMS 

Blank forms for the Self-Assessment, Individual Development Plan, and Request for 
Developmental Activity are included in this appendix.  
 
Self-Assessment – FM Competencies 
Assess your skills in the facility manager competency areas and place a check mark in the box 
below your skill level. Use this information to select learning goals and opportunities in your 
individual development plan. 
 
Employee Name: 
 

Supervisor Name: 
 

I. Asset Management 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Planning and 
Procedures 

     

B. Property and 
Structure 
Ownership 

     

C. Lifecycle 
Management 

     

D. Inventory and 
Condition 
Assessment 

     

II. Operations and Maintenance 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Service 
Scheduling, 
Performance, and 
Tracking 

     

B. Facility 
Management 
Software 

     

C. Health, Safety, 
and Environmental 
Factors 

     

D. Emergency 
Preparedness 

     

III. Project Management 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Project 
Management 

     

B. Programming 
and Design 
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C. Construction 
and Relocations 

     

IV. Resource Stewardship 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Cultural 
Resources 

     

B. Natural 
Resources 

     

C. Environmental 
Stewardship 

     

V. Business Management 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
A. Plan and 
Organize the 
Facility Function 

     

B. Budget and 
Finance 

     

C. Assessment and 
Innovation 

     

D. Human 
Resource 
Management 

     

E. Technology      

VI. Supervision, Management, and Leadership 
 No Skill Conceptual Experienced Expert Can Teach 

Others 
FUN 1. 
Interpersonal Skills 

     

FUN 2. Oral 
Communication 

     

FUN 3. Integrity 
and Honesty 

     

FUN 4. Written 
Communication 

     

FUN 5.  
Continual Learning 

     

FUN 6. Public 
Service Motivation 

     

  
A. Leading 
Change 

     

B. Leading People      

C. Results-Driven      
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D. Business 
Acumen 

     

E. Building 
Coalitions and 
Communications 
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Individual Development Plan  
Worksheet Description  
 
Goal 
The competency that will be developed as a result of the developmental actions. The developmental goal should link 
to one of the NPS’ Strategic Goals. 
 
Developmental Action 
The specific activities that the employee will engage in to achieve the IDP goal.   
 
Measure of Success 
How the employee and supervisor will know when the employee has successfully achieved the goal.  The 
performance measure that will indicate successful completion of the developmental action. 
 
Resources Required 
What is necessary for the employee to engage in the developmental action.?  Resources can include funds, work 
hours, other employees (e.g., subject matter/area expert), documentation and job aids, etc.   
 
Manager/Supervisor’s Role 
What the supervisor will do to support the employee during this process.  This support will always include regular 
feedback and encouragement. 
 
Start /End Dates 
The date that the developmental action will begin and end.   
 
Strategic Goal 
The NPS strategic goal that the development action supports.  More than one strategic goal may be linked to the IDP 
Goal. 
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IDP WORKSHEET  Employee: Joshua  
 

Date:  
 

Supervisor: Gary  Date:  
 

Goal Developmental 
Action 

Measure of 
Success 

Resources 
Required 

Manager/ 
Supervisor’s 
Role 

Dates Strategic 
Goal 
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NPS Request for Developmental Activity 
Activity Title 
 
Employee Information 
 
Name: 
Name of Supervisor: 
Date Submitted: 
Proposed Completion Date**: 
 
PART ONE 
What are the competencies you need or want to develop during this learning activity in order 
to become more knowledgeable about the field of facility management or more successful in 
your position? How will this activity benefit your park or unit? 
 
 
 
Learning Outcome # 1: I would like to learn or achieve competence in the following area or 
topic: 
 
 

a) Learning Strategies & Activities: 
This is how I will go about achieving 
this objective. 

 

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved. 

 

c) Criteria and Means of Evaluating 
Accomplishments: This is how I will 
demonstrate or prove that I have 
achieved my goal. 

 

 
 
 
Learning Outcome # 2: I would like to learn or achieve competence in the following area or 
topic: 
 
 

a) Learning Strategies & Resources: 
This is how I will go about achieving 
this objective (Activities): 

 

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved: 
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c) Criteria and Means of Validating 
or Assessing Evidence of 
Accomplishment: This is how I will 
demonstrate or prove that I have 
achieved it: 

 

 
Learning Outcome # 3: I would like to learn or achieve competence in the following area or 
topic: 
 
 

a) Learning Strategies & Resources: 
This is how I will go about achieving 
this objective (Activities): 

 

b) Evidence of Accomplishment: 
This is how I will know the objective 
has been achieved: 

 

c) Criteria and Means of Validating 
or Assessing Evidence of 
Accomplishment: This is how I will 
demonstrate or prove that I have 
achieved it: 
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SUPERVISOR’S COMMENTS: 
I HAVE REVIEWED THIS DOCUMENT AND HAVE THE FOLLOWING SUGGESTIONS: 
 

 
 
 
 
 

AFTER THE APPROPRIATE CHANGES HAVE BEEN MADE, I APPROVE THIS DEVELOPMENTAL 
ACTIVITY. 

 
 
 
 

SUPERVISOR NAME: _________________________________________ 
I APPROVE THIS DEVELOPMENTAL ACTIVITY. 

 
 
PART TWO: TO BE COMPLETED AFTER THE LEARNING ACTIVITY 
Attachment: Final report with a full description of the results of your developmental activities 
and how they support your learning outcomes. 
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PART THREE: SELF-EVALUATION OF LEARNING EXPERIENCE 
 
Mark your response and add comments as appropriate. 
 

Learning Levels:  High = Learned a lot of new things and synthesized them with prior 
knowledge 

  Medium = Learned some new things or synthesized prior knowledge 
together 

  Low = Did not learn anything new, simply reiterated what you already 
knew 

 
 
Employee Signature: ____________________________________________ 
 
Supervisor Signature: ____________________________________________         
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