
NORTHEAST AREA 
TRAINING OPPORTUNITY 

COURSE TITLE BASIC STAFFING  

VENDOR CHRA, TMD, APG, MD 

DATES/LOCATION 6-10 July 09, APG, MD 

LENGTH 4 ½ Days  

START/END TIMES 0800-1600 

COST No Cost  

REGISTRATION DEADLINE 26 Jun 09  
Call the Course Manager if you have a 
nomination but have missed the suspense; 
there may still be spaces available. 

COURSE MANAGER Misti Cloman, 410-306-1375 DSN: 458 

misti.cloman@us.army.mil    

COURSE DESCRIPTION 

This course provides an overview of the major staffing functions and related legal and 
regulatory requirements. The course also covers the primary staffing processes such 
as determining when competition is required, evaluating candidates' qualifications, 
developing and/or processing competitive registers, setting pay and determining 
retention standing and placement rights under reduction in force. The many flexibilities 
management has in staffing and placement actions are emphasized in this course. 
Lectures, class discussions and "hands-on" exercises are used to develop students' 
technical knowledge and consulting skills. 

WHO SHOULD ATTEND/PREREQUISITES 

Personnel specialists and senior level personnel assistants who have responsibility for 
providing staffing services at the CPAC or CHRA Processing Center; EEO specialists 
and other personnel specialists whose duties require a knowledge of staffing 
programs, processes and regulatory requirements; DA and local interns currently 
assigned staffing responsibilities.  

METHOD OF INSTRUCTION 

Lecture and exercises with audience participation/interaction 

HOW TO NOMINATE 

mailto:misti.cloman@us.army.mil�


To apply for the scheduled class listed in this announcement, click on the following link to 
CHRTAS: 

https://www.atrrs.army.mil/channels/chrtas/default.asp?page=main.asp 

If this is your first time using CHRTAS it is recommended that you view the CHRTAS Tutorials 

available under the Help Bar. 

Below are the steps you will need to build a Student Profile in CHRTAS and apply for a class: 

If this is the first time you have used CHRTAS, you will need to click on Update/Create Student 
Profile.  If you already have a profile built, click on Apply for Training. 
 

          1. Click on FY2009 

          2.  Click on the training type – Civilian HR Training 

          3. Click on Region and select “0104-CHRA NORTHEAST REGION” 

          4. Click on Course and select “SB7ASTF – BASIC STAFFING 

          5. Click on and select “APG, MD (0104)”, select Class# 001 to register  

          6. Review all information on the screen and make any corrections. This information flows 
from your student profile. 

          7. Click on Submit this Application   

You will receive a verification email from CHRTAS. You supervisor will receive an email for 
action/approval. It is important that the supervisor take prompt action. 

NOTE: Only one supervisor is required.  Your nominating supervisor should be identified and 
Email address must be entered and verified.  Copy and pasting into the verification block will 
NOT be accepted; you must retype the email address in.  The approving supervisor block may 
be left blank.  

For any problems, questions, or if special needs are required to accommodate an attendee 
(wheelchair access, interpreter, etc) please contact the Course Manager. 

Do not attend unless you have received confirmation from the Course Manager. 
Although we try to accommodate all training needs, an application in CHRTAS does not 
guarantee a space allocation. Check with the Course Manager if you have not received 
confirmation two weeks prior to the class starting date. 

 CANCELLATION POLICY 

Contact the Course Manager to withdraw your nomination prior to the registration 
deadline.   

BILLING INSTRUCTIONS 

N/A 

 

https://www.atrrs.army.mil/channels/chrtas/default.asp?page=main.asp�
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