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Instructor Recruitment Package

Mail Applications to:

PNCOA

570 Vincent Street

Peterson AFB, CO  80914-1510

Attn:  MSgt Clark 

Questions/Concerns Call:

(719) 556-1993 (DSN – 834) Fax – x-8445

******************** WARNING ********************

DO NOT DISCUSS/TRANSMIT CLASSIFIED INFORMATION OVER UNSECURED TELECOMMUNICAITONS SYSTEMS.

OFFICIAL DOD TELECOMMUNICATIONS SYSTEMS ARE SUBJECT TO MONITORING FOR COMMUNICATIONS SECURITY PURPOSES AT ALL TIMES.

Professional Military Education (PME) Instructor

Duty Fact Sheet

WHY WOULD ANYBODY WANT TO BECOME A PME INSTUCTOR?
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Because for the right type of person, it’s the best job in the Air Force.

     There are many reasons why someone would become a PME instructor, but there is only one reason why instructor positions exist, to educate future leaders as Noncommissioned Officers.  It is for this reason that someone should consider becoming a PME instructor.  With that said, a person who considers PME duty believes in contributing to a lifetime of learning by developing effective leaders and NCOs.  At times, this task is challenging, but it is also very rewarding.    
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     Being a PME instructor at the Peterson NCO Academy (PNCOA) is one of the most rewarding jobs in the Air Force.  Whether you are thinking about applying for PME duty at PNCOA or at another base, the information contained in this package could help you make that decision.  However, before you make this important career decision, you should be aware of the demands of this special duty.  As you read the demands and description of this duty, ask yourself, “Is this really for me?” 

STANDARDS:   As a PME instructor, you must be willing and able to exemplify Air Force standards.  Your appearance must set the standard for others to follow and portray a professional image.  In addition, your integrity must be impeccable and your loyalty unwavering.  Air Force core values must be the cornerstone of your duty as a PME instructor.  

DUTY HOURS:  Duty hours are abnormal; instructors often work more than a 40-hour workweek.  When a class is in session, you may spend several days working after normal duty hours, whether in the office, classroom, or at home.  Yes, the work schedule is rigid and can become stressful at times, but instructors do get a moderate break between classes.  
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ROLE MODEL:  First, can you enforce standards?  Second, can you admit when you are wrong and honestly listen to those telling you that you are wrong?  If the answer to these questions is yes, then being a role model in PME will be a synch.  As stated earlier, instructors must exemplify standards and correct those who violate them.  Can you ask yourself, “What do I see when I look in the mirror”?  
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STRESS:  Stress is a common phenomenon associated with any profession, but it is how you manage it that determines your success.  In PME, it is no different.  Instructors not only have to teach but they have to be ready to counsel, mentor and correct.  Combined with the constant need to research and think quickly on your feet, PME duty can be mentally exhausting.  

FINANCIAL PLANNING:  Maintaining a superior appearance comes with a cost, which is why PME instructors receive an annual supplemental clothing allowance.  This allowance does not cover all the expenses associated with PME duty, but it will offset certain clothing expenses.  One expense in particular is the mess dress.  All PME instructors must wear the mess dress to graduation ceremonies.  Additional expenses include miscellaneous functions with base and civilian organizations.  These are usually during the evenings, which could impact your social and personal lifestyle.   

EDUCATION:  All instructors must have at least a two-year college degree or higher.  Air University will accept applicants with some college, but they must be within a year of receiving their degree, no exceptions!  In addition, instructors must be able to read and write at a college-level.  With education being the primary mission of the Academy, instructors must pursue professional development during their tour of duty.    
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	PUBLIC SPEAKING:  As an instructor, public speaking is a standard requirement.  Therefore, ask yourself, how well can I communicate?  It is said that public speaking is often feared more than death itself.  Are you afraid of speaking in public?  All instructors must be able and willing to speak to large and small groups as well as effectively counsel students one-on-one.   Through PME, many have taken on this challenge and have been very successful.


	PHYSICAL REQUIREMENTS:  As stated earlier, instructors must exceed the standards.  If an instructor appears overweight or displays an overall negative image in/out of uniform, then he or she will have no credibility in front of students.  As harsh as it may sound, first impressions are extremely difficult to overcome because students will expect their instructors to “practice what they preach” (role model).  As such, a sound fitness regiment must be maintained to ensure this requirement is achieved.  In PME, we work and play as a team.
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STUDENT-CENTERED ATTITUDE:  At the Academy, students are our primary focus.  All instructors must be willing and available to help their students when they need assistance, even during evenings and on weekends.  To accomplish this task, instructors must remain objective at all times.  This does not mean the student is always right; it does require diplomacy in dealing with issues, especially if the issues involve the school or even a particular instructor.
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TEAM PLAYER:  Working in PME requires collaborated efforts on the part of everyone.  All instructors must be willing to accept responsibility, take constructive feedback, and be willing to prioritize their needs for the success of the school.   

FACTS OF LIFE:  One fact about PME duty: promotion cut-off for the 8T000 career field is higher than most career fields (ranks second).  With that said, promotion in PME is difficult but not impossible.  Another fact about PME is firing is easier than hiring!  PME staff members must set the example in all aspects of their lives.  For instance, fraternization and unprofessional relations between instructors and students is a direct violation of ethical standards and will not be tolerated.  These violations usually result in removal from PME duty and return to primary AFSC duty.

INTRINSIC REWARDS:  As stated in the beginning, being a PME instructor is rewarding but the rewards are usually intangible.  Although PME duty is a three-year controlled tour, TDYs are minimal and you rarely participate in host-base exercises.  The most intangible reward is seeing your students learn the information and apply it.  As an instructor or teacher, there is no greater feeling than when you see the students comprehend what you’re teaching.  Consequently, seeing the students graduate, and then having them come and see you later in their careers to thank you for the impact you had on their careers is indescribable; it is a feeling which an instructor never forgets. 

LEAVE:  PME duty is rigid, so leave is not usually granted during classes.  Emergency leave is granted the same as in any organization.  Therefore, instructors are highly encouraged to take leave during their breaks.  

PME duty is challenging; it is not for everyone, but for those who do choose to become part of our team, the experience you gain will remain part of your career, and your life, forever.     Our guarantee to you, if you come with an open mind, you will leave with a broader perspective!

Qualifications & Application Instructions

__________________________________________________________

If you’ve read the fact sheet and can’t wait to submit your application, review the qualifications. If you qualify, follow the steps and you are on your way to joining an elite group of professionals.  The assignment section in your Military Personnel Flight or Commander Support Staff personnel can assist you with the application procedures. 

1. Listed below are the special duty qualifications for PME.

You must meet or exceed these minimum qualifications:

- Minimum physical profile of 222221, SAT G

- Minimum “General” AQE score of 30

- Meet Air Force Weight Standards

- Ability to speak distinctly and communicate well with others

- An Associate or higher degree.  There is the option to hire people who are within one year of completing a degree, but it must be an exception rather than the standard.  Either way, you will need to submit a copy of your most recent CCAF progress report. 

- Graduate of a certified in-resident PME course at a level equal to or higher than the level, which the member is applying

2. Listed below are the application procedures to submit a special duty package for PME.

- Locate vacant positions from your local area or from other bases  (some ways to find vacancies:  base papers, bulletins, Equal Plus Listings, College for Enlisted PME Web page, MAJCOM DPPE work centers, or by “word of mouth).

- Make phone contact with desired location (PNCOA DSN 834-1993) 

- Ensure your commander and MAJCOM functional manager will support and release you

- Follow the directions of the school to apply.  


-- Incomplete packages will not be considered and the applicant will be contacted. 

- General and PNCOA Application requirements:  

  -- Resume stating professional experience (consult AF Handbook 37-137, Tongue & Quill, for sample) 

  -- Cover letter/memo containing applicant’s name, rank, SSAN, current unit, duty-phone, name of duty requested, and signature

  -- Copy of completed attached applicant questionnaire

  -- Copies of last five EPRs

  -- Signed recommendation by unit commander containing the following statement:  “I have interviewed the applicant and in my opinion he/she is qualified for the duty he/she has requested.”  The commander should comment on the applicant’s judgment, moral character, and financial responsibility    

  -- A CCAF progress report (or transcript) and general CLEP battery results if applicant doesn’t have as a minimum an associate’s degree

  -- One current 5X7 full-length color photo, in service uniform (not service dress) with all accouterments, and no hat 

  -- Current AF Form 422 reflecting current physical profile, height, weight, and MAW 

  -- Letter of recommendation from applicant’s wing command chief (or equivalent) 

  -- Personal Data RIP from your orderly room

  -- Copy of NCO Academy diploma 
  -- Submit entire package to:

PNCOA/COE

570 Vincent Street

Peterson AFB, CO 80914-1510

Attn:  MSgt Clark

 -- AF Form 109, Special Duty Application or comparable form local MPF or command uses

The Commandant reviews each application package and selected applicants are scheduled for an interview.  

PNCOA Instructor Applicant Questionnaire 

__________________________________________________________

PRIVACY ACT STATEMENT

AUTHORITY:  10 U.S.C. CHAPTER 11, SECTIONS 275, 504, 505, 508, 510:

U.S.C. 8012 EXECUTIVE ORDER 9397

PRINCIPLE PURPOSE:  USED TO VERIFY ELEGIBILITY AND QUALIFICATION FOR ASSIGNMENT AS PME INSTRUCTOR AT PNCOA 

ROUTINE USES:  USED TO VERIFY ELEGIBILITY AND QUALIFICATION

DISCLOSURE IS VOLUNTARY:  FAILURE TO PROVIDED DATA MAY PREVENT THE SCHOOL FROM OBTAINING NEEDED INFORMATION, AND MAY DISQUALIFY APPLICANT FOR THE SELECTION PROCESS

	Applicant Name (Last, First, MI)


	Rank
	DOR
	AFSC

	TAFMSD


	DOS/ETS


	TOS

	TIS

	TIG
	DOB



	Unit/Office Symbol


	Years at Colorado Springs Area


	Duty Phone


	Home Phone



	Married (Y/N)


	Children


	Highest Education Level


	Promotion Line #




Please answer the following questions to the best of your ability.

1.  What was the last level of PME you attended, and when did you graduate?  Include any awards you won.

2.  Have you considered applying for OTS, Recruiter duty, MTI duty, or Palace Chase?

3.  What do you like or dislike about your current job?

4.  Briefly describe your family life.

5.  How do you spend your off duty time?

6.  Why do you want to be a PME Instructor?

7.  Why would you make a good PME Instructor?

8.  What specific administrative skills can you offer?

9.  What public speaking experience do you have?

10.  How many EPRs have you written?

11.  IAW current AF fitness standards, describe you current fitness level.

12.  What civic and/or professional organizations do you belong to?

13. What are your long-term AF goals?

14. Add any final comments for consideration.

15. If you were not selected by the Peterson NCO Academy, would you like you package forwarded to another school for consideration?

16. Would you like to be considered for future opening at the Peterson NCO Academy?
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