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PREFACE

The Educational Services Officer, NAVEDTRA 10460-A, and the
nonresident training course (NRTC), NAVEDTRA 80460-A, form a self-
study training package covering the knowledge required of the men and
women of the U.S. Navy and Naval Reserve preparing to serve as an
educational services officer. Designed for individual study rather than
formal classroom instruction, the training manual (TRAMAN) provides
subject matter on various educational programs and benefits and the Navy
advancement system.

An NRTC has been designed for use with this TRAMAN. This course
consists of individual assignments. It must be ordered separately from the
TRAMAN. Ordering information is available in the List of Training
Manuals and Correspondence Courses, NAVEDTRA 10061-AT. Each
assignment is a series of questions based on the textbook. You should study
the textbook pages given at the beginning of each assignment before trying
to answer the questions in your NRTC.

This TRAMAN and its associated NRTC were prepared by the Naval
Education and Training Program Management Support Activity,
Pensacola, Florida, for the Chief of Naval Education and Training.
Technical review was provided by Naval Training Centers, Orlando,
Florida, Great Lakes, Illinois, and San Diego, California; the Naval
Technical Training Centers, Pensacola, Florida, and Meridian, Mississippi;
Chief of Naval Technical Training, Millington, Tennessee; Naval
Education and Training Support Center, Pacific, San Diego, California;
Naval Air Station, Educational Services Officer, Glenview, Illinois; Navy
Campus, Naval Station, Norfolk, Virginia; Defense Activity for Non-
Traditional Education Support, Pensacola, Florida; Office of the Chief of
Naval Operations, Washington, D.C.; and the Naval Military Personnel
Command, Washington, D.C.

Your sugestions and comments concerning this TRAMAN and its
NRTC are invited. Comment sheets have been included with both the
TRAMAN and NRTC.

1988 Edition
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Published by
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THE UNITED STATES NAVY

GUARDIAN OF OUR COUNTRY
The United States Navy is responsible for maintaining control of the
sea and is a ready force on watch at home and overseas, capable of
strong action to preserve the peace or of instant offensive action to
win in war.

It is upon the maintenance of this control that our country's glorious
future depends; the United States Navy exists to make it so.

WE SERVE WITH HONOR

Tradition, valor, and victory are the Navy's heritage from the past. To
these may be added dedication, discipline, and vigilance as the

watchwords of the present and the future.

At home or on distant stations we serve with pride, confident in the
respect of our country, our shipmates, and our families.

Our responsibilities sober us; our adversities strengthen us.

Service to God and Country is our special privilege. We serve with
honor.

THE FUTURE OF THE NAVY

The Navy will always employ new weapons, new techniques, and
greater power to protect and defend the United States on the sea,
under the sea, and in the air.

Now and in the future, control of the sea gives the United States her
greatest advantage for the maintenance of peace and for victory in
war.

Mobility, surprise, dispersal, and offensive power are the keynotes of
the new Navy. The roots of the Navy lie in a strong belief in the
future, in continued dedication to our tasks, and in reflection on our
heritage from the past.

Never have our opportunities and our responsibilities been greater.
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INTRODUCTION TO EDUCATIONAL
SERVICES OFFICER

- The educational services office has evolved to an efficient and

comprehensive point of contact for Navy personnel because of the Navy's
many organizational changes in the past. Not too many years ago,
questions about educational information were answered by personnel
assigned to the personnel office or ship's office.- If the information wasn't
available, the questions often went unanswered.The Navy realized the need
for a specialist in the education field. For this reason the educational
services officer billet was established.

Although the field of education and training is a function of the
Personnelman rating, each command is directed to have an educational
services officer (ESO). This requirement is found in the Standard
Organization and Regulations of the U.S. Navy (SORN), OPNAVINST
3120.32B. There are only a few full-time educational services officer billets
in the Navy. Depending on the command, the job of ESO could be
assigned to an officer or enlisted person. Normally sea commands assign
junior officers or senior petty officers the job of ESO as a collateral duty.
The only training available for ESOs are educational services officer
workshops, conducted by Navy Campus, and this training manual
(TRAMAN) and its associated nonresident training course (NRTC). This
self-study package will acquaint officers and enlisted personnel with the
duties and responsibilities of the ESO; the correct procedures for
establishing and managing an educational services office; the various
educational programs and benefits available to military personnel; the
Naval Correspondence Course Program; the preparations necessary for
advancement; the Navy Enlisted Advancement System; and examination
procedures for Navy advancement examinations.
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CHAPTER 1

EDUCATIONAL SERVICES OFFICER
FUNDAMENTALS

LEARNING OBJECTIVES

Upon completion of this chapter, you should be able to do the following:

1. Determine the basic functions of the 4. Identify the organizational relationship of
educational services officer (ESO). the educational services officer (ESO) to the

command.

2. Recognize the duties and responsibilities of
the educational services officer (ESO). 5. Identify the references essential to the

educational services officer (ESO).

3. Identify the chain of command for the
educational services officer (ESO).

INTRODUCTION ESO are many, varied, and important to all
command members. Your success or failure as

The majority of educational services ESO directly affects the morale of the
officers have little or no experience in the field command. This chapter discusses the general
and are assigned the billet as a collateral duty. areas for which you and your office are
Therefore, the ESO should be equipped with responsible.
the information and training to do the job.
This chapter covers the responsibilities of the
educational services officer and the basic BASIC FUNCTIONS OF THE
references needed by the ESO to perform the EDUCATIONAL SERVICES
job. OFFICER (ESO)

As educational services officer, you should Standard Organization and Regulations
be familiar with of the U.S. Navy (SORN), OPNAVINST

* your responsibilities and duties, 3120.32B, defines your duties and re-
sponsibilities as the ESO. The basic job of the

* your role in the command, and ESO is to help the executive officer administer
educational programs for the command. In this

" essential reference material, capacity, you coordinate officer and enlisted
training and on-duty educational programs

You should also with department heads, division officers, and
the planning board for training. You also

* educate yourself and office members coordinate plans with the Navy Campus
regarding ESO responsibilities and educational adviser to influence personnel to

take part in Navy Campus educational
ensure personnel adhere to organi- programs.
zational procedures and relationships.

If you have recently become an ESO, you DUTIES AND RESPONSIBILITIES
are probably still learning your job and OF THE EDUCATIONAL
recognizing the extent of your responsibilities. SERVICES OFFICER (ESO)
You may still be trying to figure out just what
your job as ESO involves. You may be As the ESO, your responsibilities will be
surprised to find that the responsibilities of the many and varied. This section describes the
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major areas of responsibility for which you and of the media used are ship and station
your office members are responsible. newspapers, the Plan of the Day, and so forth.

Information regarding available
TRAINING OFFICE AND TRAINING corie~pondence courses and instructions for

ordering them is also provided by the ESO.
You supervise the members of the training

office and the use of training aids. You help the COMMAND LIBRARY
training officer execute and administer the
command's overall training program. You also You should establish and maintain a
serve as a member of the planning board for command library for training manuals,
training. You are responsible for the correspondence courses, and essential reference
administrative processing of all training quotas material. Later in this chapter we will cover the
requested by and for the command. basic references that should be in every

command's library.
EXAMINATIONS

You also assist the examining board by CHAIN OF COMMAND FOR ESO
providing material, space, and personnel as
requested. (You should also be assigned as a Normally, the educational services officer
member of the command examination board.) reports to the executive officer concerning the
Working with the examination board, you performance of duties of the personnel assigned
prepare, conduct, and grade E3 advancement to the ESO staff. The ESO reports to the
exams, military/leadership exams, and department head or appropriate division officer
performance tests as required. If directed by for the accountability and routine
proper authority, the ESO orders, safeguards, administration of personnel under his or her
and administers advancement, military/ supervision. The ESO also obtains professional
leadership, performance tests, and other direction and assistance from educational
educational testing materials according to advisers about the Navy Campus voluntary
applicable directives, educational programs.

EDUCATIONAL PROGRAMS ORGANIZATIONAL
RELATIONSHIPS OF THE ESO

The ESO directs the educational programs

for the command, advises personnel about The educational services officer works with
available voluntary education programs, and the following people to execute and administer
encourages them to take part in these the educational programs for the command:
programs. The ESO also helps personnel apply
for educational programs and helps them 0 Members of the planning board for
obtain vocational/technical, high school, and training
college certifications. The procedures for
applying for the various educational programs 0 Division officers
will be provided in chapter 3. 0 Personnel officer/administrative officer

The ESO is the liaison between the
command and the Navy Campus office 0 Navy Campus personnel
supporting the command. As the educational
liaison, you obtain technical and administrative 0 Training assistants of department heads
information concerning the Navy Campus and division officers
programs. Such information includes voluntary * Command career counselors
education and training, educational counseling
and testing, and the availability of the various * Training petty officers
programs. You coordinate with the Navy
Campus office to ensure voluntary educational
programs are provided where compatible with RECOMMENDED REFERENCES
operating schedules. Various media is used to
publicize and promote the opportunities You have learned some of the broad
available through the education program. Some responsibilities of the ESO. You now need to
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know how you can educate yourself and your 0 Naval Military Personnel Manual
office members in each area. Obviously, you (MILPERSMAN), NAVPERS 15560A-This
need references that provide information in publication governs many programs and
each area. The following publications make up policies in the Navy. This publication is a
a recommended reading list. A brief description valuable tool to an ESO when it is available
of the subject matter of each is given, and up-to-date changes have been entered. The
Appendix I, titled "Where to Find It," contains manual provides eligibility requirements where
a comprehensive list of instructions and applicable and general information on the
publications that you will find useful in following ESO areas:
locating the right reference.

Limited Duty Officer (LDO)/Chief
BASIC EDUCATIONAL SERVICES Warrant Officer (CWO) Programs
OFFICER REFERENCES Physician's Assistant, Chief Warrant

The following references should be included Officer Training Program

in your library so that you can provide the SCORE (Selective Conversion and
proper guidance for the educational programs Reenlistment Program)
in your command: STAR (Selective Training and

Reenlistment Program)
* Manual of Advancement,

BUPERSINST 1430.16C-This manual Scholarships available to dependent sons

contains the procedures for the administration and daughters of Navy and Marine
of the Navy enlisted advancement system. The Corps and Coast Guard members
manual includes all aspects of the advancement Naval Academy Program
system such as advancement requirements,
military/leadership prerequisites, and NROTC (Naval Reserve Officers

performance tests. It is intended for enlisted Training Corps)

members serving on active duty with the U.S. BOOST (Broadened Opportunity for
Navy and U.S. Naval Reserve and for inactive Officer Selection and Training Program)
reservists. A complete explanation of this
manual is included in chapter 5. Definitions of enlisted rates and ratings

Change in rate or rating information
* List of Training Manuals and Corre- Advancement information (E-2

spondence Courses, NAVEDTRA 10061-AT- advancement, advancement after
This publication lists the latest available reduction, and identification of strikers)
training manuals and correspondence courses.
It also gives the proper procedures to follow Frocking information
when ordering them. This publication is ECP (Enlisted Commissioning Program)
updated semiannually.

Assignment of officers to service

* Catalog of Navy Training Courses colleges

(CANTRAC), NAVEDTRA 10500-This Service record information
microfiche publication contains information on
schools and courses. All are under the purview * Voluntary Education Programs in the
of the Chief of Naval Education and Training; Navy, OPNAVINST 1500.45C-This
Amphibious Forces, Atlantic and Pacific; and instruction provides policy, guidance, and
other Navy training commands. information concerning voluntary education

programs in the Navy.
* Bibliography for Advancement Study,

NAVEDTRA 10052-AK-This is an annual * Enlisted Commissioning Program
publication containing a comprehensive listing (ECP), OPNAVNOTE 1530-This notice,
of training manuals and other publications used issued annually, announces the eligibility
in advancement study. It is distributed requirements and application procedures for
annually, about the middle of the calendar the ECP program. ECP is a program for
year, so that personnel may use it to study for career-motivated personnel who have
exams administered the following year. completed at least 1 year of undergraduate
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college work and want to earn a commission in Command Detachment, Navy Occupational
the Regular Navy. Development and Analysis Center (NODAC),

develops, revises, and maintains both
I Limited Duty Qficer and Chief Warrant OCCSTDs and NAVSTDs. NODAC

Officer Programs, NAVMILPERSCOMINST coordinates standards revisions Navywide.
1131.1-These two programs allow highly Naval standards state the minimum
qualified and motivated senior enlisted knowledge required of enlisted personnel,
personnel to obtain commissions. This which is not specifically rating oriented. They
instruction provides the eligibility requirements describe the knowledge and abilities required of
and application procedures for both programs. every enlisted person in the Navy. They cover

*Retention Team AManual, NAVPERS areas and subjects of which personnel should
have knowledge in addition to their required

15878G-This manual contains a complete rating skills. NAVSTDs are cumulative; that is,
chapter on education programs, commissioning a person is responsible for the NAVSTDs of the
programs, and information on veteran's present paygrade, the advanced paygrade he or
educational benefits. she is seeking, and all paygrades below the

present paygrade. They are universal to all rates
* Enlisted Transfrr Manual and ratings. An example of naval standards is

(TRANSMAN), NAVPERS 15909C-This shown below:
manual contains eligibility requirements and
general information about the following ESO
areas: PETTY OFFICER SECOND CLASS (E-5)

Nuclear power training 950 NAVAL TRADITION

Submarine training 952 CUSTOMS AND COURTESIES

Service schools (procedures for
requesting service school quotas and for
determining obligated service 952501 Duties and responsibilities of
requirements for service schools) quarterdeck watch officer

Assignment to special programs
953 ORGANIZATION

* Manual of Navy Enlisted Manpower and
Personnel Classifications and Occupational 953501 Names, abbreviations, and
Standards, NAVPERS 18068E-This manual broad responsibilities of the
prescribes enlisted skill requirements. It is vital bureaus and systems commands
to all enlisted personnel and to every command of the Navy Department
in which enlisted personnel serve. ESOs,
training officers, and all supervisors should be
familiar with the contents of this manual. You
should have a good working knowledge of this In other words, all PO2s and P02 candidates
publication's relationship to the training, should be able to define the duties and
advancement, and distribution systems. This responsibilities of the quarterdeck watch,
manual contains two sections: regardless of their rating.

SECTION I-This section contains the You should note that each NAVSTD is
Navy enlisted occupational standards identified by a six-digit number. The first three
(OCCSTDs) and naval standards (NAVSTDs). digits identify the topic title, the fourth digit
These standards list the minimum capabilities identifies the paygrade, and the last two digits
the Navy expects and requires of personnel sequentially identify the specific NAVSTD
within each rate and rating. The standards are sutiay ide
generally expressed as task statements (duties within a paygrade.
and responsibilities). They represent the OCCSTDs prescribe minimum
abilities, skills, and knowledge needed to requirements for skills expected of a person in a
accomplish those tasks, duties, and specific rating. OCCSTDs are written as task
responsibilities. The Naval Military Personnel statements. They form the foundation of a
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well-planned system that dovetails a person's *Enlisted Education Advancement
training, advancement, and job assignments. In Program (EEAP), OPNAVNOTE 1510-This
addition to prescribing tasks expected of a notice, issued annually, announces the
person, OCCSTDs also show general paygrade eligibility requirements and application
responsibility levels. For example, routine tasks procedures for the EEAP. This program selects
are assigned to lower paygrades; more difficult personnel to take part in a program in which
tasks and those that require additional they can earn an associate of arts/science
experience or supervisory ability are assigned to degree in 24 months or less. Only highly
higher paygrades. OCCSTDs, like NAVSTDs, qualified and motivated career enlisted
are cumulative. That means as a person personnel are selected for this program.
advances in a specific rating, that person is
responsible for the OCCSTDs of the rate to Navywide Examination Administration
which he or she is trying to be advanced, the Information for Each Advancement Cycle,
present rate, and all lower rates. An example of BUPERSNOTE 1418-This notice announces
OCCSTDs is shown below: the schedule for each Navywide examination

for advancement to petty officer. Personnel

BOATSWAIN'S MATE THIRD CLASS preparing worksheets and service record entries
(BlN43) relating to advancement should read and follow

this notice and the Manual of Advancement

34 SEAMANSHIP guidelines. These BUPERS notices are
published before the March and September E-4

34011 Distribute and attach running through E-6 examinations; the January E-7
rigging for handling cargo examination and its selection board; and the

34012 Erect station markers for E-8 and E-9 selection board.

replenishment at sea NAVY CAMPUS/DEFENSE ACTIVITY

FOR NON-TRADITIONAL
EDUCATION SUPPORT (DANTES)

All Boatswain's Mates, as well as BM3 REFERENCES

candidates, should be able to perform this task. You will also find the following Navy

OCCSTDs are identified by a five-digit Campus and DANTES references helpful:
number. The first two digits identify the topic
title and the last three digits sequentially • Navy Campus Instruction, CNET
identify the specific OCCSTD. INSTRUCTION 1560.3C-This manual is

SECTION II-This section contains all published by the Chief of Naval Education and
Navy Iclassificatins secn cAns NC Training. It is stocked at the NavalNavy enlisled classifications (NECs). An NEC Publications and Forms Center in Philadelphia.

code supplements the enlisted rating structure It ctins dscr s of al N a pCam

by identifying a specific knowledge or skill not proras deprid tion al serics
coveed y aratng esigatin. E~sare programs and provides the educational services

covered by a rating designation. NECs are officer specific guidance on all Navy Campus

identified by a numerical or alpha-numerical oras.

code. For example the NEC 9583 identifies a programs.

locksmith and NEC BM-0161 identifies a * DANTES Counselor's Handbook-This
tugmaster. handbook provides the guidelines and

application procedures for applying for any
* Navy Customer Service Manual, DANTES-related program.

NAVEDTRA 10119-B-This manual is
important to any service-providing office such * DANTES Examination Program
as the educational services office (ESO). It Handbook (DEPH)-This handbook contains
contains valuable information for all office most of the administrative information needed
members about customer service relationships. to manage and administer the DANTES-

sponsored (funded and nonfunded)
* Personnelman 3 & 2, NAVEDTRA examination programs. Publishers of various

10254-DI-This manual contains information examinations issue supplemental instructions to
concerning training, advancement, and aid in test administration, counseling, and test
educational services, interpretation. Note that DANTES test control
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officers are nominated from Navy Campus credits earned at other colleges and universities
education specialists. Only large ships and in the network.
shore stations without Navy Campus offices
have designated test centers. These centers can SUMMARY
serve personnel only after approval by the
Naval Education and Training Program Your duties and responsibilities as the
Management Support Activity (NETPMSA, educational services officer are wide in scope.
Code 0432). In the Navy, as well as other services, training

and education are a continuing process. From
* Handbook for Education Services the time of enlistment until separation from the

Officers Experiential Learning Assessment- Navy, personnel are expected to broaden their
Published by DANTES, this handbook explains knowledge and increase their skills. Training
how the Experiential Learning Assessment and education allow personnel to assume more
(ELA) portfolio leads to credit for college- responsible positions. Assuming more
equivalent learning, responsible positions increases their potential

for advancement to senior enlisted grades and
The Guide to the Evaluation of for selection to officer status. As the ESO, you

must be able to communicate effectively with
Educational Experiences in the Armed all personnel both up and down the chain of
Services-This guide, developed by the command. Remember, all areas of the
American Council on Education, has four educational process involve the ESO. Proficient
volumes (volume 3 is for the Navy). It provides and knowledgeable educational services officers
information about formal courses offered by have a definite impact on the success of each
the armed services and college credit member in the command.
recommendations. It also provides
recommended credit for courses completed
outside of a particular learning institution. For REFERENCES
example, it provides the recommended credit
hours toward postsecondary education for Bibliography for Advancement Study,
persons who completed PN class A school (3 NAVEDTRA 10052-AK, Naval Education and
hours). Training Program Management Support

Activity, Pensacola, Fla., 1988.

* Handbook to the Guide to the Catalog of Navy Training Courses
Evaluation of Educational Experiences in the (CANTRAC), Vol I, Introduction, General
Armed Services-The American Council on Information, NAVEDTRA 10500, Chief of
Education publishes this handbook. It will Naval Education and Training, Pensacola,
assist you in using The Guide to the Evaluation Fla., 1988.
of Educational Experiences in the Armed Counselor's Handbook, DANTES P-1560/27
Services. (5-86), Defense Activity for Non-Traditional

Education Support, Pensacola, Fla., 1986.
* DANTES Guide to External Degree DANTES Catalog of External Degree

Programs-Published by DANTES, this guide Programs (Formerly titled Guide to External
provides ESOs with a list of institutions that Degree Programs), DOD 1322.8-C2, Defense
allow military personnel to earn an academic Activity for Non-Traditional Education
degree without residency. Personnel may earn Support, Pensacola, Fla., 1987.
academic certification for completion of high
school, an associate's or a bachelor's degree, or DANTES Independent Study Catalog (DISC),
a degree for a graduate program. ESOs should DOD 1322.8-Cl, Defense Activity for Non-
use this publication with the Se: vicemembers Traditional Education Support, Pensacola,
Opportunity Colleges of the Navy (SOCNA V). Fla., 1988.
The SOCNAV program is a college associate- Enlisted Commissioning Program (ECP),
degree completion program for the Navy. Fully OPNAVNOTE 1530, Office of the Chief of
accredited colleges offer associate-degree Naval Operations, Washington, D.C., 1988.
programs on or accessible to Navy installations
worldwide. These colleges have formed Enlisted Education Advancement Program
networks that are agreeable to accept college (EEAP), OPNAVNOTE 1510, Office of the
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Chief of Naval Personnel, Washington, D.C., Active Duty Members to Petty Officer Third
1988. Class Through Petty Officer First Class,

BUPERSNOTE 1418, Bureau of NavalEnlisted Transfer M~anual (TRANSMAN), Personnel, Washington, D.C., 1987.

NAVPERS 15909C, Naval Military Personnel

Command, Washington, D.C., 1987. Naval Military Personnel Manual

Experiential Learning Assessment Handbook (MILPERSMAN), NAVPERS 15560A, Naval
for Education Services Officers, DANTES Military Personnel Command, Washington,

P-1562/24 (5-87R), Defense Activity for Non- D.C., 1987.

Traditional Education Support, Pensacola, Navy Campus Instruction, CNETINST 1560.3C,
Fla., 1987. Chief of Naval Education and Training, Naval

The Guide to the Evaluation of Educational Air Station, Pensacola, Fla., 1988.

Experiences in the Armed Services, American Navy Customer Service Manual, NAVEDTRA
Council on Education, Washington, D.C., 10119-B, Naval Education and Training
1986. Program Development Center, Pensacola, Fla.,

Handbook to the Guide to the Evaluation of 1984.

Educational Experiences in the Armed Services, Personnelman 3 & 2, NAVEDTRA 10254-DI,
American Council on Education, Washington, Naval Education and Training Program
D.C., 1987. Development Center, Pensacola, Fla., 1981.

Limited Duty Officer and Warrant Officer Program Handbook (DEPH), DOD Handbook
Programs, NAVMILPERSCOMINST 1131.1A, 1322.8-H, Defense Activity for Non-
Naval Military Personnel Command, Traditional Education Support, Pensacola,
Washington, D.C., 1986. Fla., 1987.

List of Training Manuals and Correspondence Retention Team Manual, NAVPERS 15878G,
Courses, NAVEDTRA 10061-AT, Naval Office of the Chief of Naval Operations,
Education and Training Program Management Washington, D.C., 1984.
Support Activity, Pensacola, Fla., 1988. Servicemembers Opportunity College (SOC)

Manual of Advancement, BUPERSINST 1430.16C, Guide, Defense Activity for Non-Traditional
Bureau of Naval Personnel, Washington, D.C., Education Support, Pensacola, Fla., 1987.
1986. Standard Organization and Regulations of the

Manual of Navy Enlisted Manpower and U.S. Navy, OPNAVINST 3120.32B, Office of
Personnel Classifications and Occupational the Chief of Naval Operations, Washington,
Standards, NAVPERS 18068E, Bureau of D.C., 1986.
Naval Personnel, Washington, D.C., 1987. Voluntary Education Programs in the Navy,

March 1987 (Cycle 115) Navy-wide OPNAVINST 1500.45C, Office of the Chief of
Examinations for Advancement in Rate of Naval Operations, Washington, D.C., 1984.
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CHAPTER 2

EDUCATIONAL SERVICES OFFICE

LEARNING OBJECTIVES

Upon completion of this chapter, you should be able to do the following:

1. Recognize the role of the educational 7. Identify the workload of the office.
services office within the command.

8. Recognize when plans need revision.2. Recognize the factors that must be

considered in the arrangement of an office. 9. Identify the basic office products.

3. Identify the tools necessary for the efficient
operation of the educational services office; 10. Determine the duties and responsibilities of
determine sources of materials and each person and each person's capabilities.
procedures for maintenance and control. 11. Recognize the importance of properly

4. Identify the coordination between the grouping related tasks.
educational services office and other offices
in the command, and identify the purpose 12. Determine your responsibilities as a

supervisor in making decisions and
5. Identify the critical elements of coordinating office functions.

administration; formulate procedures for
implementing the correct methods of 13. Recognize the importance of training for
managing an office. office personnel; formulate procedures for

6. Identify and evaluate the skills of assigned the necessary types of training for ESO
personnel. personnel.

INTRODUCTION it serves. The office may occupy a separate
space or it may be located in the personnel

The main function of the educational office or the career counselor's office. Ashore
services office is to provide educationally it would be in the Personnel Support
related services to Navy people. The Detachment (PSD). Regardless of its location,
educational services office may have the best the quality of service given determines the
office space, a good office arrangement, and all reputation of the office. Personnel served by
the tools of the trade; however, if the office this office judge it by the measure of
does not provide knowledgeable and cooperation, quality of output, degree of
professional service, then it has no justification efficiency, and overall attitude of its workers.
for existence. Educational services offices are A well-run office reflects professionalism.
known for the quality of their customer service The knowledge and application of basic
and their basic office output. They are also management techniques by personnel through
known for some by-products in the areas of effective office administration directly affects
morale, pride, and character or reputation. As the educational services office.
educational services officer, you should
motivate, train, and supervise workers so that To maintain a well-run and productive
their capabilities accomplish the best office office, you should carefully consider the
production possible. following techniques and concepts:

* Office arrangement
EDUCATIONAL SERVICES

OFFICE 0 Tools of the trade

The location of the educational services
office depends on the size of the ship or station * Command coordination
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" Elements of administration paperback books on or around desks. The
appearance of the educational services office

* Training program reflects the caliber of work being accomplished
by the office.

Office procedures, regulations, and COMFORT
guidelines may vary from office to office, but
the basic principles of good management Arrange the office to provide maximum
remain the same. comfort for both the office staff and the

customer. A cramped space tends to adversely
affect the work of personnel and cause them totire easily. Exercise whatever control you have

to make sure each worker has a suitable chairThe arrangement of the educational re and desk or table. Also make sure each officeoffice has a significant impact on the morale mebrhsaqutlitngwhamnmm

and effectiveness of office personnel. As the of g a Roomuteperature a venito

educational services officer, you should be sure ould Rod temest possibleon

office furniture and equipment is arranged in a enviro et

functional manner. The arrangement also

should allow proper supervision, offer a
pleasing appearance, and provide maximum TOOLS OF THE TRADE
comfort.

Each profession has its own tools of theAND OFFICE EQUIPMENT trade, and the educational services profession is
no different. Next to the worker, the tools are

Too much distance between desks and the most important factor in accomplishing the

office equipment results in time lost by office goals of the office. The educational services
personnel going from one location to the other. officer relies daily on office equipment, variousAll office personnel should have convenient types of office supplies, and many publications
alless offies, frerone , d vep cient and directives. The office cannot function
access to files, references, and reproducing properly without the required tools. The
equipment. educational services officer makes sure the

Locate personnel having the most frequent tools required for the efficient operation of the
customer contact near the entrance and service office are readily available and properly
area. Restrict access to the office except when maintained.
required. Establish an office policy requiring
customers to conduct their business at the door OFFICE EQUIPMENT
or service counter.

The office supervisor should examine all
SUPERVISION office equipment periodically and make the

following determinations:
The proper arrangement of the educational

services office should aid effective supervision. 0 Is the equipment presently in use the best
Arrange furniture and equipment so that you that is available?
can observe the office without leaving your
desk or interrupting people's work. This * Is the equipment appropriate for the
arrangement will also make you easily needs, job, or function it must perform?
accessible to office personnel.

APPEARANCE Is all of the equipment in good
condition?

A well-run office requires that personnel
keep the office neat and uncluttered. Personnel * Do office personnel take proper care of
should keep their desks neat and orderly. They their equipment?
should not keep excess supplies and forms;
overflowing file baskets; and personal * Do you need to train certain office
belongings such as clothing, food, or personnel in equipment maintenance?
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Chapter 4 of Personnelman 3 & 2, In the command administrative office
NAVEDTRA 10254-D1, contains information (ship's office), you will find a MASTER set of
on maintaining office equipment. Incorporate publications and directives available for your
this information into your division training use as the ESO. However, keep the following
sessions. Proper emphasis on preventive basic publications and directives in your office
maintenance and the care of office equipment to help you perform your ESO duties:
will save office man-hours and money through
less equipment failure and downtime. This Manual of Advancement, BUPERS-
savings is important since most ships and INST 1430.16C
stations have either word processing equipment
or computers-sometimes both. Equipment in
good working condition helps ensure steady, * BUPERSNOTE 1418 (examination
efficient office production. information for each exam cycle)

SUPPLIES * Bibliography for Advancement Study,
NAVEDTRA 10052-AK

The educational services office needs
sufficient quantities of current, properly * List of Training Manuals and
stowed, and readily available office supplies.
Do not wait until your office supplies are Correspondence Courses, NAVEDTRA
nearly exhausted before ordering more 10061-AT
supplies. If the office constantly borrows
supplies from other offices or commands, Since the educational services office
something is wrong with your office supply provides service to others, all members of the
system. A good office supply system cannot be office should study the Navy Customer Service
overemphasized; you cannot run an office on a Manual, NAVEDTRA 10119-B. This manual
"cumshaw" basis. should also be incorporated into the office

training program.
Stock

You will find other needed publications,
As educational services officer, you need to directives, and notices listed in chapter 1,

evaluate your office supply system to determine "Educational Services Officer Fundamentals,"
the supplies needed for your office to and in appendix 1, "Where to Find It." If the
accomplish its assignments. You will have to educational services office is not closely
develop the most effective system for the needs situated to central files, order needed
of your office. publications and directives and maintain them

in the office. "ESO" should be stamped or
written on the front cover of all publications

Supply Petty Officer and directives maintained in the educational
services office.

Generally, a designated supply petty officer
manages the office supply system. Give the Maintenance
supply PO support, direction, and assistance
when needed. You may allow the supply PO to
experiment to develop the best system for the he o fal to anairope troloffie. owevr, ou soul coninu to over official publications and directives, they
onfite.orwthe , ymou a shoure ao fie t will most likely be outdated, improperly filed,peronnedor their st to make ure al ie or incomplete. Improper maintenance andpersonnel do their part to make the system control of publications and directives seriously

jeopardize routine office procedures and may
create serious problems.

PUBLICATIONS AND DIRECTIVES
A good method of keeping publications and

You need certain publications and directives current is to place the educational
directives to operate your office efficiently. services office on the command central
They are as important as office equipment and distribution file list. The ESO will then receive
supplies, all incoming weekly transmittal sheets to
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