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PD Library

The Department of the Navy (DON) developed an automated position
description (PD) library tool under TWMS Self-Service Module that can
store PDs electronically in a central repository. The tool allows
supervisors and employees direct access to assigned PDs.

To see your or your subordinate employee’s position description, you
must have a valid CAC and CAC PIN number. Please contact CHRO IT
Section (315-645-5428) for help or further information.

To access the Self-Service Module: |61 ttps://twms navy.mil selfservice

Windows Security @

Select a Certificate

1. Insert your CAC into your CAC reader.
2. Open your internet browser and type the following -
website in the address bar: https:twms.navy.mil/selfservice/ |DJ' fsuer: DOD CA 31
|

3. Select a Certificate (Either one is acceptable) Clekhiate v caffidioss
4. Click “Continue” at the Client Authentication dialogue box
and enter your CAC PIN if prompted.

| MIYAGLKATSUSHL136747..
Issuer: DOD EMAIL CA-31
Valid From: 10,/2/2015 to 9/23/2018

OK l | Cancel

5. Select “Continue” at DoD Disclaimer page




Accessing Your Assigned PD

You can access your own PD through your TWMS Self-Service Module.

1. Go to your TWMS Self-Service
Module, click “Assignment /Position
Info” button on the Navigation menu.
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Accessing Your Assigned PD

Your assignment/position information will now be displayed. If you do
not see “View PD” button, contact CHRO U.S. Classification (315-645-

3168) for further guidance.

1. Click “View PD” button to download
your assigned position description.

2. Respond to prompt question on
Whether to “Open, Save, or Cancel” at
the bottom of the site.

If-Service 2.0 /[

Navigation:

Logout

General Information

Benefits/Leave Info

Military Info

Pay Info (MyPay)

Training / Educ/Cert & Skills
Personal/Recall Information

; Securiiv Cla.za rance In‘fo
S5F50s/Woaork History
CyberSecurity Workforce Info

Awards Info

Acquisition Workforce Info

Assigned Assets

Tools/Actions:

Daily Muster

Employee Locator

Online Training & Notices

SAAR-N/DD-2875

¥ Total Workforce Management Services (TWMS)

Emplo

* Safeguard in accorc

[ NAME

OFFICIAL RECOH

|HU MAN RESOURCES SPECIALIST

|67400 / sc3

TITLE

|HUMAN RESOURCES SPECIALIST

Position/Billet

Collateral Duties

OFFICIAL UIC/COMMAND: 67400-MCB S D BUTLER
ASSIGNED UIC/COMMAND: 67400-MCB S D BUTLER
MAJCOM/BSO: NV27-COMMANDANT OF THE MARINE CORPS

OFFICIAL ORG:

5C3

POSN/SEQ NR (PD#):

371 View FD |

DATE O5 TOUR EXPIRES:

5/14

ORGANIZATIONAL TITLE:

—SUEMEEVELL:
POSN OCCUPIED:
WORK SCHEDULE:

PAY RATE DETERMINANT:

Non-Supervisory

Competitive Service

Full Time

(0) Regular Rate

FLSA:

Exempt

Event Notification Service
_SFIBZ Training Request
‘1PMs

Mentoring

DD577

My IDP

VSIP/VERA Survey

Telework Request

DRUG TEST REQ:

No Drug Test Required

PRP/SCI POSITION:

NOT APPLICABLE

MPVP MEMBER:

NOT APPLICABLE

2016 PERFORMANCE RATING SUBMITTED:

¥ (CHECKED IF YES)

OBLIGATION TYPE: lunebl

Data Update Status

m BILLET NUMBER(BIN): ME7400000|
Contact Us/Help BILLET UIC: 67400
POCs/Contacts BILLET TITLE: | HUMAN RES

NAVY COMMUNITY: | HUMAN RES!




Accessing Your Subordinate Employee’s PD

1. To access your subordinate employee’s ¥ Total Workforce Management Services (TWM!

Employee Self-Service 2.0 //
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Accessing Your Subordinate Employee’s PD
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Accessing Your Subordinate Employee’s PD

1. Click “Assignment /Position
Info” button on the Navigation menu.

>
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Accessing Your Subordinate Employee’s PD

1. Click “View PD” button to download ¥ Total Workforce Management Services (TWMS)
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