4,
- " Approved For Relegse 2001/04/05 : CIA-RDP80-01wR00ﬂ§mm. sk

Noted Ly
ey er g /
Sacurity Informetion ’Z/ =L
10 My 1953

MEMORANDUM FOR: Chelrman,
Career Service Board

FROM + Chairman, CIA Csreer Servics Board
SUBJECT : Cereer Service Letter No. 1

it has como to my attention that tha Careser Service Boards deslre
guidance on certaln matters under their cognizance, Thig is in the
neture of such guidance. If this missive proves of interest and walue,
it will be followed by others,

1. It shovld be recogniged that Career Sorvice Boards are advisory
25X1A to the Executive in charge of the office. Thelr mission is stated in

; nogulation [ Treir Job is to assist cach office in developing ite
paxrt of the CIA cerser service. The Agency Personnel regulations lay down
the policy on most matters, and each Career Service Board member chowld

bo thoroughly familier with these regulations, But Career Service Boards
go further then the cold printed word of regulatious. They are the
embodiment of the Agency's desire to encourage all employees to make their
work with this organization a career; the Agency's recognition that skilled
personnel are CIA's most valusble asseb; the assurance to all employees
that their future is under the watchful and understanding eye of assoclaies
tho are directly interested in and concerned by thelr accomplishments,

2. It shonld be waderstoed that everybody in the Ageney is riot a
career amployee, although everybody has an equal opportunity to become
ons. A certain percentspe of ewployces are probationary.-sams vf these
will not qualify for career service, and others will lose thelr interest.
Anobher group of employees ave hers by agreement or prefersace only for
limited periode. Only those who are gualified and dedicated %o a cereer
sorvice will be 8o considered, '

3, There appesrs to be some confusion about promotion policy. Whils
1% 48 inadvisable to lay down arbitrary rules sgbout the tlme In grade re-
quired for promotions, it is, nevertheless, only practical that a fairly
wriform practice be followsd by the different offices, It ie@; therefors,
suggested that the following rule of thumb be used--up through (5-9, at
ieast oix months in grade; from (8- through 0S<15, & year or more in gredes
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Bur the most important factor that should be understood by &ll
Career Service Boards end strossed by them to all supervisors is that
pronotions are based on demonstrated ability to perforn work of a higher
grade, and are not glven simply for serving in grads a certain period of
time, Further, there should be complete frankness with s8ll employses on
the subjoct of their capabilities and chances of sdvancement~~that 1s
what PER (the Persommel Evaluation Report) is forw-use it.

In Pact, we may soon reach the stage, particularly in higher
grades, where promotions will be on & competitive basis.

ho. Coreer planning is cne of the most vital aspects of Career
Service Board work. Woe should strive toward the goal of mepping out
for cach individual & career program extending several years in advance,
recognizing, of course, that demands of the Agency or failure of the
individual to measure up might alter the program. Employees should be
given all possible opportunities to twoaden the base of thelr careers by
gaining expecience in different offices of the Agenay. If, for example,
&n ONE careerist desires experience in FI, is qualified and can be
utilized, he shonld get that tour of duty, retaining his caresr designa-
tion of ONE but being judged by the FI supervisor on his performance
while doing FI work. Also, changes in career designation should be
pranted vhere the individual desires and the gaining board concurs.

. 5, Training will play an incressingly vital role in the development
of our career service, Carssr Service Boards when considering resssipgn-
mente and promotions ghould give careful evaluation to the training the
individuel has regelved. This not only includes the cowrses offered by
the Office of Training, but also the opportunites offered Agency personnel
to attend the National War College, Ammed Forcos Staff College, and the

Army, Navy and Air War -College. These service courses, which are open cnly

to the most highly qualified individuals, are importent to those Agsacy
- personnel who are to serve under or be closely aszociated with military
commands o ‘

6. The Career Service Hoards should give adsquate attention to
developing the possibilities for women malking & career with the Agency,
and to insure that tho steps up the professional ladder are always open
to qualified and able women. : ‘

7. Finally, 1t 4s the desire of the CIA Career Service Board to
reduce to the absolute minimum the volume of paper work sent to the
other Career Service Boards. It is recognized that during these early
stages & certain smount of the development of owr program must be on &
trial and error basis, However, it 12 hoped that scon the principles
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511 be well established, and the bosrds will havwe all of the necsssary
miteﬁal with shich to w;rk. e hope that by September we can present
a peper to all employeee on the subject "what Cereer Service in the
Contral Intelligence Agency Means to You". We would be pleased to have
members of any Career Service Board atiend as observers the rogularly
scheduled meetings of this Board. 25X1A

JYMAN B, KIRKPATRICK
: Chaizman
CIA Career Service Board
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