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COMMANDING OFFICERS’ ROLE  

 

Commanding Officers (CO) have an important responsibility to identify and encourage qualified officers and 

enlisted members who demonstrate character and leadership potential to pursue advanced leadership positions 

through continued education. However, each candidate is ultimately responsible for initiating and completing all 

eligibility requirements prior to the established deadline; which includes obtaining a positive CO’s endorsement. 

Only those individuals who have clearly demonstrated sustained superior performance, outstanding leadership 

abilities, and the potential to continue to serve successfully should be recommended for PG/Adv Ed opportunities. If 

a CO feels an individual is not qualified for PG/Adv Ed opportunities, that applicant should not be recommended 

and should be counseled on what is required to receive a positive endorsement. 

 

E-INTERVIEW SUBMISSION 

 

The CO’s endorsement, the E-Interview, must contain a written opinion of the applicant's interests, ability, and 

potential value to the Service relating to the requested program(s). Only endorsements from the Commanding 

Officer, Chief of Military Personnel in Logistics, or Reporting Officer/Reviewer with the "Mark All Final" privilege 

in Direct Access, cognizant Directorate Deputies, or Executive Assistants for personnel assigned at Coast Guard 

Headquarters are authorized.  

 

Note: Any member that does not receive a positive endorsement will not be eligible to compete. 

 

COMMAND E-RESUME ENDORSEMENT PROCESS 

 

To correctly endorse an applicant’s E-Resume use the following guidance: 

  

1. Log into Direct Access.  

2. Click on “Worklist” shortcut/hyperlink at the top right of the screen.  

3. Click on the applicant’s name in your worklist to access the “Job Endorsement” page.  

4. Once in the “Job Endorsement” page, click on the drop down arrows to make a “Recommendation” of “Make 

Offer or Reject”, and a “Rating” of “Average or Excellent” of the applicant’s qualification for the PG/Adv Ed 

requested program(s).  

5. Click on the “Comments” link corresponding to the PG/Adv Ed program(s) and enter comments. After entering 

comments click on “Return”.  

6. This will return you to the “Job Endorsement” screen. If you are the final endorser click on the “Mark All Final” 

button and then click “Submit”.  

7. If you are not the final endorser only click the “Submit” button. This brings you back to your worklist where you 

can “Reassign” the E-Resume. Enter the next endorser’s “Operator ID” and select “OK”.  

8. Note: Operator ID is the User ID used by a member to log on Direct Access (which may be a member’s 

EMPLID, initials/name or combination).  

9. If you are the final endorser, click the “Marked Worked” button to remove the E-Resume from your worklist.  
 



1. Log into Direct Access.  
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EMPLID
Password



2. Click on “Worklist” shortcut/hyperlink at the top right of the screen.  
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3. Click on the applicant’s name in your worklist to access the “Job Endorsement” page.  
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Click Applicant Name



4. Once in the “Job Endorsement” page, click on the drop down arrows to make a “Recommendation” of “Make 

Offer or Reject”, and a “Rating” of “Average or Excellent” of the applicant’s qualification for the PG/Adv Ed 

requested program(s).  
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(Read Step 5)



 
5. Click on the “Comments” link corresponding to the PG/Adv Ed program(s) and enter comments. After entering 

comments click on “Return”.  
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6. This will return you to the “Job Endorsement” screen. If you are the final endorser click on the “Mark All Final” 

button and then click “Submit”.  
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7. If you are not the final endorser only click the “Submit” button. This brings you back to your worklist where you 

can “Reassign” the E-Resume. Enter the next endorser’s “Operator ID” and select “OK”.  
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8. Note: Operator ID is the User ID used by a member to log on Direct Access (which may be a member’s 

EMPLID, initials/name or combination). Endorsement must show check-mark in the Final block prior to hitting 

submit.  
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9. If you are the final endorser, click the “Marked Worked” button to remove the E-Resume from your worklist.  
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Click "Mark Worked" To Clear From List




