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TRANSITION & RELOCATION MANAGERS

In alignment with the Commandant’ s Direction 2000-2002, Restoring our Readiness and Shaping our
Future, the Office of Work-Life isimplementing new ways in which to do business. They are
aggressively exploring better ways to obtain, train, qualify and deliver their services to our people.

Understanding the need to create services that support a dynamic, effective and flexible workforce that
will meet the needs of the Coast Guard today and in the future, eleven of our Transition & Relocation
Manager s (TRM) recently received their certifications as International Job & Career Transition
Coaches.

As an International Career Coach, each TRM will contribute to career transition success by offering a
variety of results oriented programs. By incorporating career assessment tools and techniques, exploring
job and career options, focusing on immediate job objectives and long term career goals viaindividual
or group self assessments, employee development plans and transition plans, you will be able to identify
individual attributes, plan an effective and workable career strategy and receive appropriate feedback on
real career issues, options and barriers.

Utilizing the knowledge, skills, tools and information that these TRMs have will help our both our
military members and civilian employees gain more control over their careers.

Under the umbrella of Transition each TRM is responsible for three primary programs: Transition
Assistance, Relocation Assistance and Spouse Employment Assistance.

The TRM can assist active duty membersin scheduling a Transition Assistance Seminar. This seminar
meets the Congressional Mandate (PL101) which isintended to assist transitioning active duty members
in preparing for the civilian job market. Spouses of active duty members are highly encouraged to
attend, however travel funding is not provided. These seminars cover such topics as resume writing,
interviewing techniques, salary negotiations, and successful attire strategies. Each seminar will also
familiarize the member with the benefits they may be entitled to as a separatee or retiree.

In order to deliver better relocation assistance to active duty members and civilian employees, all
TRMs have severa software applications such as the Standard Installation Topic Exchange System
(SITES) and "Know the Neighborhood" software which helps introduce new or unfamiliar areas.
Finding the right home can be a stressful situation, but finding the right neighborhood can be even
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harder. "Know the Neighborhood" provides detailed information about crime rates, school rankings,
climate and demographics.

The Spouse Employment Assistance Program (SEAP) is designed to assist spouses of active duty
members and civilians in overcoming the difficulties associated with finding employment during the
relocation process. The SEAP program is not an employment office or placement center. TRMs can
provide comprehensive and standardized employment information and services at Work-Life Offices
Coast Guard-wide. This program provides spouses with the tools necessary for career planning for both
today's and tomorrow's workplace. The TRM can provide self-service employment resources, a
reference library, general employment information, and assi stance with preparing aregular or
government resume, SF-171, or OF-612.

There are 13 Transition & Relocation Managers Coast Guard-wide. Oneis |located at each Integrated
Support Command (I1SC) within the Work-Life Staff and one at the Headquarters Support Command
(HSC). Please contact them for Transition or Relocation Assistance.

Y ou can contact your local TRM at the office nearest you, by calling 1-800-872-4957 followed by the
extension listed next to these | SC locations: Alameda (252), Boston (301), Cleveland (309), Honolulu
(314), Ketchikan (317), Kodiak (563), Miami (307), New Orleans (308), Portsmouth (305), San Pedro
(311), Sesttle (313), St. Louis (302), and Washington DC (932).

Regards, FL Ames

Following isthe ALCOAST announcing our on-line web-enabled ADC process. ADCs have been
rolling in -- we received about 600 in the first day and a half of use. One of the major problems
experienced was members using the earlier test sitein lieu of the link noted in the ALCOAST. The
LCDR, LT and LT(jg) shopping listswill not be available on-line until mid-September. Thisisthe first
roll-out to the entire Coast Guard of our new Human Resources Management System (HRMS) using the
software product PeopleSoft and the first "self-help” feature for our military members. More to come.

ALCQOAST 327/ 00

COVDTNOTE 1300

SUBJ: NEW ASSI GNMENT DATA REQUEST PROCEDURES

A. PERSONNEL AND PAY PROCEDURES MANUAL, HRSI Cl NST MLOOO. 2A
1. TH'S ALCOAST ESTABLI SHES A NEW PRCCESS FOR THE COVPLETI ON,

APPROVAL AND SUBM SSI ON OF ASSI GNVENT DATA | NFORMATI ON.  THE COAST
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GUARD | S | MPLEMENTI NG | MPROVEMENTS TO I TS HUMAN RESOURCE | NFORIVATI ON
MANAGEMENT SYSTEM THE NEW SYSTEM CALLED THE COAST GUARD HUNMAN
RESOURCES MANAGEMENT SYSTEM ( CGHRMS), | NCLUDES FUNCTI ONALI TY FOR
ELECTRONI C SUBM SSI ON OF ASSI GNVENT DATA CARDS (ADC S). WHI LE WE
UNDERSTAND THAT NOT ALL PERSONNEL CURRENTLY HAVE ACCESS TO SWs |11 TO
USE THE NEW SYSTEM PROCEDURES HAVE BEEN ESTABLI SHED AND OUTLI NED
BELOW TO ENSURE THAT PERSONNEL W THOUT ACCESS TO SWS |11 CONTI NUE

TO BE ABLE TO SUBM T ADC S. ULTI MATELY, THESE PROCEDURAL CHANGES ARE
BEI NG | MPLEMENTED TO | MPROVE THE ACCURACY AND AVAI LABI LI TY OF

ASSI GNMENT DATA FOR ACTI VE DUTY AND RESERVE PERSONNEL.

2. ALL ADC S SHALL BE SUBM TTED | N ACCORDANCE W TH THE | NSTRUCTI ONS
CONTAINED IN THI S ALCOAST. EFFECTI VE 15AUG 00, THE NEW ELECTRONI C ADC
FORVAT W LL BE AVAI LABLE ON THE CG | NTRANET:

HTTP: / / CGHRMS. OSC. USCG M L/ .

BLOCK- BY- BLOCK | NSTRUCTI ONS FOR SUBM TTI NG AND ENDORSI NG AN
ELECTRONI C ADC ARE AVAI LABLE ON THE WEBSI TE. |F A PROBLEM I S
ENCOUNTERED WHI LE USI NG THE WEB- BASED SYSTEM A HELP DESK HAS BEEN
ESTABLI SHED AT HRSI C FOR USER ASSI STANCE.

3. THE WEBSI TE CONTAINS THE CG SHOPPI NG LI ST, ADC PANELS, A COVVAND
ENDORSEMENT PANEL, AND A COWWAND " Al RPORT TERM NAL" PANEL THAT LI STS

ALL PERSONNEL ORDERED | NTO A DEPARTMENT (UNI T) AND ESTI MATED ARRI VAL
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DATES. THE WEBSI TE ALSO LI STS PERSONNEL ORDERED OUT, AND DEPARTURE
DATES. THE SHOPPI NG LI ST W LL BE UPDATED CONTI NUGUSLY AS POSI Tl ONS
(BI LLETS) BECOVE AVAI LABLE OR ARE FI LLED.

4. MEMBERS HAVI NG ACCESS TO SW5-111, EITHER AT THEIR UNIT OR

AVAI LABLE AT A SUPPORTING UNIT, WLL BE REQUI RED TO SUBM T THEI R
ASSI GNMENT DATA PREFERENCES VI A THE WEB APPLI CATI ON, AND COMVANDS

W LL BE REQUI RED TO ENDORSE THEM VI A THE WEB APPL| CATI ON FOR ENLI STED
MEMBERS. UNTIL SWs-111 | S AVAI LABLE CG W DE, SERVI CI NG PERSRU S ARE
TO PROVI DE THE NECESSARY SUPPCORT TO ENSURE SERVI CE- W DE

PARTI Cl PATI ON. THOSE UNI TS WHO DO NOT HAVE ACCESS

SHALL FORWARD MANUAL ADC WORKSHEETS (CG HRSI C-2002) TO THEIR

SERVI CI NG PERSRU FOR ENTRY | NTO THE ELECTRONI C ASSI GNMVENT SYSTEM
COVVAND ENDORSEMENT FOR ENLI STED MEMBERS SHALL BE COVPLETED PRI OR TO
SUBM SSI ON TO THE PERSRU. THE MANUAL ADC WORKSHEET W LL BE AVAI LABLE
ON CGPC' S SHOPPI NG LI ST FAX- ON-DEMAND SI TES, AND FOR PERSRUS THROUGH
THE CGHRMS WEBSI TE. HARD COPY ADC' S WLL NO LONGER BE SUBM TTED TO
CGPC- OPM EPM

5. CONFI RVATI ON THAT AN ELECTRONI C ADC HAS BEEN ENTERED W LL BE VI A
E-MAIL, ONLY | F THE MEMBER ENTERS A FULL E-MAIL ADDRESS IN THE ADC
PANEL OR WORKSHEET. ADC S SHOULD NOT BE E- MAI LED DI RECTLY TO AN

ASSI GNMENT OFFI CER (AO UNLESS SPECI FI CALLY REQUESTED BY THE AO.
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6. THE NEW CGHRMS SYSTEM SUPPORTS THE EXI STI NG COMVAND ENDORSEMENT
PROCESS. ALL ADC S FOR ENLI STED MEMBERS W LL AUTOVATI CALLY BE QUEUED
FOR COVMAND ENDORSEMENT. CO S/ O NC S MUST DESI GNATE A USER TO
PERFORM COMVAND ENDORSEMENTS (USERS CAN BE THE CO O NC OR SOVEONE

W TH BY DI RECTI ON AUTHORI TY). EACH USER MJUST COMPLETE A USER ACCESS
FORM I N CRDER TO RECEI VE A LOGON USER NAME/ PASSWORD FROM HRSI C
CUSTOMVER SERVI CE TEAM (CST). ACCESS FORMS AND DI RECTI ONS FOR

SUBM TTAL CAN BE FOUND AT HITP:// CGHRMS. OSC. USCG. M L/ . SI NCE COMVAND

ENDORSEMENT |'S NOT' REQUI RED FOR OFFI CERS, OFFI CER ADC S ARE NOT
AUTOVATI CALLY ROUTED TO THE COMVAND | N THE NEW SYSTEM COVIVAND
ENDORSEMENTS ON OFFI CER ADC' S, | F APPROPRI ATE, WLL BE IN THE FORM OF
AN E- MAI L FROM THE COWAND TO THE COGNI ZANT ASSI GNMENT OFFI CER.

7. ANY ADC (CG 3698A) SUBM TTED PRIOR TO 15 AUG 00 WLL NEED TO BE
RESUBM TTED ELECTRONI CALLY | N THE NEW SYSTEM

8. THE INITI AL WEBSI TE SHOPPI NG LI ST WLL BE AVAI LABLE ON 15AUG00 | N
CONJUNCTI ON W TH THE NEW ADC SYSTEM CGPC W LL PUBLI SH VI A SEPCOR
THE DATES THE SHOPPI NG LI ST W LL BE UPDATED TO REFLECT THE MOST
CURRENT LI ST OF BILLETS AVAI LABLE FOR ASSI GNMVENT YEAR 2001 (AY01) AS
VWELL AS THE TI MELI NE FOR AYO1l ADC SUBM SSI ON.

9. POC: HRSI C CUSTOVER SERVI CE TEAM (CST) AT (785) 357-3547.
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