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MEMORANDUM FOR ALL SEE DISTRIBUTION

SUBJECT:  Human Resources FY12 Training Schedule  

1. The Human Resource Development (HRD) of the Human Resource Office (HRO) is providing the FY12 Training Calendar to include training in the areas of New Employee Orientation, Retirement Planning, Personnel Management 100-300 courses and workshops and seminars.  The locations and dates of the training are provided below:

	TYPE OF TRAINING
	DATE
	LOCATION

	New Employee Orientation
	12 Mar 2012
	JFHQ, Nashville, RM 106

	Personnel Management 200
	7-8 MAR 2012
	134th AW

	Retirement Seminar
	15 Mar 2012
	Chattanooga, TN

	Personnel Management 200
	14-15 Mar 2012
	RTI, RM 105, Smyrna, TN

	How to Deal with Difficult People
	20 Mar 12
	RTI, RM 206, Smyrna, TN

	Business Writing
	21 Mar 12
	RTI, RM 206, Smyrna, TN

	Customer Service
	22 Mar 12
	RTI, RM 206, Smyrna, TN

	Listening Skills
	23 Mar 12
	RTI, RM 206, Smyrna, TN

	New Employee Orientation
	26 Mar 2012
	JFHQ, Nashville, RM 106

	Business Writing
	28 Mar 12
	RTI, RM 105, Smyrna, TN

	Mentoring
	29 Mar 12
	RTI, RM 105, Smyrna, TN

	New Employee Orientation
	9 Apr 2012
	JFHQ, Nashville, RM 106

	Retirement Seminar
	19 Apr 2012
	Jackson, TN

	New Employee Orientation
	23 Apr 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	7 May 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	21 May 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	4 Jun 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	18 Jun 2012
	JFHQ, Nashville, RM 106

	Retirement Seminar
	21 Jun 2012
	Knoxville, TN

	New Employee Orientation
	2 Jul 2012
	JFHQ, Nashville, RM 106

	Retirement Seminar
	12 Jul 2012
	Memphis, TN

	New Employee Orientation
	16 Jul 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	30 Jul 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	13 Aug 2012
	JFHQ, Nashville, RM 106

	Personnel Management 200
	14-15 Aug 2012
	RTI, RM 105, Smyrna, TN

	New Employee Orientation
	27 Aug 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	10 Sep 2012
	JFHQ, Nashville, RM 106

	Retirement Seminar
	20 Sep 2012
	Smyrna, TN

	New Employee Orientation
	24 Sep 2012
	JFHQ, Nashville, RM 106

	Force Management 300
	3-4 Oct 2012
	NGAT

	New Employee Orientation
	9 Oct 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	22 Oct 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	5 Nov 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	19 Nov 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	3 Dec 2012
	JFHQ, Nashville, RM 106

	New Employee Orientation
	17 Dec 2012
	JFHQ, Nashville, RM 106

	
	
	


2. The audience for New Employee Orientation will be newly hired full-time employees (not to include temporary new hires).  The Point of Contact for New Employee Orientation is Mrs. Teresa Foss, (615) 313-3016.  New employees must bring the following information to New Employee Orientation:  DD-214, Social Security Card or Birth Certificate, Driver’s License, Direct Deposit Information and SSNs of family members to complete Health and Life Insurance forms.  Also, if the new employee is a former federal employee, please provide the last SF50.  Supervisors of new Army employees in the Knoxville or Memphis area who elect to send their employees to the 134th in Knoxville or the 164th MSF in Memphis will need to coordinate date and time with the HRO remote in these areas.  POC for the 134th is MSgt Chris Houser, DSN 266-3263 and POC for the 164th is TSgt Sherveta Wright, DSN 726-7103. 

3. The audience for the Workshops and Seminars will be managers and supervisors of all levels, technicians and AGR’s.   The Point of Contact for workshops and seminars is 1SG Gayle Osteen, (615) 313-3028. 

4. The Retirement Planning Seminars will be presented by the staff in the Human Resource Office and will include guest speakers to include a representative from Social Security and a Financial Planner.  The Retirement Planning Seminars will focus on retirement planning for FERS and CSRS employees. Attendees must register for the Retirement Seminars.  Point of Contact for the retirement seminars is SGT Canary Gipson, (615) 313-2604.

5. The audience for the Personnel Management 100 will be newly appointed supervisors.  The audience for the Personnel Management 200 will be supervisors in need of refresher training and who have not had a supervisor course in the last three years.  The audience for the Force Management 300 will be directors.  VTS Billeting number is: 615-355-3778 or DSN 683-3778 and Fax 615-355-3665. An SF182 must be provided to the Human Resource Development Specialist prior to attending the training for all attendees. The Point of Contact for these courses is 1SG Gayle Osteen, (615) 313-3028.  

/////////Original Signed//////////
WILLIAM E. WYNNS, JR
                          COL, AR, TNARNG

Director of Human Resources 

