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HRMD/Employee & Organizational Excellence Branch (EOEB)

The tips below will help you with some general information about approaching and completing a competitive development program application.  You may also want to follow some of the guidance about writing accomplishment statements on the last two pages of this document.  Included in this document are some real “lessons learned” from previous competitive development programs.  
General Tips:

1. Be sure to read General Information and Selection Qualifications for the program for which you are applying. 

2. Before you begin to complete an application form, meet with your supervisor to discuss:

a. your interest in the program, 

b. your developmental needs (as noted in your Individual Development Plan (IDP)), 

c. how your participation in the program will both develop you and benefit the Agency (needs and priorities), and 

d. a strategy for work assignments you will perform upon your return from your program. 

3. Develop responses that are well thought out and organized.
4. Use examples of projects and programs that communicate your depth and breadth of skill, and use those that help set you apart from the competition. Remember that the review panel and other decision-makers probably will not know you, so it is up to you to communicate in a way that helps paint a picture of your contributions.  
5. Be clear on how the program(s) will benefit your organization, your customers and NASA as a whole.  There is a significant investment in sending candidates to development programs, and it is important to know how you will use the knowledge from the program upon your return.
6. In responding to the questions, stay on point, answer the questions, and do not ramble.

7. Be as concise as you can but with enough detail to prove the point you are making.

8. Develop an IDP that clearly articulates the program as a development activity that will help you accomplish your goals. Remember to include more than just the development program for which you are applying; putting only one activity for your development year infers that maybe you just “checked the box” on the IDP submission requirement.
9. Review your application and responses for completeness, spelling, typos, omissions, incorrect grammar, inconsistent font size, relevancy of responses to questions asked, and overall strength of the application presented.  Then, ask someone you know and trust to review it one more time. 

10. Type the responses and do not provide handwritten nominations.

11. Have others review your application (e.g. coach, mentor, peers, team lead, supervisor, career counselor, friend, etc.) for feedback on how it could be strengthened or for other constructive criticism.

12. Do not copy and paste into your application responses from Agency documents. Use your own words to summarize and describe.

13.  Make sure your application has all the required signatures/endorsements and your packet includes all the required documents.

Lessons Learned From Previous Nomination Calls—What Not To Do

Application Package:
Do not submit applications with:

· Incomplete or missing responses, 

· Typos and spelling errors throughout, 

· Unclear or grammatically incorrect sentences, 

· Different font sizes,
· Unsigned application,

· No listing of training and development that you may have taken. 

Value of NASA Investment:
Do not submit applications with:

· Little discussion of how your performance will improve as a result of the program,
· No indication of how customer service will improve,
· Incorrect assumptions about how the program content will enhance your skills,
· Incorrect assessment of issues facing NASA,
· Little or no explanation of the benefits to NASA due to your participation in the program, 
· Not enough detail about how the new knowledge will impact your role and responsibilities upon returning from the program.
Leadership and Supervisory endorsement:
It is important that the Supervisor’s endorsement is compelling and includes
· Specific examples of why the candidate deserves the nomination,
· Explanations of the new role or responsibilities the nominee would have upon return. 

Writing Accomplishment Statements

Accomplishments illustrate your skills and your abilities. They are evidence that you have utilized knowledge, skills and abilities with success and are a predictor of how you are likely to perform or conduct yourself in the future.  Accomplishments are an excellent way to communicate your qualifications.

Before completing your application, take an inventory of your accomplishments that relate to the program for which you are applying.  Accomplishments can be a valuable addition to your resume and your interview.  You could also call them contributions or successful outcomes.  
It is understood that not all of your experiences may yield tangible and measurable results. However, by taking a moment to work the following exercise, you will be able to generate examples/situations where you have contributed, made a significant difference, received recognition or simply performed challenging assignments, special projects, specific roles, or worked with key groups. 

1. List three (3) accomplishments related to the selection qualifications of the program:
· ______________________________________________________________
· ______________________________________________________________
· ______________________________________________________________
2. Select one of the above accomplishments and describe a Challenge (C), Action (A) and Result (R) that stemmed from the accomplishment.  The “Challenge” involves the problems, issues, and concerns you were facing.  The “Action” involves the steps you took to resolve the Challenge. The “Result” involves the outcomes and contributions of your actions.
· C=Challenge___________________________________________________
· A=Action______________________________________________________
· R=Result______________________________________________________
3. Review the information brainstormed in items one and two, and then write an accomplishment statement.  Oftentimes in writing such a statement, the challenges, problems, issues, and concerns are not stated directly but rather inferred from the action(s) taken and the result(s) obtained.  It would be appropriate to begin with a good action verb, including one main idea and keeping the statement one to three sentences at the most.  An Example might be:

“As  Executive Officer to Congressionally mandated senior level Aerospace Safety Advisory Panel (ASAP), managed and oversaw the production of the ASAP Annual Report to Congress.  Collaborated with panel members and with contract technical writers. Led preparations for panel and task force meetings and ensured timely completion of actions originating from those meetings.”[image: image1.png]
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