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Put Your Best Boot Forward for Promotion! 
 

Step Up to the Mic 
Every officer has a unique career narrative, and your 
promotion packet should depict your leadership abilities and 
the positive impact you’ve made in your career!  
 

Where to Begin? 
Embarking on the journey towards promotion can be both exciting and challenging! 
Here are a few tips for putting together your COER and promotion documents.  

• Start Early: Create an organized binder or digital folder of accomplishments 
& impacts  

• Familiarize yourself with current promotion related policies 
o check out HSPAC Promotion Policy Resource Guide (10/23)   

• Review benchmarks & guidance for COER / promotion documents (CV, CV 
Cover Page, CE Summary Sheet, OS, ROS) 

o review against the benchmarks at the next higher rank 
• Write a strong Officer Statement (OS): What you do for PHS 
• Reviewing Officials Statement (ROS): What you do for your agency  

o Draft &/or provide bullets for your ROS 
• Quantify your achievements! Tie in benchmarks  
• Communicate regularly with your supervisor, so that there are no surprises 

with your COER (know where you stand & where you may need to improve) 
• Write concise sentences/bullets 

o will depend on template/guidance for each document on what’s best 
• Proofread 
• Seek feedback (Mentor/Trusted Colleague) 
• Do not deviate from the format 
• Know the submission deadlines; don’t want until the last minute to submit 

o Submission deadline tied to NIST clock, not your local/computer time  
 

 
 
 
 
 
 
 
 
 
 

 
DO NOT WAIT until December 31, 2023 to turn in your documents!  

 
 

Developed by the HSPAC P2P Mentoring Program in partnership with  
HSPAC Career Development Subcommittee. 

       

       

       

Important Links 
CCMIS Promotion Resources           
 Promotion Policies, Promotion Year Benchmarks, FAQs, Checklist (due dates) 
 Process, General Guidance, Updates, eOPF & OPPVS (eOPF Upload Guidance) 

 
HSPAC Career Development / Promotion Resources 
 Promotion Preparation: CP2G Toolkit (Guidance, Promotion Trends reports, etc.)   
 Career Progression Resources (Webinars, Professional Core Competencies, etc.) 
 Writing for Impact Guidance Document  
 Job Search Resources (1:1 mock interviews, Assignment Assistance, job applicant CV, etc.) 
 Continuing Education information 

*check your PAG too for discipline specific career development / promotion resources 
 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdcp.psc.gov%2FOSG%2Fhso%2Fdocuments%2FPY20AnnualPerformanceandAccomplishments.docx&data=05%7C01%7CIJones%40hrsa.gov%7C0dbaff32d5004c9f54bd08dbd629e8d1%7C14b77578977342d58507251ca2dc2b06%7C0%7C0%7C638339248043254401%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=BAENKpSv%2FF2Fu414kp%2BC8Q9B2S%2FeycG7abw%2BL6rEoJU%3D&reserved=0
https://dcp.psc.gov/OSG/hso/documents/PY20_Writing_for_Impact.pdf
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_new_m.aspx
https://dcp.psc.gov/OSG/hso/documents/PY2024CPG2%20-%20CC%20Promotion%20Policy%20Resource.pdf
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_category_benchmarks_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_General_Guidance.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_COER_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_curriculum_vitae_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_curriculum_vitae_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_curriculum_vitae_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_curriculum_vitae_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_OS_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_ROS_m.aspx
https://dcp.psc.gov/OSG/hso/sub-careerdev-career_prg.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_category_benchmarks_m.aspx
https://dcp.psc.gov/OSG/hso/sub-mentoring.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_checklist_m.aspx
https://www.time.gov/
https://dcp.psc.gov/OSG/hso/sub-mentoring.aspx
https://dcp.psc.gov/OSG/hso/sub-careerdev.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_new_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_category_benchmarks_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_FAQs_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_checklist_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_process_m.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_General_Guidance.aspx
https://dcp.psc.gov/ccmis/promotions/Promotions_Updates.aspx
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_eOPF_m.aspx
https://dcp.psc.gov/OSG/hso/documents/HSPAC_CareerDev_eOPF_Upload_Instructions_updated-2019.pdf
https://dcp.psc.gov/OSG/hso/sub-careerdev-promotion_prep.aspx
https://dcp.psc.gov/OSG/hso/sub-careerdev-career_prg.aspx
https://dcp.psc.gov/OSG/hso/documents/PY20_Writing_for_Impact.pdf
https://dcp.psc.gov/OSG/hso/sub-careerdev-jobsearch.aspx
https://dcp.psc.gov/OSG/hso/sub-careerdev-ce.aspx
https://dcp.psc.gov/OSG/hso/pags.aspx
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