


SAMPLE DOCUMENTS

The following pages contain the sample documents needed for in processing potential members to the Florida Wing Staff.  To the greatest extent possible, they should be followed.  If there are any questions, please direct them to the A1 Manpower and Personnel Staff.  
































XX Month 2016

MEMORANDUM FOR  FLWG Staff

FROM:  SER-FL-XXX

SUBJECT:  Cover Letter

1.  This shall serve as the example for the memorandum used for the cover letter to the applicant’s request to serve on Wing Staff.      

2.  Please put this memorandum on the unit’s letterhead and keep it to one page.  Within the memorandum, the applicant should shortly explain which job title, position number they are applying for, how the member’s service will benefit the Wing Staff, and how moving to a higher echelon of service will benefit the member.  

3.  There isn’t a need for repeating anything from the biography, resume, or member report.  However, anything additional you’d like the wing staff know about the member would be greatly appreciated.    

4.  The last line needs to include contact information for the sender in case the reviewers have questions on the application.      




SENIOR M. EMBER, Rank, CAP
Current Duty Title, SER-FL-XXX

Attachments:
1. CAP Resume
2. Professional Resume
3. Member Report
4. Biography
5. Unit Commander’s Endorsement










SENIOR M. EMBER, Rank, CAP
Member Number 123456, Member since 2004
Member’s Address on one line
Phone Number

OBJECTIVE

Why are you filling out this resume?   

PROFESSIONAL EXPERIENCE

Keep the professional experience related to the job for which you’d like to apply.  However, all experience is accepted.  This document should be no more than one page, front and back.  Below is an example.  All entries should match this layout.  Start with the most recent experience and move towards the past.     

Director, Professional Development, Alabama Wing, Maxwell AFB, AL, October 2010-November 2013

Led the training and development of 550 senior members and 21 squadrons coordinating 2 National projects, participating in 1 National Cadet Activity, 1 Regional event, and 5 Professional Development Courses.  Prepared for and successfully navigated an Air Force Staff Assistance Visit.  Unique stop-light-chart impressed the inspectors as an easy to read and honest reporting status board.  The results of Staff Assistance Visit were positive with 0 critical deficiencies and 2 minor areas.  Solely responsible for the resounding success of the wing's Professional Development Weekend.  In total, 25 members accomplished over 36 hours of curriculum in one weekend.  Coordinated with 5 Active Duty Maxwell Air Force Base agencies to ensure access Maxwell Air Force Base lodging, dining, and student facilities.  Furthermore, served as the course director and sole instructor for the Squadron Leadership School course where he personalized 14 lessons committing 24 hours of preparation for the 12 hours of instruction provided for 9 students.  Received a 99% student approval rating on the instructor critiques.  Served as an instructor during Cadet Officer School.
 
EDUCATION

Put all education elements in this block.  

Air Command and Staff College, expected graduation 2015
Masters in Management with a concentration in Organizational Leadership, 2013
National Staff College, 2013
Corporate Learners Course, 2008
Bachelors of Science in Physical Education, Auburn University, 2007
Squadron Leadership School, 2005

QUALIFICATIONS

All qualifications, specialty tracks, aeronautical ratings, and ground ratings can be placed here.  

Professional Development Specialty Track Master Rating, 2013
Cadet Programs Specialty Track Master Rating, 2006
Command Specialty Track Senior Rating, 2013
Personnel Specialty Track Senior Rating, 2009

MAJOR AWARDS

All major awards, ribbons, and recognitions can go here.  

Civil Air Patrol Exceptional Service Award
Civil Air Patrol Meritorious Service Award
Commander’s Commendation Award with 4 bronze clasps
Paul E. Garber Award with bronze star
Grover Loening Aerospace Award
Leadership Award with two silver stars and one bronze star
Membership Award
Brig Gen Charles E. “Chuck” Yeager Award
Command Service Award with one bronze clasp
Red Service Ribbon with two bronze clasps
Cadet Special Activities Ribbon
Senior Recruiter Ribbon
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LT COL SENIOR M. EMBER

This space should be used to briefly discuss the member’s current duties.  Then, discuss when the member joined Civil Air Patrol and a brief history of the member’s assignments.  This section should not exceed just below the picture to the left or half of the page.  Here is an example.  

Lt Col Senior M. Ember is the Professional Development Officer, Group 1, Florida Wing, Civil Air Patrol, Eglin Air Force Base, Florida.  Lt Col Ember leads the training for 491 Senior Members in 20 different Cadet, Senior, and Composite Squadrons across the state of Florida.  He is responsible for affording all active Senior Members the opportunities to advance in their professional development so they are able to carry out any of the Civil Air Patrol’s missions—today and tomorrow.  

Lt Col Ember entered the Civil Air Patrol in 2004 at the Lee County Composite Squadron (deactivated) in Lee County, Alabama.  He then helped rededicate and move the squadron to Auburn, Alabama where it was renamed the Auburn Composite Squadron.  There, he served as Deputy Commander for Cadets, Deputy Commander for Seniors, and, finally, as Squadron Deputy Commander.  Since then, he has served in various staff and command assignments at the Squadron, Group, and Wing levels.  Prior to his current assignment, Lt Col Ember served as the Commander, Maxwell Composite Squadron, Maxwell Air Force Base, Alabama.  There he directed 80 members through a successful Subordinate Unit Inspection (SUI) earning a Successful rating in the Commander's area including a Commendable remark for continuity.  Furthermore, his actions enabled the squadron to earn an overall Successful rating including 7 Commendable remarks and reducing the number of findings by 50% from previous inspections.  

EDUCATION
Starting with the earliest earned educational level, move to the latest level.  Below is an example.    

2007 Bachelor of Science in Physical Education, Auburn University, Auburn, Alabama
2011 Squadron Officer School, Maxwell AFB, Alabama
2013 Master’s of Management, American Military University, West Virginia

ASSIGNMENTS
Starting with the member’s earliest duty assignment, put the dates, position, and where served.  Below is an example.  

1. Mar 2004 – Aug 2008, Deputy Commander, Auburn Composite Squadron, Auburn, Alabama
2. Sep 2008 – Mar 2009, Professional Development Officer, Abilene Composite Squadron, Abilene, Texas
3. Apr 2009 – Feb 2010, Deputy Commander, Texas Group 1, Texas Wing, Texas
4. Mar 2010 – Feb 2011, Commander, Abilene Composite Squadron, Abilene, Texas
5. Mar 2011 – Aug 2012, Commander, Maxwell Composite Squadron, Maxwell AFB, Alabama

SPECIALTY TRACKS AND BADGES  
Cadet Programs, Master
Professional Development, Master
Personnel, Senior
Administration, Technician  

MAJOR AWARDS AND DECORATIONS
Commander’s Commendation Award with 4 bronze clasps
Paul E. Garber Award with bronze star
Grover Loening Aerospace Award
Leadership Award with two silver stars and one bronze star
Membership Award
Brig Gen Charles E. “Chuck” Yeager Award
Command Service Award with one bronze clasp
Red Service Ribbon with two bronze clasps
Cadet Special Activities Ribbon
Senior Recruiter Ribbon

EFFECTIVE DATES OF PROMOTION
Flight Officer – Feb 1, 2005
Technical Flight Officer – Aug 1, 2005
Senior Flight Officer – Aug 11, 2006
Captain – Feb 14, 2007
Major – Feb 15, 2010
Lt Col – Feb 15, 2015

(Current as of 20 July 2015)

NOTE:  The picture at the top should be the member’s official photo or the photo from eServices.  
XX Month 2016

MEMORANDUM FOR  FLWG Staff

FROM:  SER-FL-XXX

SUBJECT:  Unit Commander’s Endorsement

1.  This shall serve as the example for the memorandum used for the unit commander to endorse an applicant’s request to serve on Wing Staff.      

2.  Please put this memorandum on the unit’s letterhead and keep it to one page.  Within the memorandum, the commander should shortly explain how the member’s service will benefit the Wing Staff, and how moving to a higher echelon of service will benefit the member.  

3.  There isn’t a need for repeating anything from the biography, resume, or member report.  However, anything additional you’d like the wing staff know about the member would be greatly appreciated.    

4.  The last line needs to include contact information for the sender in case the reviewers have questions on the endorsement.      




SENIOR M. EMBER, Rank, CAP
Commander, SER-FL-XXX
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