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Position Description 

Manpower Program Analyst  
Chief of Naval Operations Military Plans & Policy (OPNAV N13) 

Arlington, VA 
 

Cowan & Associates, Inc. supports a Headquarters-level Navy organization -- Chief of Naval 
Operations Military Plans & Policy (OPNAV N13) with a full range of activities to, as described 
below.  OPNAV N13 provides integrated policy defining and shaping the Navy workforce to enable 
mission execution for the Navy enterprises, and provides strategic directions, plans, policy and 
oversight.  N13 recommends and initiates force management policy to maintain enlisted and officer 
strength within Congressional and budgetary constraints thru Future Year Defense Plan (FYDP).  
N13 leads a diverse Total Force team in the development of the Navy's Enlisted retention, 
accession, advancement, compensation and force shaping plans and policies for a population of 
270k enlisted personnel. 
 
OPNAV N132 (Enlisted Plans & Policy) leads enlisted Accession Demand Planning (ADP) to 
develop and revise the current and future year’s enlisted demand plans. In addition, it provides 
advancement guidance and standard operating procedures, and monitors advancement execution.  
Finally OPNAV N13 provides enlisted retention benchmarks and continuation policy, and monitors 
retention execution. 
 
The ADP process develops DCNO N1's yearly Active and Reserve component enlisted demand 
plans, to include accession and training plans. These plans are the Navy's primary demand plans, 
and direct MPT&E stakeholders to execute specific recruiting, reclassification, and training 
requirements. The specific purpose of each ADP session is to review, assess, and make 
recommended adjustments to the current and future year plans for each Navy Rating. The results 
from ADP establish the foundation to maintain a repeatable review process that informs long-range 
demand planning and budgetary/POM decision-making.  

 
1. Tasks 

 Perform research and analyses in support of OPNAV N132 Navy Enlisted Plans and Policy 
and ADP process described above. 

 Provide quick reaction enlisted manpower and personnel policy analysis in response to 
CNO, CNP and OPNAV N13 taskings. 

 Provide technical analysis and coordination of software support tools in support of N132. 

 Perform research and analysis contributing to knowledge of enlisted personnel resource 
requirements including Navy Enlisted Supply Chain (NESC) planning and execution 
process. 

 Provide consultant guidance including policy analysis, methodology verification and 
development, qualitative cause and effect analysis, and data processing services. 

 Provide analysis in support of OPNAV N132 assessment, development, and publication. 
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 Identify areas where finding adjustments can improve overall posture of warfighting 
readiness in support of POM resource allocation decision making. 

 Provide analysis in support of Navy enlisted manpower policies and procedures. 

 Identify issues on enlisted service plans and proposals. 

 Support projects to change/develop Accession and Force Management policies, programs, 
and initiatives. 

 Examine and provide analysis of Navy enlisted communities, including issues such as sea 
shore flow, billet change rates, and personnel inventory levels, using data obtained from 
MPTE data systems. 

 Coordinate with Enlisted Community Managers to provide analysis of major issues 
impacting Navy enlisted communities. 

 Participate in development of strategic objectives and answer emergent taskings.  
Respond to taskings as directed, providing analysis (including any potential caveats) as 
necessary.  

 Perform tradeoff studies and risk assessments. 

 Provide supporting Excel and/or other manpower data spreadsheets used to identify 
manpower/personnel trends and impacts of their study recommendation. 

 Provide necessary reports and presentations. 

 Coordinate with OSD, ASN, Echelon I – III organizations, and primary stakeholders. 
 

2. Responsibilities 

 Development of plans, presentations, reports, weekly and monthly summaries, and management 
reports necessary to accomplish the above tasks. 

 Written Status reports shall be provided as monthly and a final completion report shall be delivered 
30 days prior to the completion of the task. 
 

3. Required Skills/Experience  

 Ten (10) years of professional work experience in a management position, with at least five (5) 
years of military service (DoD civilian included), or defense operations directly related to the Tasks 
above, including: Department of Defense (DoD)/Department of Navy(DoN) Manpower, Personnel, 
Training & Education (MPT&E) is highly desired.   

 Three to five (3-5) years of professional experience providing analysis at higher level military staffs, 
preferably Pentagon or Washington, DC area.  

 Excellent analytical skills. Executes basic technical tasks, and applies analytical problem solving 
methodologies. Assist in the development of procedures and protocols for conducting analyses.  

 Expert at Microsoft Office Suite, including Access, PowerPoint, Excel spreadsheets, database 
management and Word.  Excellent “people” skills, and communications skills, both oral and written. 
 

4. Education: Minimum Bachelor’s Degree in a related field of study. Master’s Degree preferred. 
 

5. Personnel Security Requirements:  U.S. Citizen and required to have a current Secret 
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clearance. 
 

6. Place of Performance:  Full time, on-site at Navy Support Facility (NSF), 701 South Courthouse 
Road, Arlington, VA.  

 
7. Travel and Other Direct Costs (ODC):  Analyst may be required to travel within CONUS.  

Travel shall be consistent with the amounts and limitations specified in the Joint Travel Regulations 
(JTR).  All travel must be approved by the government before any costs are incurred. 
 

8. Point of Contact: Brian Cowan, w(703) 920-2282, c(703) 622-1138, 
brian@cowanassociates.net or Bob Milligan, w (703) 920-2282, c (703) 283-0948, 
bob.milligan@cowanassociates.net 
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