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Manager’s Guide to the Navy Career Intern Program 
 

                                                                                           

What is the Navy Career Intern Program?   
 
The Navy Career Intern Program (NCIP) is a recruitment tool used 
to attract exceptional men and women into a variety of 
occupations vital to the Navy and the United States.  The program 
makes the Navy a more attractive employer among job seekers 
because it offers a unique package of professional experiences 
and formal training opportunities that are tailored to meet their 
professional goals and interests.   The NCIP gives men and women 
in diverse fields the opportunity to ‘learn' the federal system 
and the chance to have challenging professional experiences at 
the dawn of their careers.  The intern initiative is an 
attractive and comprehensive program that provides a steady 
stream of qualified employees in many occupations who can advance 
and assume greater responsibility. 
 

What positions can be filled using the NCIP appointment? 
 
Individuals hired into the program are placed on excepted-service 
appointments not to exceed two years. Interns are hired at an 
entry grade level into a job that has promotion potential that 
spans at least three grade levels.  Appointments may be made at 
any grade level for any occupation in a non-wage grade position 
as long as the activity has an established two-year training 
program for that position.  For example, an intern may be 
appointed as a Medical Clerk at the GS-0679-04 level, target GS-
0679-06.  Activities may request OPM approval when filling Career 
Intern positions at grade levels higher then GS-09.  Positions 
identified as being in a career field should target above GS-05.  
Positions such as Office Automation and Secretary do not meet the 
“ career field ” criteria under the Department of Defense 
Priority Placement Program (PPP) thus are not appropriate 
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positions to fill under the Career Intern Program.  Examples of 
progression levels under the NCIP are: 
 

GS-05 or GS-07 level with target at least two grades higher, 
(e.g. 05-07-07 or 07-09-11); 
 
GS-04-05-06 or GS-05-06-07 levels (for single grade interval 
occupations such as medical or supply clerks/technicians). 
 

In the case of demonstration (Demo) activities, the requirement 
for promotion potential for 1-grade and 2-grade interval 
occupations is the same as it is in the General Schedule, thus 
positions filled under the NCIP authority must span equivalent 
grade levels within the appropriate pay bands. 
 
When filling the two-grade administrative positions (i.e., GS-
0301, GS-0341, etc.) covered by the Luevano Consent Decree, 
activities are required to use the Office of Personnel Management 
(OPM) examination procedures for Administrative Careers with 
America (ACWA) covered positions.  The list of positions covered 
under the Luevano Consent Decree can be found at the OPM web 
site: http://www.opm.gov/employ/luevano-fields.htm.  
 
To receive an ACWA referral, activity need to only submit a 
Request for Referral of Eligibles (SF-39) to OPM for a Federal 
Career Intern Program ACWA certificate, a copy of the position 
description, and the name and phone number of the point of 
contact that can coordinate reimbursement to OPM for this 
service.  The activity coordinates this recruitment directly with 
OPM to facilitate the opening and closing dates of announcements 
to coincide with college recruiting trips so that applicants can 
be informed on how to file and can be considered via the 
competitive process.  Contact your HRO representative for the 
servicing OPM office address. 
 

What are the recruitment procedures for NCIP positions? 
 
Management may solicit for resumes through notices, flyers, or 
other advertising methods that contain information on the 
position to be filled, the features of the program and veteran's 
preference. 
 
Applicants may be identified through recruitment efforts such as 
job fairs, college visits, paid advertisement in newspapers, 
professional journals, and/or via search of any of the many 
recruiting sites on the Internet. 
 
Managers need to work with their servicing Human Resources 
Offices in developing recruitment strategies that will attract a 
diverse pool of well-qualified applicants. 

http://www.opm.gov/employ/luevano-fields.htm
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For more detailed procedures on how to fill jobs through NCIP, 
refer to the Standard Operating Procedures, SOP 12213.1, that is 
posted on at the Department of Navy website:  
 

http://www.donhr.navy.mil/HRSC/southwest/localnews/Code50/
SOP/12213.1_Navy_Career_Intern_Program_28Aug02_with_CH-
1_and_CH-2_Incorporated.doc 

 
What documentation is needed for NCIP recruitment? 
 
Managers or HROs maintain the recruitment files for each 
selection.  The Office of Personnel Management requires 
recruitment records to be maintained for a minimum of two years.  
Listed below are the documents that should be included in the 
recruitment files: 
 

•  a list of all applicants considered, 
•  a copy of the selectee's resume and all other resumes 

received, 
•  a copy of the NCIP flyer (if used), 
•  a copy of the position description, 
•  a copy of the selectee's formal training plan, 
•  all written correspondence with the applicant's, 
•  a copy of any ranking or selection criteria used, and 
•  the name, title, series, and grade of the selecting official 
and panel  
     members, if selection panel was used. 

 

What other program requirements do managers need to be aware of?  
 
All requests for filling NCIP jobs are subject to mandatory 
placement programs (i.e., PPP & Reemployed Priority List (RPL)) 
at the entry level. 
 
Promotions will normally be made no sooner than 52-week intervals 
- unless the selectee is in a 2-grade interval position and 
participating under an accelerated training plan where an initial 
promotion is authorized after six (6) months of acceptable 
performance. 
 
Internships must include a formal, written,two-year training 
program that has been approved by the employing activity.  
Individuals who successfully complete the program are eligible 
for non-competitive conversion to career or career-conditional 
appointments.   The program has a return right provision for Navy 
career/career conditional employees who accept intern positions 
within Navy but do not successfully complete the training 
program.  

http://www.donhr.navy.mil/HRSC/southwest/localnews/Code50/SOP/12213.1_Navy_Career_Intern_Program_28Aug02_with_CH-1_and_CH-2_Incorporated.doc
http://www.donhr.navy.mil/HRSC/southwest/localnews/Code50/SOP/12213.1_Navy_Career_Intern_Program_28Aug02_with_CH-1_and_CH-2_Incorporated.doc
http://www.donhr.navy.mil/HRSC/southwest/localnews/Code50/SOP/12213.1_Navy_Career_Intern_Program_28Aug02_with_CH-1_and_CH-2_Incorporated.doc
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When an employee has completed the two-year training program, and 
management would like to convert the intern to a career-
conditional appointment, an RPA must be submitted to the HRSC, 
via the HRO, at least 30 days before the end of the two-year 
appointment.   
 
Requests to extend a NCIP appointment more then 120 days from the 
end of the 2-year period requires advance approval from OPM.  
Such requests should be sent to OPM a minimum of 60 days before 
expiration of the employee's appointment.  Requests should be 
sent to OPM via the Office of Civilian Human Resources (HRP1) and 
the servicing HRO, with a copy to HRSC-SW servicing team. 
 

Where to go for more information?  
 
Managers with questions on the Navy Career Intern Program should 
contact their servicing HRO or Site Office. 


