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Analysis and Problem Solving
Logically grasping and thinking through issues and problems




 Breaks down problems into components and recognizes interrelationships.  Shows insight into the root-causes of problems or issues.  Identifies pertinent information sources and systematically gathers and organizes relevant data.  Generates a range of alternative solutions and courses of action with benefits, costs, and risks associated with each. Evaluates the chosen course of action after it has been implemented in order to determine its efficacy.
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Decision Making
Using good judgment in choosing courses of action




 Reaches sound conclusions based on analysis of facts, data, lessons learned from experience, and benchmarking.  Considers conflicting needs, options, and information and makes "the tough" decisions.  Has a clear rationale for decisions.
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Math Skill
Grasping and using quantitative information
 Correctly performs the mathematical operations of the job.  Shows the mathematical and quantitative reasoning and insight needed to perform essential job functions.   Accurately constructs/ interprets graphical presentations of quantitative information such as charts, tables, and graphs.
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Reading Comprehension
Grasping and using printed information
 Understands and interprets written material, including technical manuals, rules, regulations, instructions, reports, charts, or tables.  When using written materials, readily locates relevant details, facts, and specifications needed on the job.  Applies what is learned from written material to specific situations on the job.
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Continuous Learning
Taking responsibility for developing ones own career and competencies
 Develops knowledge, skills, and abilities that are presently needed in his/her job.  Seeks and uses feedback on how to better improve performance.   Anticipates future needs of the organization and pursues related learning.  Has a career plan and related developmental objectives.
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Industry Knowledge
Knows the business and its environment
 Knows in and outs of the industry.  Knowledgeable and insightful about its markets, key players, customers, competitors, suppliers, trends, hot topics, current events, emerging best practices and technology.  Fluently speaks the language, terminology, and acronyms. Has clear  record of acquiring this knowledge through methods, such as attending professional association meetings, reading, or attending seminars.
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Physical Skills
Using large and small muscles adroitly
 Can perform the manual/physical activities of the job involving for example: reaction time, manual dexterity, arm-hand steadiness, strength, flexibility, balance,  coordination, and so on.
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Professional/ Technical Expertise
Possessing and applying the know-how of the job
 Is comprehensively knowledgeable of the most current information, techniques, practices, laws, and regulations of the field.  Has clear developmental record of formal and on-the-job acquisition of knowledge and skills of the occupation. Uses knowledge and judgment in applying appropriate methods and techniques to ensure speed, quality, and consistency in work products.  Handles the most challenging tasks requiring technical expertise.
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Safety Focus
Putting safety first for self and others
 Adheres to all safety practices of the trade and work place.  Recognizes potential hazards in the workplace and sees that they are addressed.  Is prepared for emergencies.  Encourages and supports others to be safe in their work activities.
.

	[image: image10.emf]B. Occupational  [C10]

Sensory Perception Skills
Sensing and reacting to physical stimuli
 Can perform the sensory/perceptual-based activities of the job involving for example:  peripheral vision, visual color discrimination, depth perception, auditory attention, sound localization, and so on.
.
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Using Technology
Keeping pace with technology and putting it to use
 Is proficient with the equipment and computer applications used on the job.  Rapidly learns new versions and how to use advanced features.  Knows recent developments and trends in technology. Finds ways to apply technology to tasks to increase speed, quality, or create new capabilities.
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Action & Results Focus
Gets things done
 Stays clear and focused on what is expected or needs to be accomplished.  Pushes self and others for results or achievement of milestones.  Gets things done well and efficiently.  Knows when research, analysis, debate, and discussion have served their purpose and moves into action.   Avoids complicating a task.  Knows when something is done and moves on to the next thing.
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Flexibility
Adapts as the situation changes
 Reacts to change in a positive manner, quickly adapting work methods or learning and implementing new work methods or procedures.  Adapts well to changes in assignments and priorities.
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Dependability
Punctual and follows through
 Can be relied upon to be at work and on time daily.  Understands the importance of attendance and punctuality and their impact on the work place.  Can be depended upon to follow instructions including following policy and procedures.
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Attention to Detail
Diligence in attending to details and quality
 Shows a high level of care and thoroughness in handling the details of the job. Checks work to ensure completeness and accuracy.  Makes few if any errors.  Maintains focus and quality under distracting working conditions and high workload -- doesn't drop the ball.
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Handling Stress
Being steady under pressure
 Maintains composure in the face of high workload, competing or conflicting demands, ambiguous assignments, interruptions and distractions.  Maintains focus and emotional control in stressful interpersonal situations and in unpleasant or extreme environments.



	[image: image17.emf]C. Personal Effectiveness  [C17]

Initiative and Innovativeness
Self-starting in trying new things and working around obstacles
 Readily spots/identifies current and potential problems and opportunities for improvement.   Sees old problems in a new light.  Comes up with novel, resourceful, or imaginative approaches to problems or opportunities.  Takes action to implement solutions and improvements.
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Integrity
Being trustworthy and responsible for one's actions
 Can be counted on to be true to his/her word.  Takes responsibility for his/her actions.  Willing to do the difficult but right thing.  Builds trust through reliability and authenticity.  Acts ethically beyond reproach.  Deals quickly with breaches in ethics.  Shows high regard for the confidentiality of sensitive information, records and materials.
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Self Management
Managing one's own time, priorities, and resources
 Prioritizes tasks with respect to importance and deadlines.  Adjusts priorities as situations change.  Utilizes sound methods to plan and track work and appointments.  Clusters related tasks to increase efficiency.  Initiates steps to improve personal organization and efficiency. Consistently meets deadlines.

	[image: image20.emf]C. Personal Effectiveness  [C20]

Informing
Obtaining and sharing information with those who need it
 Stays informed and shares information with others.  Informatives are timely, understandable, and appropriate to the needs of others.  Uses multiple channels (memos, email, postings, meetings) to ensure communication.
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Listening
Understanding what others are saying
 Shows attention through verbal and non-verbal cues (e.g., eye contact, smiling, nodding, body orientation).  Picks up on nuances in tone and meaning.  Is attentive to non-verbal cues and body language.  Checks comprehension and shows understanding by paraphrasing and responding appropriately.  Asks clarifying questions that assist the speaker in providing clearer or more detailed information.
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Oral Communication
Speaking so as to be understood
 Uses correct vocabulary and grammar.  Presents information clearly and in an organized manner.  Gets to the point.  Questions others skillfully. Recognizes non-verbal cues in listeners and adjusts speech and tone accordingly. Adjusts word choice according to the audience and purpose. Uses tone, inflection, pauses, and body language for increased impact.
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Presentation Skill
Formally delivering information to groups
 Delivers clear, organized, and persuasive messages. Delivers the right amount of information in the time given. Varies style and tone to fit the purpose and audience.   Conveys confidence, poise, and expertise.  Reads the expressions and body language of the audience and adjusts or responds appropriately.  Makes eye contact and interacts with the audience to maintain their attention and feedback.   Uses presentation aids, slides, and/or props effectively.
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Writing
Getting ideas across in writing
 Uses correct vocabulary, grammar, and sentence structure, spelling, and punctuation.  Presents information clearly and in an organized manner.  Varies content, tone and style to suit the purpose and intended reader.  Makes the desired impact.  Uses bullet points and tables to organize and present information that is detailed or complex.
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Bilingual and Bicultural Facility
Overcomes linguistic and cultural barriers
 Uses a second language with ease and precision.  Understands idioms, dialects, and nuances of the language.  Shows respect for and understanding of the cultural norms, customs, and traditions necessary to enhance communication.
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Influencing
Affecting others' positions and opinions
 Persuades others to consider and adopt a new position or attitude on a topic.  Convincingly explains the benefits of a course of action or advantages over alternatives, providing examples to illustrate points.  Shows enthusiasm and belief in what s/he proposes.  Persists tactfully in promoting a position, adjusting style to fit the situation.
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Negotiating
Reaching agreeable deals or compromises
 Gains rapport and trust of other parties. Works from a strong knowledge base. Wins concessions from others. Seeks mutually agreeable trade-offs in deal making. Questions and counters others' proposals without damaging relationships. Holds ground appropriately; knows how to walk away amicably with the best deal possible.
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Relationship Building
Establishing rapport and maintaining working relationships
 Develops and maintains work relationships and continuously works to improve relationships, contacts, and networks. Maintains an open and approachable manner and easily builds rapport with others.  Respects others regardless of differences in interest, perspectives, background, and organizational level.   Treats others sensitively, fairly, and consistently.
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Customer Focus
Striving to meet customers' needs
 Shows interest and understanding of the needs, expectations, and circumstances of internal and external customers at the individual, group, or organizational level.  Explores options and pursues solutions until customers are satisfied.  Is responsive, pleasant, professional, and easy to do business with.  Looks at the organization and its services from the customer's point of view.  Seeks and uses customer feedback to improve services or products.
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Professional Impact
Presenting self as a positive representative of the organization
 Projects confidence, alertness, and energy.  Grasps the nuances of appropriate behavior for the situation.   Shows proper attire, cleanliness, and grooming for the situation.
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Handling Conflict
Improving interpersonally strained situations
 Deals with interpersonally and/or politically challenging situations calmly and diplomatically, diffusing tension.  Thoughtfully intervenes in conflicts to facilitate communication and resolve problems, finding common ground when possible.   Handles complaints and disputes with composure and tact.
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Assessing Talent

Reading the talents and competencies of others
 Understands and recognizes the qualities that differentiate highly successful employees from average ones.   Is an astute observer of others' performance.  Shows skill in asking questions and eliciting detailed and accurate information regarding others' capabilities and weaknesses.  Reaches well articulated conclusions regarding others' strengths and developmental needs.
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Involving Others
Being approachable and receptive to others' contributions
 Identifies key stakeholders in the success of a project or process.  Actively seeks and convinces them to contribute their points of view, ideas, and suggestions.  Shows good judgment in the who, what, when, and how of involving others to maximize their contribution and avoid wasting their time.  Uses the best ideas regardless of the source and gives credit where due.
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Delegating
Sharing responsibility, authority, and accountability
 Assigns work to others according to their abilities and opportunities for development.  Shows trust and grants authority for decision-making within set boundaries.  Provides resources needed for success.  Stays informed of progress and problems.  Intervenes when necessary, but without micromanaging.
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Developing Others
Enabling the competency growth of others
 Coaches others regardless of performance level.  Shows insight into causes of poor performance and how performance can be improved.   Shares knowledge and expertise willingly.  Offers on-going feedback, suggestions, and encouragement.  Acknowledges progress and growth.  Supports others' career and development plans.
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Group Facilitation
Enabling constructive and productive group interaction
 Clarifies group agenda and allocates time for topics.   Maintains group focus.   Encourages active participation from all group members. Provides feedback on group dynamics.  Summarizes key points, clarifies issues, and identifies action items.   Helps group progress to consensus when making decisions.
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Leadership
Promoting the goal and showing the way
 Creates a positive work environment in which all staff are motivated to do their best.  Ensures that clear, challenging and attainable goals are set for a group and that these goals are aligned with the goals of the organization/department.  Ensures that the importance and benefits of goals and methods are understood and accepted by those who will carry them out.  Conveys confidence and optimism in the group's ability to overcome obstacles and accomplish it's goals.

	[image: image38.emf]F. Group  [C38]

Managing Performance
Taking responsibility for improving the effectiveness of others
 Sets and aligns individual performance goals with the goals of the unit.  Involves employees in setting their performance goals.   Ensures employees have the means and skills to accomplish their goals.   Tracks and measures individual and unit performance.  Provides ongoing feedback. Treats all employees in an objective and consistent manner. Intervenes to correct  poor performance, following steps of progressive discipline.
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Teamwork
Blending one's capabilities and effort with those of others toward a common goal
 Understands his/her role on the team, yet does whatever is needed to make the team a success.  Helps team members  who need or ask for support or assistance.  Puts team results ahead of personal success.  Brings out the best in others on the team.  Shares credit for group accomplishments.
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Valuing Diversity
Appreciating the  differences among people and blending them productively
 Sees the benefit of having differing backgrounds and points of view in the workplace, and leverages those differences in group processes and decision-making.  Supports professional development and career opportunity equally for all.
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Budget Savvy
Knowing what money is needed, how to get it, conserve it,  spend it, and account for it
 Spends department funds wisely and strategically.  Is very aware of cost implications when making strategic decisions.  Forecasts and carefully monitors budget usage and makes needed adjustments to ensure that critical costs will be covered.   Seeks ways to reduce costs.
May fail to leverage available money for its most strategic use.  May not make financial decisions based on a spending plan or priorities.  May make financial decisions on impulse or without considering alterative uses for the money.  May tend to run out of money, over-spend or run a budget surplus.
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Managing Change
Ensuring that organizational change is smooth and successful
 Understands the dynamics of organizational change.  Knows and guides the planning, process changes, role redefinition, retraining, incentive and communication steps in transitioning from one organizational state to another.  Involves key stakeholders in planning and decision-making.  Maintains a high level of communication about the reasons, benefits, opportunities and difficulties of change.  Encourages others to embrace change and supports them through the transition.
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Organizational Savvy
Grasping the workings of the total organization as a formal and informal system
 Understands the inner workings and interrelationships of the organization.   Knows whose support is needed to cut red tape.   Gets things done through formal channels and informal networks.  Maintains good working relationships with key players throughout the organization.  Aligns and maneuvers organizational resources and internal politics skillfully to solve problems or accomplish goals.
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Planning and Organizing
Organizing people and functions into an effective workforce
 Determines the logically necessary sequence of activities and the efficient level of resources needed to achieve a goal.   Recognizes and addresses the interdependencies of activities and resources.  Clarifies roles and responsibilities.  Anticipates problems and mitigates risks.  Produces a realistic schedule of completion.
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Process Improvement
Controlling and improving cyclical  processes
 Knows how to separate and combine activities and roles into efficient workflow.  Benchmarks best practices in the industry.   Knows what to measure and how to measure it for tracking quality, quantity, schedule, resource utilization, and customer feedback.  Knows how to identify process problems and opportunities for improvement and simplification.  Leverages technology.
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Project Management
Structuring and controlling others' work on projects
 Ensures clear definition of project goal and criteria for success.   Guards against  expansion of project scope.   Involves key stakeholders.  Ensures adequate resources, and necessary skill sets among project staff.  Clarifies roles and responsibilities, deliverables, schedule milestones,  and boundaries for independent decision making.  Uses project management software.
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Strategic Focus
Keeping the big, long range picture in mind
 Focuses on the future and where current trends will lead.  Understands the factors that are shaping the industry and anticipates the opportunities that will be opening and closing.  Keeps an eye on the big picture and long range possibilities and implications.  Makes, evaluates, and revises long-range plans and goals taking into consideration the organization's core competencies, customers, competition, available resources, and strengths and weaknesses.
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