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Job Qualification Requirenents (JOR)

for

Mast er Trai ni ng Speci ali st

The Master Training Specialist (M'S) Job Qualification Requirenents (JQR) Program
i s designed to guide personnel through a training process, with the ultinmate goal
of attaining MIS qualification. Eligibility to participate and policy for the
MIS Programis contained in CNETINST 5000.5B and RTCINST 1650. 11F.

The MIS JQR i s conposed of 5 nodules. Mdules 1 through 4 are based on the
NAVEDTRA 130 series manual s that provide inportant policy and guidelines for
curricul um devel opnent and school house managenent. Mdule 5 is conposed of OPNAV
and CNET instructions that govern Navy training policy and standards.

There are local instructions for individual commands with which the MIS candi date
may be required to becone familiar. The local governing board for the MIS JQR

Program for a given command will decide which instructions should be added. The
structure of the programis broad-based to ensure a person qualified as MIS from
one CNET command will be recogni zed upon transfer to another CNET command.

Each of the five nodul es contains specific informati on and know edge essential to
an MIS. Wthin the first four nodules, references are listed at the beginning of
the nodul e. The last nodul e does not list references, as the instructions

t hensel ves are the references for the required information.

The listed references for each nodul e do not constitute the only source of
information for correct answers to each line itemlisted in the JQR although
they are primary sources. It is the responsibility of the MIS candidate to
ensure that all references are valid and applicable to the MIS JQR

Each nodul e consists of individual line itens that all candidates are required to
answer. After conpiling the witten information, the MIS candidate will review
the line itens with a command aut hori zed signature authority.

REFERENCE MATERI AL ON THE WEB/ | NTERNET
NAVEDTRA 130 SERI ES MANUALS: wwww. ott.navy. mil

CNET AND OPNAV | NSTRUCTI ONS: www. chet . navy. m |



http://www.ott.navy.mil/
http://www.cnet.navy.mil/
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1. Date Instructor Training (IT) sc
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(M ddl e)

hool compl et ed:

RDC:

3. Three instructor evaluations (conpleted after certification and within
90 days of MIS package submni ssion):

a.

(MFS Eval uator, Print Name) (Date)
b.

(MFS Eval uator, Print Name) (Date)
C.

(MTS Eval uator, Print Nane) (Date)
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past 12 nonths: YES/ NO

ng onboard: YES/ NO

above 3.0 in the

5. Command Fitness Coordi nator validati on:

a. Passed the last two (2) PFA cycles | AWOPNAVI NST 6110. 1 series:

YES/ NO

6. MIS JQR conpl ete:

7. MIS Witten Exam conpl ete:

8. Passed Oral Board:

9. Recommended MTS:

Division Oficer Signature Dat e
CFC Signature Dat e
MI'S Program Manager Si gnature Dat e
MI'S Program Manager Signature Dat e
MIS Program Manager Signhature Dat e
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MODULE 1 — NAVEDTRA 135 (Managenent)

The purpose of this nodule is to ensure that the Master Training Specialist
is famliar with the purpose, adm nistration, managenent, and structure of
the training conmunity.

REFERENCE:

A.  NAVEDTRA 135, Navy School Managenent Manual

101
101.1

101. 2

101. 3

101. 4

101.5

NAVEDTRA 135

State the nmanual nunbers and titles in the current NAVEDTRA 130
seri es manual s.

(Signature) (Date)

List the duties and responsibilities of each of the follow ng
menbers of the training organi zational structure: Chief of Naval
Operations (CNO, Chief of Naval Education and Training (CNET),
Curriculum Control Authority (CCA), Course Curriculum Mdel Mnager
(CCW), and the Participating Activity.

(Signature) (Date)
Describe the "A/" "C " and "F" classes of specialized training.
(Signature) (Date)

State the m ninmumrequirenents (for all courses) for instructor
Certification.

(Signature) (Date)

How often is training on safety required for all staff?

(Signature) (Date)
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101.6 Discuss the categories for dropping students froma course.
(Previously referred to as Attrition)

(Signature) (Date)

101.7 Wen are Academ c Revi ew Boards (ARBs) required?

(Signature) (Date)

101.8 What grade will be assigned to a retest if the student passes the
mat eri al retested?

(Signature) (Date)

101.9 State the 6 phases of the curricul um devel opnent/revi si on process.

(Signature) (Date)

101. 10 Who determ nes what standard will be used for a curricul um
revi si on?

(Signature) (Date)

101.11 Who is responsible for maintaining a course audit trail?
A master record?

(Signature) (Date)

101.12 Explain briefly the two purposes of Instructor eval uations.

(Signature) (Date)
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The student critique programis divided into what three areas?

(Signature) (Date)

101. 14 State how often a Formal Course Review (FCR) will normally be
conduct ed.

(Signature) (Date)

101. 15 Nane five types of know edge tests.

(Signature) (Date)

101. 16 The evaluation formof a classroominstructor is divided into
what four areas?

(Signature) (Date)

101. 17 The evaluation formof a |laboratory instructor is divided into
what four areas?

(Signature) (Date)
101. 18 Nane the Appendi ces found in NAVEDTRA 135.

(Signature) (Date)
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MODULE 2 - NAVEDTRA 134 (Instructor Mnual)
The purpose of this nodule is to reinforce and strengthen effective
i nstructional techniques for the podiuminstructor, ensure proper student-
instructor relationships, and enphasi ze correct procedures for conducting
courses of instruction in the Navy.
REFERENCE:
A.  NAVEDTRA 134, Navy | nstructor Manual
102 NAVEDTRA 134

102.1 Explain the process of identifying training requirenents for Naval
per sonnel .

(Signature) (Date)

102.2 State the purpose of the Navy Training System

(Signature) (Date)

102.3 State the nost essential, single link in the training chain.

(Signature) (Date)

102.4 State and discuss the three qualities of an efficient and effective
i nstructor.

(Signature) (Date)
102.5 Discuss the instructor's responsibilities:

To students

To training safety
For security

For curricul um

oo

(Signature) (Date)
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102.

102.

102.

102.

102.

102.

102.

10

11

12

Li st and di scuss the key principles to applying notivation theory
in a training situation.

(Signature) (Date)

Li st and discuss the five techni ques which can assist in devel opi ng
notivational strategies for instruction.

(Signature) (Date)

State the ultinmate goal of instruction

(Signature) (Date)

Di scuss the five different ways of | earning.

(Signature) (Date)

State the five | aws of | earning.

(Signature) (Date)

Di scuss the single nost inportant factor in a student's educational
advancenent .

(Signature) (Date)

Li st and discuss the five |earning senses in their order of
i nportance to the instructional environnent.

(Signature) (Date)
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102. 13 State the six common characteristics all students possess.

(Signature) (Date)

102.14 State and di scuss the four basic |earning styles.

(Signature) (Date)

102.15 List the percentages of information retained when one or nore
| earning styles is involved in the instructional process.

(Signature) (Date)

102. 16 State the barriers to effective conmuni cati on

(Signature) (Date)

102. 17 State and di scuss the purpose of the 3-step conmuni cati on process.

(Signature) (Date)

102.18 Discuss why listening is one of the nost inportant comunication
skills.

(Signature) (Date)

102. 19 What five factors nust be considered in planning instruction
del i very.

(Signature) (Date)
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102.

102.

102.

102.

102.

102.

102.

20

21

22

23

24

25

26

State and di scuss the inportance of body novenent as an inportant
part of successful comrunicati on.

(Signature) (Date)

State and di scuss the four purposes of oral questioning.

(Signature) (Date)

State and discuss the characteristics of a good oral question.

(Signature) (Date)

Di scuss the types of oral questions and their purposes.

(Signature) (Date)

State the five step questioning technique.

(Signature) (Date)

List five of the seven instructional nethods.

(Signature) (Date)

State and discuss the three parts of a |earning objective.

(Signature) (Date)
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102.27 State and di scuss the three | earning domains.

(Signature) (Date)
102. 28 Explain the differences between:

a. Course Learning Objectives and Term nal Qbjectives

b. Topic Learning Objectives and Enabling Objectives

(Signature) (Date)

102.29 Discuss the two nethods of testing and their inportance.

(Signature) (Date)

102. 30 Explain the five learning | evels that know edge test itens may
test.

(Signature) (Date)

102. 31 Discuss the different types of perfornmance tests.

(Signature) (Date)

102.32 List and describe the primary materials used in presenting
i nstruction.

(Signature) (Date)
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102. 33 State the purposes of using Instructional Media Materials.

(Signature) (Date)

102. 34 Describe two types of instructor eval uations.

(Signature) (Date)
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MODULE 3 - NAVEDTRA 130A (Task Based Curricul um
The purpose of this nodule is to ensure Master Training Specialists are
wel | versed in the procedures for the devel opnent, inplenentation, and
eval uation of curriculumand instruction.
Ref er ences:
A.  NAVEDTRA 130, Task Based Curricul um Devel opnent Manual
103 NAVEDTRA 130

103.1 Discuss the itens devel oped in Phase I (Plan).

(Signature) (Date)

103.2 Discuss the itens devel oped in Phase Il (Analyze).

(Signature) (Date)
103.3 Discuss the itens devel oped in Phase Il (Design).
(Signature) (Date)

103.4 State the two categories of |earning objectives.

(Signature) (Date)

103.5 Discuss the itens devel oped in Phase |V (Devel op).

(Signature) (Date)
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103.6 State the definition and purpose of Instructional Media
Materials (I1MV).

(Signature) (Date)

103.7 State and discuss the elenents of a Lesson Pl an.

(Signature) (Date)

103.8 State and di scuss the elenents of a Trai nee Qi de.

(Signature) (Date)

103.9 State the rules for witing a Course Training Task List (CTTL)
st at enent .

(Signature) (Date)

103. 10 State the purpose of testing.

(Signature) (Date)

103. 11 Explain the purpose of conducting a Pilot Course (Phase |V).

(Signature) (Date)

103. 12 List the justifiable reasons for devel oping, revising, or
cancel ing a course.

(Signature) (Date)
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103.13 Discuss the purposes of Phase V (Inplenent).

(Signature) (Date)

103. 14 Discuss the purpose of Phase VI (Evaluate).

(Signature) (Date)

103.15 Discuss the relationship between the following as used in the CTTL.

A.  Job
B. Duty
C. Task

(Signature) (Date)

103.16 State the differences between the Course M ssion Statement and a
Term nal Qbjective.

(Signature) (Date)

103. 17 Describe the three products of the Training Course Control
Docunent .

(Signature) (Date)

103. 18 List the volunmes of NAVEDTRA 130A and their purposes.

(Signature) (Date)
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103.19 Describe the followi ng ternms and acronyns:

AUNTNNANAN

103. 20 How many pages meke up one volune of a | esson plan?

O WNEF

)
)
)
)
)

LP
DDA
TO
EO
DP

55

)
)
)
)

A~~~
[(oNoo RN Ne)]

(Signature)

(Dat e)

(Signature)

(Dat e)

103.21 State where to find the procedures for the handling and storage of
classified training materi al s.

(Signature)

(Dat e)
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NAVEDTRA 130 303. 1-303.8
(**SI GNED BY RTC MASTER TRAI NI NG SPECI ALI ST/ 1 QA DI VI SI ON ONLY* *)
Devel op package in NAVEDTRA 130A format only. EXAMPLES in the NAVEDTRA 130A VO.S 1,2 & 3
303.1 Recei ve Topi c Approval .

Get signature before noving on 303.2

(Si gnat ure) (Dat e)
303.2 Devel op a Training Project Plan.

Cet signature before nmoving on 303.3

(Si gnat ure) (Dat e)

303.3 Devel op a Course Training Task List (CTTL) (m nimum of one duty and
four supporting tasks).

Get signature before noving on 303.4

(Si gnat ure) (Dat e)

303. 4 Devel op a Training Course Control Docunent (NOTE: CO TOs and EGs
are based on the CITL in 303.3, mninumof 1 TO and 4 EQGs).

Get signature before noving on 303.5

(Si gnature) (Dat e)

303.5 Devel op one know edge | esson topic on the |earning objectives
devel oped i n 303. 4.

Get signature before noving on 303.6

(Si gnat ure) (Dat e)

303.6 Devel op an Assi gnnent Sheet and an Informati on Sheet based on the
| ear ni ng obj ectives devel oped in 303.4 and 303.5.

Get signature before noving on 303.7

(Si gnat ure) (Dat e)

303.7 Devel op a 10 question test based on the |earning objectives
devel oped in 303.5.

(Si gnat ure) (Date)

303.8 Devel op a Power Point Presentation for course corresponding with | esson
pl an devel oped in 303.5.

(Si gnat ure) (Dat e)

NOTES: Devel oped itens may be based on actual or fictitious requirenents. Fornmat of all
itenms devel oped will be in accordance with the nost recent instructions and nodul e
three. |If the MIS candidate is/was actively involved in a course curricul um change
/revision /rewite in the past 12 nonths, the above listed 300 series line itens may be
derived and verified fromcurricul um project.
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MODULE 4 - NAVEDTRA 131 (Personnel Performance Profile Based Curricul um
The purpose of this nodule is to ensure Master Training Specialists are
wel | versed in the devel opnent, inplenentation, and eval uation of
curriculumand instruction in NAVEDTRA 131A
REFERENCES:

A. NAVEDTRA 131, Personnel Performance Profil e-Based Curricul um
Devel opnent Manual

104 NAVEDTRA 131

104.1 State the volunes and titles in the NAVEDTRA 131A and what they
cont ai n.

(Signature) (Date)

104.2 Describe the pre-, post-, and 5 core stages involved in devel opi ng
materials follow ng the Personnel Performance Profile (PPP) Based
Curri cul um devel opnent net hod.

(Signature) (Date)
104.3 List the contents of a Training Project Plan (TPP). (Pl an)

(Signature) (Date)

104. 4 Defi ne a Personnel Performance Profil e.

(Signature) (Date)

104.5 State the nost critical elenment of curriculum devel opnent per
NAVEDTRA 131, and explain its inportance.

(Signature) (Date)
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104.6 State and discuss the Training Path System (TPS) outputs. (Stage 1)
(Signature) (Date)
104.7 List and describe the contents of the prelimnary training course
control docunent (Pre-TCCD). (Stage 2).
(Signature) (Date)
104.8 List and describe the elenents of the Lesson Plan. (Stage 3)
(Signature) (Date)
104.9 State the 6 types of instruction sheets found in the Trai nee
GQui de. (Stage 4)
(Signature) (Date)
104.10 State the Training Qbjective Statenment (TOS) codes for both
know edge and skill.
(Signature) (Date)
104. 11 Define the 3 "task sets.™
(Signature) (Date)
104. 12 State and discuss the type of courses listed in a Training Path
Chart (TPC).
(Signature) (Date)
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104.13 When shoul d job sheet devel opnent begi n?

(Signature) (Date)

104. 14 Explain how course | earning objectives (CLGCs) are devel oped.

(Signature) (Date)

104. 15 How are part nunbers are determ ned?

(Signature) (Date)

104. 16 List 4 of the 8 ways to sequence a course.

(Signature) (Date)

104.17 Describe what is contained in a Resource Requirenents List (RRL)?

(Signature) (Date)

104. 18 Describe what is contained in the Final Training Course Control
Docunent (TCCD). (Stage 5)

(Signature) (Date)
104. 19 State the annexes included in the final TCCD. (Stage 5)

(Signature) (Date)
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MODULE 5 - TRAI NI NG | NSTRUCTI ONS
The purpose of this nodule is to ensure Master Training Specialists are
well versed in all instructions relating to the conduct, devel opnent,
revision, reporting, and evaluation of training course curriculum support
mat eri al s, docunments, and managenent systens as well as student handling
procedures. There is no 300 series for this nodule, as these instructions
support and anplify concepts in nodules 1 through 4.

REFERENCES: (Contained in each nodul e sub-section)

105-1 OPNAVI NST 1500. 2 Series, Contractor Devel oped Trai ning

105-1.1 Wat is the purpose and scope of this instruction?

(Signature) (Dat e)

105-1.2 The term "contractor-devel oped training” is defined as training
for use within the Navy from what 3 sources?

(Signature) (Dat e)

105-1.3 Initial training usually consists of what parts/phases?

(Signature) (Dat e)
105-1.4 Wien will prelimnary eval uation take place?
(Signature) (Dat e)

105-1.5 Final acceptance shall occur when?

(Signature) (Dat e)

105-1.6 Fromthe Training Activity viewdoint, what is the nost inportant
duty that CNET has in dealing with contractor devel oped
training/ material s?

(Signature) (Dat e)
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105-2 CNETI NST 1510.1 Series, Navy Integrated Training Resources and
Adm ni stration System (NITRA I1)

105.2.1 State the purpose of the Catal og of Navy Traini ng Courses
( CANTRAC) .

(Signature) (Dat e)

105-2.2 Describe the contents of the Introduction, Volune | and Vol unme |1
of the CANTRAC.

(Signature) (Dat e)

105-2.3 Wio is responsible for the tineliness and accuracy of data
provi ded to CANTRAC and how often i s CANTRAC updat ed?

(Signature) (Dat e)
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105-3

105- 3.

105- 3.

105- 3.

105- 3.

105- 3.

105- 3.

CNETI NST 1500. 20 Series, Safety Procedures for Conducting Training

What type of courses are considered "high risk"?

(Signature) (Dat e)

What section of the instruction |ist courses that have been
desi gnated as "high risk"?

(Signature) (Dat e)

What is "DOR' and the procedures for conducting one?

(Signature) (Dat e)

What is "TTO' and the procedures for conducting one?

(Signature) (Dat e)

What is a Pre-M shap Plan (PWMP) used for and how often nust it be
reviewed for accuracy of information? Fully exercised?

(Signature) (Dat e)

How often are Safety Stand-downs required?

(Signature) (Dat e)
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105-4 CNETI NST 1510.1 Series, Navy Integrated Training and Resources
Adm ni stration System (NI TRAS | 1)

105-4.1 State the purpose of N TRAS 1|1

(Signature) (Dat e)

105-4.2 State the nane and di scuss the contents of each of the files that
conprise NITRAS I1.

(Signature) (Dat e)

105-4.3 Wat kind of information can an instructor/command i nput into
NI TRAS |17

(Signature) (Dat e)

105-4.4 Discuss the difference between cal endar days and instructi onal
days in regard to course | ength.

(Signature) (Dat e)

105-4.5

(Signature) (Dat e)
105-4.6 State the neaning of the acronym “CDP.”

(Signature) (Dat e)
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105-5 CNETI NST 5310.4 Series, CNET Shore Manpower Requirenents Policy
and Procedures

105-5.1 Wiat is the purpose of the Master Schedul e?

(Signature) (Dat e)
105-5.2 Wiat is the purpose of the Master Schedul e Summary?

(Signature) (Dat e)

105-5.3 Wiat are the CCMM s responsibilities in regards to schedul e
st andar di zati on?

(Signature) (Dat e)

105-5.4 How many standard technical training hours shall the Master
Schedul e refl ect for the workweek?

(Signature) (Dat e)

105-5.5 Wat non-technical training (occurring outside the 40 peri ods)
shoul d be included in the Master Schedul e?

(Signature) (Dat e)

105-5.6 What is the standard cl assroom student-to-instructor ratio?

(Signature) (Dat e)

105-5.7 What is a “bottl eneck ratio”?

(Signature) (Dat e)
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105-5.8 Wiat does the Master Schedule Summary (MSS list in section
“B. SUMVARY” ?

(Signature) (Date)

105-5.9 The nethod used to determne instructor billets is based on what?

(Signature) (Date)

105-5.10 What is the “standard instructor weekly teaching | oad”?

(Signature) (Date)

105-5.11 What is the average nunber of instructor nonthly teaching/contact
peri ods?

(Signature) (Date)

105-5.12 VWhat are the benefits of instructor cross-utilization?

(Signature) (Date)
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105-6 CNETI NST 1550. 10 Series, Production, Approval, [nplenentation and
Cancel | ati on of Training Prograns and Materials

105-6.1 What is the purpose of this instruction, and to which commands
does it apply?

(Signature) (Dat e)
105-6.2 State when a Training Project Plan is required.

(Signature) (Dat e)

105-6.3 Wiat is required in the "justification" section of a project plan?

(Signature) (Dat e)
105-6.4 State when curricula material will be “archived.” (Refer to
NAVEDTRA 135)
(Signature) (Dat e)

105-6.5 Wiere is “archived material” naintai ned? (Refer to NAVEDTRA 135)

(Signature) (Dat e)

105-6.6 How Il ong shall “archived material” be maintained in the
repository? (Refer to NAVEDTRA 135)

(Signature) (Dat e)

105-6. 7 Commands seeki ng approval for training prograns not abiding by
this instruction shall submt a request for resol ution/ approval
to whont?

(Signature) (Dat e)
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105-7 OPNAVI NST 3500. 34 Series, Personnel Qualification Standards
Program

105-7.1 PQS is a conpilation of what itens?

(Signature) (Dat e)

105-7.2 One of NETPDTC s functions in PQSis to publish an annual |ist of
what type of information?

(Signature) (Dat e)
105-7.3 PQS is designed to do what function?

(Signature) (Dat e)

105-7.4 1In formal training courses where PQS |ines may be signed, what
procedure is followed to informa receiving conmmand which |ine
Items have been conpl eted and signed?

(Signature) (Dat e)
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105-8 OPNAVI NST 5510.1 Series, Forwarding of Student’s C assified Schoo
Not es

105-8.1 What is the general rule for handling classified student notes?

ANS: They shall be collected fromthe students prior to graduati on and not
forwarded to receiving commands i nmedi ately.

(Signature) (Dat e)
105-8.2 What is to be done with school notes that are not reusabl e?

ANS: They will be destroyed.

(Signature) (Dat e)
105-8.3 Are there any exceptions to the “no forwardi ng” policy

ANS: ves, on a case by case basis, notes may be forwarded to the conmand,
not the individual.

(Signature) (Dat e)
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