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  WELCOME MESSAGE 
 

Welcome teammate… 
It is our pleasure to welcome you to Naval Surface Warfare Center, Port Hueneme Division (NSWC PHD).  You have 
joined a dedicated workforce of more than 4,500 civilian, military, and industry partners who are committed to being an 
integral part of keeping our Navy underway, combat ready, and effective.   

Here at NSWC PHD we encourage our workforce to exemplify collaboration, innovation, inclusivity, and accountability in 
all they do.  In joining an organization that values HONOR, COURAGE, and COMMITMENT, be prepared to be challenged 
daily and given responsibility to perform your job.  Our goal is for you to have a rewarding career, and enter in to a 
workplace environment that you will be proud to call home. 

 

One Team, One Fight, For One Navy Family! 
 

As an invaluable member of our team of engineers, scientists, technicians, logisticians, and support personnel, you will 
help us continue to provide America’s naval surface fleet with vital and timely support for today’s and tomorrow’s 
warfare systems.  We are confident that your career with us will be both challenging and rewarding.  Welcome Aboard! 

We look forward to meeting YOU!

 
CAPT Andrew Hoffman 

Commanding Officer 

 

 
 

 
 
 
 
 
 
 

 

 
 
 

Mr. Jeffrey Koe 
Division Technical Director 
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EMPLOYMENT EXPECTATIONS AND REQUIREMENTS 

Pre-Employment Expectations 
You received a tentative offer letter with NSWC PHD. What do you do next? 

Listed below are the steps to begin your career at NSWC PHD:  
• Accept or request additional information through the link provided in your job offer.
• Complete assigned tasks/forms within the onboarding system.
• Contact the security office to initiate the security process.
• If applicable, the tentative offer letter may request you to provide additional documents or complete a pre-

employment physical or drug test depending on the position.

You are advised against terminating your current employment and against incurring related expenses until an entrance 
on duty date has been set and you accepted a final job offer. Tentative offer is subject to completion of the pre-
employment process and meeting the conditions of employment.  Carefully review and follow the instructions in the job 
offer letter and complete all tasks as soon as possible. Failure to complete the requirements timely may result in loss of 
consideration for the position. 

Pre-Employment Documents / Tasks 
Human Resource will assign you pre-employment forms and additional tasks. You will have an opportunity to complete 
assigned onboarding tasks within the automated onboarding system. These tasks include gathering your information and 
viewing, signing, and submitting various entrance-on-duty forms. Pre-employment forms may include Department of the 
Navy employment forms, Federal/State Tax forms, employment verification (I-9) form, or any other locally used forms. 
You may also need to provide copies of supporting documents such as your current or past SF50s, military service 
documents such as copy of your DD-214, proof of US citizenship (US passport, Real IDs, birth certificate), etc. See section 
“Education Document Requirements” if you are required to provide a copy of original, sealed school transcripts. Follow 
the instructions in the job offer letter and complete all tasks as soon as possible. 

Frequently Asked Questions 

Q: How do I access the onboarding system? 
A: Use the link provided in the tentative offer letter to access the system. Once you access the site, you create an 
account or use your existing USAJobs account. 

Q: How much time do I have to complete the tasks? 
A: Upon acceptance of the tentative offer, you should complete the forms within 5 days. Please contact us as soon as 
possible if you are having difficulty gathering documents or navigating the system. 

Q: Where can I get a copy of my SF-50? 
A: You can obtain copies of your SF-50s by logging into MyBiz+ at https://compo.dcpds.cpms.osd.mil and clicking on 
SF- 50 Personnel Actions or the Personal Box. 

Q: Where can I find more information on salary? 
A: Follow this link to learn more about how salary is determined https://www.opm.gov/policy-data-oversight/pay-
leave/salaries-wages/

https://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages/
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Additional Requirements 
The tentative offer may include additional pre-employment requirements. In order to set a start date and issue a final job 
offer, you may be required to successfully complete additional pre-employment requirements such as: 
• Pre-employment Physical
• Pre-employment Drug Testing
• Suitability Investigation
• Official Transcripts
• License, certification, etc.
Refer to the job announcement and job offer letter for additional requirements.

Education Documentation Requirements 
If you are using education to meet all or part of the qualification requirements, you 
must submit a copy of your transcripts.  Reference the Office of Personnel 
Management (OPM) General Policies for information on crediting education by 
clicking on the OPM.gov tab to the right. 

Education completed in foreign colleges or universities may be used to meet the 
qualification requirements if the applicant can provide documentation indicating that 
the foreign education is comparable to that received in an accredited educational 
institution in the United States. It is the responsibility of the applicant to provide such 
evidence when applying. For further information, visit the U.S Dept. of Education by 
clicking on the tab to the right.  

Security Requirements 
All federal positions at NSWC PHD require a security clearance.  Background checks for national security positions are 
conducted to gather information to determine whether you are reliable, trustworthy, and suitable for the job. 
Upon acceptance of the tentative job offer, you must contact the Security Office to obtain instructions on completing the 
investigation.  You will be asked to complete the Questionnaire for National Background Investigation e-Qip (SF86) and 
fingerprints. The information that you provide on this form may be confirmed during the investigation. Providing this 
information is voluntary. If you do not provide each item of requested information, however, we will not be able to 
complete your investigation, which will adversely affect your eligibility for a national security position. If you currently 
hold a security clearance, you still need to contact the security office. Filling out the questionnaire may take time gathering 
information. To preview the questions and allow time collect the information that will be asked, please download 
the form here: https://www.opm.gov/forms/pdf_fill/sf86.pdf

Check-In Procedures 
You successfully completed the pre-employment process.  What to expect next: 

• Start date/Final offer: Human Resources will establish a start date with you. Upon receipt of final offer letter, you can
notify your current employer and make arrangements to report on your first day of work.

• Sponsor: You will be assigned a sponsor who will provide general information about the base and some of its major
facilities.

• Reporting instructions: Human Resources will send you reporting instructions and a list of documents to bring with
you while you check in.

https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-policies/#url=e4
https://www.ed.gov/
https://www.opm.gov/forms/pdf_fill/sf86.pdf
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Arrival Procedures 
Before arriving at the base, you must follow the reporting instructions provided by Human Resources.  The front gate will 
NOT grant you access to the base if you fail to follow procedures and bring the required documentation.  Additionally, if 
you plan to drive your privately owned vehicle to work, vehicle registration is required.  You will need to provide your valid 
and non-expired Real ID driver’s license, vehicle registration documentation, and current verification of insurance. For 
more information on obtaining a Real ID, please go to https://realid.dmv.ca.gov/  

Directions to Naval Base Ventura County 
Traveling to Port Hueneme from the US 101 either North or South: 

 Exit at Victoria Ave. and proceed South
 Follow Victoria Ave. about 6 miles to Channel Islands Blvd.
 Turn left on Channel Islands Blvd.
 Turn right on Ventura Rd. and the first entrance to the base is at the Knott gate which is open 24 hours

HELPFUL RESOURCES 

New Professionals Network (NPN) 
NPN is a collaborative group focused on leadership development within the workforce, an open forum for the exchange 
of ideas, and a source of readily available information with the intent of enhancing and facilitating the learning experience 
for all command new hires. If you have any questions regarding the general area, housing, etc., please feel free to reach 
out to the below NPN point of contact. 

Name: Suzann Sweidan 

Phone: (805) 228-0663 

Email: suzann.sweidan@navy.mil 

Helpful Links 
At NSWC PHD, we value your quality of life and encourage a work/life balance.  We offer our civilian employees a 
flexible schedule, competitive salaries, and generous benefits in an informal workplace. Click on the links below to learn 
more! For more detailed information, see our Employer of Choice Brochure. 

https://www.opm.gov/policy-data-oversight/worklife/health-wellness/
https://www.vcoe.org/
https://www.navsea.navy.mil/Portals/103/Documents/NSWC_PHD/Documents/NSWC%20PHD%20EMPLOYER%20OF%20CHOICE%20BROCHURE_2022.pdf?ver=1MfUZXTWF0A9LiNatUnXgQ%3d%3d
https://www.navsea.navy.mil/Portals/103/Documents/NSWC_PHD/Documents/NSWC%20PHD%20EMPLOYER%20OF%20CHOICE%20BROCHURE_2022.pdf?ver=1MfUZXTWF0A9LiNatUnXgQ%3d%3d
https://www.opm.gov/policy-data-oversight/worklife/dependent-care/
https://ventura.navylifesw.com/
https://www.telework.gov/
https://www.vcoe.org/Charter-Schools/Charter-Schools-in-Ventura-County
https://www.opm.gov/policy-data-oversight/worklife/employee-assistance-programs/
https://ventura.navylifesw.com/recreation/tickets
https://www.salary.com/research/cost-of-living
https://www.vcoe.org/School-Districts-in-Ventura-County
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EMPLOYEE BENEFITS 

VACATION TIME (ANNUAL LEAVE) 
The following table shows the annual vacation time accrual 
rate for Federal Employees: 

Years of Service Annual Accrual 
0 - 3 13 Days 

4 - 15 20 Days 
15+ 26 Days 

Note: Employees with previous military service may receive 
credit toward annual leave accrual.  Part-time schedules 
have a pro-rated accrual rate. 

PAID HOLIDAYS: 
 Eleven days have been approved as legal holidays for

Federal workers.

SICK LEAVE: 
 Federal workers earn 13 days of sick leave per year at a

rate of four hours every two weeks
 No limit to the amount of sick leave that can be accumulated
 Unused sick leave can be carried into subsequent years and accumulated

during the entire year of employment
 Portion of accumulated sick leave will be calculated into your retirement as years of service

PAID OVERTIME AND COMPENSATORY TIME: 
 There is an option for hours exceeding an 80-hour pay period

WORK SCHEDULES: 
 Compressed Work Schedule – A “pay period” consists of two weeks or 80 hours

o Includes eight 9-hour days and one 8-hour day with one day off every two weeks
o Starting time for employees working a compressed schedule ranges from 0600 to 0900

 Flexible Work Schedule – Employees work all ten days during the pay period with flexible work hours,
start times range from 0600 to 0900

 Telework – Employees authorized to work from home (arrangements vary), to provide flexibilities for specific work-
life situations as well as augment the work-life experience

REASONABLE ACCOMODATIONS PROGRAM: https://www.opm.gov/policy-data-oversight/disability-
employment/reasonable-accommodations/
 Accommodations for individuals with disabilities or for religious reasons
 Accommodations may include assistive device(s), change in working environment, and readers and interpreters for

blind or hearing impaired
 On-site American Sign Language (ASL) interpreter available
 Individual with Disabilities Affinity Group

https://www.opm.gov/policy-data-oversight/disability-employment/reasonable-accommodations/
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FAMILY FRIENDLY LEAVE POLICY: 
 Allows the employee to aide in the care of family members

MILITARY LEAVE: 
 Two weeks of military leave annually for all armed forces reservists

MAXIFLEX (FLEXIBLE WORK SCHEDULE WITH ESTABLISHED CORE HOURS) 
 Varied work hours per day and work week
 Basic 80-hour work requirement per biweekly pay period
 Supervisor and employee determine schedule to meet mission

HEALTH INSURANCE:  https://www.opm.gov/healthcare-insurance/ 

 Many health plans are available for coverage
 Most employees pay only one-fourth of total health benefit costs, depending on the plan selected
 Annual “open season” periods permit enrollment changes

LIFE INSURANCE:  https://www.opm.gov/healthcare-insurance/life-insurance/ 
 Most civilian employees are eligible to participate in the Basic Life and other additional options offered by Federal

Employee Group Life Insurance (FEGLI)
 Basic insurance premiums are shared by the employee and the government based on the insurance amount

FEDERAL FLEXIBLE SPENDING ACCOUNT:  www.fsafeds.com 
 Uses pre-tax dollars to pay for eligible medical, dental, vision, and childcare services

SALARY INFORMATION:  https://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages/ 
 Salary is dependent upon education and experience

RETIREMENT COVERAGE:  https://www.opm.gov/retirement-services/fers-information 

 Monthly annuity payment for life
 Benefits based on length of service and salary
 Military service may be credited toward Federal Employee Retirement System (FERS) (deposit required)
 Vesting after five years of creditable civilian service
 Eligibility for survivor and disability benefits after 18 months of civilian service
 Earn Social Security Credit

THRIFT SAVINGS PLAN (TSP):  https://www.tsp.gov 
 Tax-deferred retirement savings and investment plan
 Employees offered same type of savings and tax benefits that many private corporations offer employees under 401K

plans
 By participating in the TSP, employees have the opportunity to save part of their income for retirement
 Receive matching agency contributions which reduce current taxes in TSP
 All federal employees covered by FERS are eligible to participate in the TSP when hired
 Once eligible to participate in TSP, there are three types of contributions that may be made to their account:

(1) Agency automatic 1% contributions (2) Employee contributions, and (3) Agency matching contributions (up to
5%)

For questions about Health 
Insurance, Life Insurance, Thrift 

Savings Plan, or Retirement, 
contact the  

Benefits Line: 888-320-2917 
between 7:30 a.m. and 7:30 p.m. 
Eastern Time, Monday through 

Friday 
Email: navybenefits@navy.mil

https://www.opm.gov/healthcare-insurance/
https://www.opm.gov/healthcare-insurance/life-insurance/
www.fsafeds.com
https://www.opm.gov/retirement-services/fers-information
https://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages/
https://www.tsp.gov
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Follow Us On Social Media: @NSWCPortHueneme 

 .

NAVSEA NSWC PHD WEBSITE: https://www.navsea.navy.mil/Home/Warfare-Centers/NSWC-Port-Hueneme/ 

https://www.facebook.com/nswcporthueneme/
https://www.twitter.com/nswcporthueneme
https://www.instagram.com/nswcporthueneme/
https://www.linkedin.com/authwall?trk=bf&trkInfo=AQHBozg2AtdB0AAAAYJLnUPwAo_v8rIC1E6OkMeT1fIDvWg1rxOCuuiVTzKUl14XNWsEB57GOAS-hNPGKCQLohi-XPRd-T_kSTBsN_3-sQyUWpynP7nHOFIssTnqTWLnpxgSWNQ=&original_referer=&sessionRedirect=https%3A%2F%2Fwww.linkedin.com%2Fcompany%2Fnswcporthueneme%2F
https://www.youtube.com/user/nswcphd



