RECOMMENDED WARRANT OFFICER SELECTION CRITERIA
MOS 0170: Personnel Officer
Sponsor:     CWO5 Scott M. Newell (MI Division, M&RA)
Phone:        (703) 432-9316
1. DUTIES:  Personnel officers supervise and certify the reporting of pay/allowances and personnel entitlements/transactions at an installation level personnel administration center. Personnel officers must be knowledgeable in the duties and tasks required of the 0111 MOS with specific emphasis on the capabilities and requirements of the Marine Corps Total Force System (MCTFS) which encompasses pay and personnel records. They must also be proficient with standard Marine Corps word processing and database software packages in use. Personnel officers function as supervisor and coordinator of manpower management information systems; manager of personnel records maintenance; advisor on clerical matters; and administering military pay entitlements. Personnel officers advise military personnel of rights, benefits, and privileges accrued as a member of the Armed Forces. As such, personnel officers must be thoroughly familiar with the contents of Marine Corps Directives, Department of Defense Publications, and Joint Federal Regulations pertaining to pay and allowance entitlements, privileges, and administrative issues.

2. REQUIREMENTS:  Applicants being considered for selection to Warrant Officer in MOS 0170 must have completed the Advanced Personnel Administration Course (APAC) or Advanced Administrative Specialist Course (AASC) conducted at MCB Camp Lejeune, NC or has completed three years experience in a personnel reporting unit (IPAC, Stand alone, I&I Staff) in the grade of sergeant or above. Those personnel who have not attended APAC/AASC must do so prior to attending the Warrant Officer Basic Course (WOBC).  The applicant should have personnel administrative reporting experience, and MOS 0171 is a plus. The most qualified applicant would be technical proficient and possess leadership skills; the preferred applicant would be a SNCO. 

3. DESIRED SCHOOLS:
Title of Course				      MOS            Level                  Code
	
	
	
	

	Administrative Specialist Course
	0111
	Entry*
	AAX

	Personnel Clerk Course
	0121
	Entry*
	01C

	Unit Diary Clerk Course
	0131
	Entry*
	01S

	Administrative Clerk Course
	0151
	Entry*
	01T

	Intermediate Personnel Administration Course
	None
	Intermediate
	AAC

	Intermediate Administrative Specialist Course
	None
	Intermediate
	AAY

	Advanced Personnel Administrative Course
	0193
	Advanced
	AAD

	Advanced Administrative Specialist Course
	0111
	Advanced
	AAZ



*May have attended only one of these courses as they are entry-level (initial skill) training.

4. REQUIRED PAST ASSIGNMENTS:  Reporting unit level and/or Personnel Administration Center personnel administrative experience (i.e., unit diary, service records, separations, pay, promotions, and order writing) is desirable. Additionally, the following examples of such type duty are provided:   Installation Personnel Admin Center (IPAC), Stand Alone Reporting Units Marine Corps Districts, Admin Detachments,) or Independent Duty (I&I Staff).
Personnel Administration is dynamic, often complicated, and subject to continuous change. Prolonged assignment to duties away from personnel reporting unit level may be detrimental to any administrator. Recent reporting unit level administration experience is highly desirable. Additionally, the successful completion of a tour of independent duty administration should be viewed favorably, as these billets tend to increase the administrator’s versatility.
5. FEEDER/RELATED MOS:
Administrative Specialist (E1 – E9)              0111
[bookmark: _GoBack]6. MISCELLANEOUS: It is anticipated that this year’s allocation will be difficult to fill from solely 0111 applicants, and consideration may be given to those applicants who hold an additional MOS of 0111, 0121, 0151 or 0193. Additionally, applicants for MOS 3402 use similar systems (DTS/MCTFS/DTMS) and can transition successfully to Personnel Officers.  Marines having not completed APAC/AASC and not having completed three years’ experience in a personnel administration center may be selected if other duties have been performed successfully at the reporting unit level (normally I&I or stand-alone unit not supported by a personnel administration center).
