University Administration Competency Implementation
What is a Competency?

  Definition

A Competency is the application of KSAs (knowledge, skills, and abilities) into a series of behaviors or actions that are necessary for successful performance
  Competencies vs. KSAs
· Communication:
· Competency: Respectfully presents clear and convincing information to individuals or groups either orally or in writing to ensure the audience understands the information and the message.  Integrates the act of listening to what individuals are saying, seeks clarification as needed, facilitates an open exchange of ideas and understands the implications of what is being said.
· KSAs: 

· Writing skills (grammar, punctuation, spelling, sentence structure)

· Verbal skills 

· Persuasive

· Good listener
· Open-minded 

Why Implement Competencies?

· “Improvement of one standard deviation in overall competence = 48% increase in productivity in professional positions outside of sales.”







-J.E. Hunter et al
· The goal of establishing a competency model is to “reinforce personal characteristics and values that are part of an organizational culture that will support the vision, direction, and strategy of top management.”







- Workitect, Inc.
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UA Competencies
	
	Advancing the Organization

	Definition
	Demonstrates the ability to develop and use collaborative relationships to facilitate the accomplishment of work goals.  Identifies opportunities and takes action to develop, maintain and strengthen partnerships with others inside or outside of the organization.

Identifies and seizes worthwhile opportunities.  Demonstrates willingness to take calculated risks to achieve goals.  Seeks out opportunities to improve, streamline and reinvent work processes.  

Serves as a positive agent for changes in the organization.  Demonstrates support for organizational changes (i.e., structural alignment, climate, operational processes) needed to improve effectiveness.  Learns about and proactively advocates for and encourages the adoption of organizational change.

Identifies issues, seeks information needed to clarify the situation from appropriate sources, relates and compares data from multiple sources, and identifies solutions.  Approaches a problem by using a logical, systematic, sequential approach.  Thinks through the implications and consequences of situations and takes appropriate action to be prepared for various outcomes.

Willingly cooperates and works collaboratively toward solutions that generally benefit all involved parties.  Promotes cooperation by building consensus through give and take to obtain information and accomplish goals.  Understands situations in order to utilize personal influence to persuade others and to gain support and commitment.  Supports a common vision and fully participates in getting results.



	All
	Reaches out to others to accomplish team goals.

	
	Identifies better, faster, or less expensive ways to do things.

	
	Explores numerous potential solutions and evaluates each before accepting any.

	
	Adjusts own work effort, style and content to support desired change.

	
	Participates in teams to work through problem solving and creative thinking processes leading to the development and implementation of new approaches.

	
	Anticipates possible problems and develops contingency plans in advance.

	
	Celebrates diversity.  Seeks out and builds relationships with others who can provide information and other forms of assistance.

	
	Analyzes problematic situations and develops mutually beneficial solutions.

	
	Accepts challenges from others to existing ideas, procedures, and policies.  

	Leadership
	Conveys confidence in employees’ ability to be successful.

	
	Leads process improvement activities.

	
	Creates a work environment that encourages creative thinking and innovation.

	
	Initiates, sponsors and implements organizational change.  Establishes structures and processes to plan and manage the orderly implementation of change.

	
	Encourages others to question established work processes or assumptions.

	
	Addresses resistance and shows empathy for people who feel a loss as a result of change.

	
	Helps employees develop a clear understanding of what they will need to do differently as a result of changes in the organization.

	
	Identifies a clear vision and direction. Empowers and enables staff to carry out and implement this vision.

	
	Actively seeks accountability and measures performance.


	
	Communication

	Definition
	Respectfully presents clear and convincing information to individuals or groups either orally or in writing to ensure the audience understands the information and the message.  Integrates the act of listening to what individuals are saying, seeks clarification as needed, facilitates an open exchange of ideas and understands the implications of what is being said.

	All
	Communicates clearly and effectively in written or presentation form.  

	
	Communicates clearly and effectively in oral form.

	
	Listens attentively and responds constructively to the ideas of others.

	
	Demonstrates a willingness to share ideas and perspectives and encourages others to do the same.

	
	Demonstrates an appreciation for the differences in how others feel about things.

	
	Tailors communications, whether formal or informal, to the level and experience of the audience.

	Leadership
	Ensures important information is shared with direct reports and others, as appropriate.


	
	Technology Acumen

	Definition
	Possesses and applies a technical skill or knowledge in a job-related technical area.  Keeps up with current developments and trends to support this technical knowledge

	All
	Understands and uses basic technology as a tool in communication (e.g. email, scheduling meetings, Business Objects, Banner, Excel, etc.). 

	
	Demonstrates the ability to apply appropriate technologies related to work area and make position-appropriate decisions.

	
	Provides advice or solutions to technological issues within field of expertise.

	Leadership
	Integrates technology solutions with work processes to resolve operational issues.

	
	Develops appropriate technical solutions to new or highly complex problems that cannot be solved using existing methods or approaches.

	
	Encourages staff development and training.


	
	Performance Management

	Definition
	Takes responsibility for one's own performance, by setting personal goals, tracking progress towards the goals, soliciting feedback and addressing performance shortfalls promptly.  Demonstrates responsibility, reliability, credibility, and trustworthiness in all work situations.  Identifies what needs to be done and takes action to achieve goals.

Maintains social, ethical, and organizational norms.  Firmly adheres to codes of conduct and ethical principles.



	All
	Enlists his/her manager’s support in obtaining the information, resources and training needed to accomplish his/her work effectively.

	
	Prepares a career development plan with specific goals and timelines.

	
	Takes responsibility for one’s own actions.

	
	Maintains a high standard of ethics relative to data integrity and confidentiality.

	Leadership
	Respects diversity by promoting equal and fair treatment and opportunity for all.  

	
	Recognizes employee’s achievements and encourages employee to feel good about their accomplishments.

	
	Supports employees in their efforts to achieve job goals (e.g., by providing resources, removing obstacles, acting as a buffer).

	
	 Develops and promotes a culture that fosters high standards of ethics and moral behavior.


	
	Organizational Performance

	Definition
	Understands the University and unit’s mission, strategic goals, the function of the specific work unit, and how it interacts with other units to serve the customer. Exhibits the ability to speak fluently with others using common University terminology.  Uses effective approaches for choosing a course of action or developing appropriate solutions and/or reaching conclusions.  Takes action consistent with available facts, constraints, and anticipated outcomes.  Feels empowered to make decisions and act in ambiguous situations.  Understands the impact and implications of decisions on the unit and/or University community.

Possesses and applies knowledge of appropriate policies and procedures for day-to-day management of the financial aspects of a program, project, or assignment.  Provides good stewardship of the University’s existing resources and identifies opportunities for more efficient operations.

Understands one’s discipline, (i.e. accounting, employee relations, computer programming, etc.) within the context of the organization’s mission and strategy.   Applies the practical application of the discipline to the needs of the operating unit.



	All
	Functions effectively under tight deadlines, heavy workloads and/or other pressures.

	
	Recovers quickly from setbacks.

	
	Responds quickly to necessary changes in strategy and practices.

	
	Effectively manages own time, including balancing work and personal life.

	
	Acts to align one’s own goals with the strategic direction of the unit/University.

	
	Uses University resources (i.e. time, money, equipment) responsibly.

	
	Understands the impact of one’s decisions on the unit’s finances.

	Leadership
	Executes appropriate business models for the efficient operation of the unit.

	
	Acts to align the unit’s goals with the strategic direction of the University.

	
	Considers return on investment when creating business cases.

	
	Participates in budget forecasting and staffing needs projections.

	
	Integrates cross-functional units/process work to make business area more productive.


	
	Customer Focus

	Definition
	Recognizes that every person with whom an individual interacts should be seen as a customer and treated as such.  Demonstrates concern for satisfying the customer by listening to and assessing the customer's agreed upon needs.  Develops and presents the customer’s interests in all matters.

	All
	Establishes rapport and credibility with customers.

	
	Talks to customers, internal or external, to find out what they want and how satisfied they are with what they are getting.

	
	Readily adjusts priorities and responds to pressing and changing customer demands.

	
	Serves as a customer advocate, proactively offering opportunities for improvement.

	
	Understands and is responsive to customer’s objectives and needs.

	Leadership
	Creates a culture of customer service within the operating unit.  
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