Competencies Definitions
Action Oriented

-Performs work with energy and drive; values planning, but will take quick, decisive action when an opportunity presents itself

Dealing With Ambiguity

-Can effectively cope with change; can shift gears comfortably; can decide and act without having the total picture; can comfortably handle risk and uncertainty

Approachability

-Easy to talk to and listens well; spends extra effort to put others at ease; builds positive rapport; quick to figure out what is going on around them

Boss Relationships

-Responds and relates well to people in all positions; is seen as a team player, and is cooperative; looks for common ground, and solves problems for the good of all

Business Acumen

-Understanding and utilizing economic, financial, and industry data to accurately diagnose business strengths and weaknesses, identifying key issues, and developing strategies and plans
Career Ambition

-Is enthusiastic, ambitious, determined, and confident to challenge, ensuring high levels of personal and organizational achievement; has stamina and will power to deliver results; recognizes and celebrates success; challenges poor performance appropriately; seeks learning opportunities from results

Caring about Direct Reports

-Acknowledges an individual’s or team’s success; provides direct reports with recognition when the work warrants it; motivates direct reports by making them feel valued for their contributions

Comfort Around Top Management

-Can deal comfortably with authority figures; presents to authority figures without undue tension; understands how authority figures think and work

Command Skills

-Has respect of employees; accomplishes goals with team on a timely basis; expectations of self and others are met
Compassion

-Understands the distress of another and wants to help; unhappy about an event undesirable for another

Composure

-Is calm and collected under pressure; does not become defensive when things don’t go as planned; handles stress well; stays balanced in unexpected events; is a settling influence in a crisis

Conflict Management

-Successfully mediates conflict between individuals and groups; can hammer out tough agreements and settle disputes equitably; can find common ground and obtain cooperation with minimum noise

Confronting Direct Reports

-Outlines key results areas and indicators of their success, has realistic expectations; shares quickly and succinctly any problems that have arose; plans out a direction that negative conversations should go in and has an ending; is prepared for defensiveness and resistance; is prepared for a multitude of outcomes

Creativity

-Generates many new and unique ideas; makes connections among previously unrelated notions; is unafraid to use unorthodox methods; is seen as original and value-added in brainstorming settings

Customer Focus

-Makes customers and their needs a primary focus; readjusts priorities to respond to urgent customer demands; quickly and effectively solves customer problems; follows up with customers to gain feedback;  presents a cheerful, positive manner with customers

Timely Decision Making

-Makes timely and sound decision; identifies and understands issues; draws conclusions after research; takes calculated risks

Decision Quality

-Makes good decisions based upon a mixture of analysis, wisdom, experience, and judgment; a majority of solutions and suggestions turn out to be correct; is sought out by others for advice and solutions

Delegation

-Assigns decision-making and work functions to others in an appropriate manner to maximize organizational and individual effectiveness; clearly communicates the parameters of the delegated responsibility; provides appropriate support and acts a resource; establishes procedures to keep informed of issues and results of delegated responsibilities

Developing Direct Reports

-Keeps talent management activities focused and efficient; gives managers incentives to develop leaders; has ability to guide employees with high potential toward future career opportunities

Directing Others

-Establishes clear directions; sets stretching goals and assigns responsibilities that bring out the best work from people; establishes a good work plan, and distributes the workload appropriately

Managing Diversity

-Ability to manage to individual strengths and mentor weaknesses; realize employees are your best resources; relay that the more diverse the more productivity occurs; is willing to be influenced; has the ability to align diversity with business strategies

Ethics and Values

-Follows rules/standards put out by the employer; makes decisions between right and wrong successfully; follows the moral beliefs of the company

Fairness to Direct Reports

Treats all direct reports equally; converses with direct reports regularly to weed out any problems that are occurring; has standard expectations of all direct reports and does not give any differential treatment

Functional/Technical Skills

-Understands and uses basic technology as a tool in staff communication; makes management level decisions on IT expenses; explores new applications or enhancements to assist staff and to provide better customer service; understands the impact of technological changes on the organization

Hiring and Staffing

-Has a clear understanding of the job requirements; evaluates applicant by making few assumptions; moves quickly; realizes that hiring is also a selling activity; ability to problem solve, organize, and question

Humor

-Relieves daily pressures and instills a feeling of camaraderie; reduces stress and burnout; helps others view a situation form a different perspective

Informing

-Ability to adapt, to be responsive, and to manage self-awareness during the process of talking and listening; being sure staff has correct information and is clear about what is happening around them 

Innovation Management

-Is receptive to new ideas and adapts to new situations; seeks out opportunities to improve, streamline, and reinvent work processes; targets important areas and develops solutions that address work issues; creates a work environment that encourages creative thinking; adapts best practices and processes to work unit

Integrity and Trust

-Is widely trusted; is seen as a direct, truthful individual; presents truthful information in an appropriate and helpful manner; keeps confidences; admits mistakes; doesn't misrepresent himself or herself for personal gain

Intellectual Horsepower

-Fits the company’s mission and values; has sharp conceptualizing and analytical skills; has a no-nonsense attitude about work

Interpersonal Savvy

-Considers and responds appropriately to the needs, feelings, and capabilities of different situations; relates well with others; maintains confidentiality; demonstrates consistency and fairness, anticipates and resolves confrontations in a win-win way; is tactful, compassionate, sensitive and respectful

Learning on the Fly

-Learns quickly when facing new problems; analyzes both successes and failures for clues to improvement; experiments and will try anything to find solutions; enjoys the challenge of unfamiliar tasks

Listening

-Provides feedback on what was heard; responds to statements and comments in a way that reflects understanding of what was said; persists in seeking understanding despite obstacles

Managerial Courage

-Tactfully dispenses direct and actionable feedback; is open and direct with others without being intimidating; deals head-on with people problems and prickly situations

Managing and Measuring

-Sets clear goals for employees; sets and communicates performance standards that are specific and measurable; establishes and maintains methods to track progress and performance; provides feedback; deals firmly and promptly with organizational and employee performance problems; evaluates priorities and handles satisfactorily

Motivating Others

-Ability to keep others going in their work for a long period of time; ability to identify motivators for each individual; teaches others to become self-motivated

Negotiating

-Confirms agreement on the facts; confirms understanding of other’s perspectives and wants; clearly presents own perspectives and wants; identifies common interests, clarifies differences, and achieves consensus or compromise

Organizational Agility

-Knowledgeable about how organizations work; knows how to get things done formally and informally; understands the origin and reasoning behind key policies, practices, and procedures; understands the cultures of organizations

Organizing

-Establishes courses of action for self and others to ensure that work is completed efficiently; prioritizes; determines tasks and resources; develops timeline and creates schedules; uses available resources efficiently; stays focused

Dealing with Paradox

-Ability to be firm or compassionate while maintaining consistency; be flexible while having the ability to take charge and work out difficult situations by drawing on knowledge and resources

Patience

-Endures waiting, delays, or provocation without becoming annoyed or upset; perseveres calmly when faces with difficulties in the workplace

Peer Relationships

-Senses other’s feelings and perspectives and takes an active interest in their concerns; anticipates, recognizes, and meets others needs; helps to bolster peer’s abilities

Perseverance

-Sets high standards and delivers results; has a positive attitude and does not give up; is committed, hard working, patient, and enduring

Personal Disclosure

-Is aware of boundary line between work and personal life; knows what is appropriate conversation in the workplace; has conscious verbal presentation skills

Personal Learning

-Is personally committed to and actively works to continuously improve himself or herself; recognizes the need to change personal, interpersonal, and managerial behavior; actively seeks feedback

Perspective

-Recognizes key competitive advantages and disadvantages; is in tune with the “big picture” of the organization; has the ability to appreciate the importance of all resources

Planning

-Accurately scopes out length and difficulty of tasks and projects; sets objectives and goals; develops schedules and task/people assignments; measures performance against goals; evaluates results

Political Savvy

-Ability to understand what you can and cannot control, when to take action, who is going to resist your agenda, and who you need on your side; knowing how to map political terrain and get others on your side

Presentation Skills

-Ability to be effective in presentation situations when given time to prepare; defines clear goals, follows a logical sequence, uses nonverbal communication, uses learning aides, listens and responds to questions and objections, summarizes the presentation, and maintains audiences attention

Priority Setting

Spends his or her time and the time of others on what's important; focuses on the critical few, and puts the trivial many aside; can quickly sense what will help or hinder accomplishing a goal

Problem Solving

Uses analysis, wisdom, experience, and logical methods to make good decisions and solve difficult problems with effective solutions; appropriately incorporates multiple inputs to establish shared ownership and effective action

Process Management

-Plans and monitors the performance of a process; applied knowledge, skills, tools, techniques, and systems to define, visualize, measure, control, report, and improve processes with the goal to meet requirements successfully

Drive for Results

-Pursues everything with energy, drive, and a need to finish; does not give up before finishing, even in the face of resistance or setbacks; steadfastly pushes self and others for results

Self Development

-Proactively investigates new perspectives, attitudes, and behaviors, and takes steps to evaluate and improve performance

Self Knowledge

-Has distinct knowledge of own mental state

Sizing up People

-Ability to assess in a short period of time the personality and abilities of an individual

Standing Alone

-Ability to take a standing position on an issue/concern where agreement is questionable

Strategic Agility

-Anticipates future consequences and trends accurately; brings creative ideas to market; recognizes strategic opportunities for change; creates competitive and breakthrough strategies

Managing Through Systems

-Designs practices, processes, and procedures necessary to get things done; simplifies complex processes; gets more out of fewer resources; creates systems that manage themselves

Building Effective Teams

-Builds cohesive teams of people within the organization; shares wins and success such that each team member feels valuable and appreciated; guides teams to establish and achieve goals

Technical Learning

-Quickly learns and integrates new technical skills and knowledge; seeks out avenues to enhance technical knowledge

Time Management

-Uses his or her time effectively and efficiently; concentrates his or her efforts on the most important priorities; adeptly handles several tasks at once

TQM/Re-engineering

-Has awareness of quality in all organizational processes; looks at complete processes of department and combines them into one working process

Understanding Others

-Are attentive to emotional cues and listens well; shows sensitivity and understands other’s perspectives; helps out based on understanding other people’s needs and feelings

Managing Vision and Purpose

-Communicates a compelling and inspired vision or sense of core purpose; makes the vision sharable by everyone; can inspire and motivate entire units or organizations

Work/Life Balance

-Ability to handle what is going on at work and at home successfully; attains a high level of achievement and enjoyment everyday, on and off the job

Written Communication

-Is able to write clearly and succinctly in a variety of communication settings and styles; can get messages across that instigate appropriate actions
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