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    Assessing Competencies for Development Planning

OPTIONAL

	Date Prepared:
	
	Period Covered from:
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Competencies are observable skills, abilities and behaviors that relate to “how” things are being done as opposed to “what” is accomplished. Determine to what extent this employee exhibits the following competencies. Mark the most correct rating below:
	Competency
	O
	E
	VG
	G
	A
	M
	U
	NA

	Applied Knowledge:  By using knowledge acquired through education, training or experience, employees exhibit an understanding of how to do a task and why it’s done the way it is.  It is the ability to master new skills while retaining and demonstrating acquired knowledge to meet the requirement of the job and the expectations of the customer/client.  Knowledge is measured in terms of depth and breadth in single or multiple subject areas.
	
	
	
	
	
	
	
	

	Planning & Productivity:  The ability to plan one’s work and then carry out the plan effectively and efficiently.  It is also concerned with being productive members of the organization, able to maintain quality and quantity standards and meet commitments even under pressure.
	
	
	
	
	
	
	
	

	Teamwork:  Promoting collaborative, cooperative and productive working relationships within and across departments, while continually probing for the best service and results.  Effective team leaders and players have the ability to create an atmosphere of teamwork toward a common goal in order to provide a quality program, process or service.  They obtain cooperation and support from others, optimize contributions of all team members and freely share information and expertise.
	
	
	
	
	
	
	
	

	Initiative/Innovation:  The ability to proactively reach out and identify issues, using creativity, innovation, and persistence to achieve positive results in a variety of circumstances.  Exhibiting initiative means being a self-starter, taking calculated risks, and showing enthusiasm, persistence and a “can do” attitude by identifying what needs to be done, then doing it or getting it done through others in a team effort.
	
	
	
	
	
	
	
	

	Leadership:  The ability to set a positive example and to create a work environment that empowers employees and inspires others to high quality performance, productivity and teamwork.  Leaders have the ability to gain the confidence, trust and support of a diverse group of people in order to reach established goals.  Leadership means being a role model for others to emulate.
	
	
	
	
	
	
	
	

	Diversity: Employees at all levels of the organization are expected to work effectively within our diverse culture by promoting and supporting an environment in which all employees are valued, respected, and included. Managers and Supervisors have the additional responsibility to enhance this development by modeling and sustaining the commitment among team members and staff.
	
	
	
	
	
	
	
	

	Communications:  The ability to provide information clearly, accurately and succinctly for the appropriate target audience.  It is exhibiting good listening skills and keeping others informed.
	
	
	
	
	
	
	
	

	Customer Service/Client Relations: The ability to meet customer/client expectations, with an emphasis on quality, quantity and timeliness or work.  It is important to recognize who your customers/clients are, what they need, and why.  The “customer/client” is the person or organization who receives and uses your programs, processes or services.
	
	
	
	
	
	
	
	

	Supervisor Comments: (Optional)

	


	
	RATING SCALE DEFINITIONS

	O
	Outstanding. Results achieved far exceed expectations. Continuously performs all elements of the job in a way that rarely, if ever, is expected or anticipated of any employee in the position. Always seeks to improve; seeks, finds and achieves new dimensions not expected or achieved by past incumbents. 

	E
	Excellent. Results achieved consistently exceed the expectations and requirements of the job in all key areas. Most - if not all – elements of the job performed in an excellent fashion adding new dimensions of the job through capability and desire.

	VG
	Very Good. Consistently meets all job requirements and occasionally exceeds expectations in some areas. Can be depended on for effective and highly capable performance in key job elements.

	G
	Good. Consistently meets expectations and requirements of job. Demonstrates capable and effective performance.

	A
	Acceptable. Accomplishes some parts of the job satisfactorily but some elements require further improvement.

	M
	Marginal/Requires Improvement. Employee is having difficulty meeting minimum job requirements and expectations. If improvement is not forthcoming, employee may be placed on a performance improvement plan.

	U
	Unsatisfactory. Fails to meet minimum job requirements and expectations. Employee requires an inordinate amount of supervision, coaching. Employee must be placed on a performance improvement plan.

	NA
	Not Applicable
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