 Critical Skills Assessment Model

___________________________________________________________________________________


	CRITICAL SKILLS
	Fails to Meet
	Occasionally Meets
	Consistently

Meets
	Consistently Exceeds


	Outstanding



	Knowledge of Work


	Inability to perform tasks in an accurate and sustained manner. 
	Awareness of required expertise to complete  basic job related tasks 

Assistance required
	Answers questions in the area of work promptly, accurately and with confidence 
	Proactive approach in learning, abreast of  industry trends, suggests process improvements
	Demonstrates process improvement, mentoring, and ability to train others. Builds business cases for ideas. 

Regarded as the “subject matter expert”  

	Flexibility


	Confrontational refuses to deviate from existing plans and processes
	At times meets change successfully, but is not supportive or is negative in reactions to change
	Welcomes challenging assignments.  Adapts to changing circumstances 

Uses new and varied approaches to get the job done.
	Rapidly and successfully responds to change on a consistent basis with a positive attitude.  Takes ownership of issues. 
	Sees change as an opportunity and aggressively embrace it.  Actively uses change as a catalyst for improvement both in the department and outside.

	Communication


	Is negative in communications with others

Unable to communicate effectively in written or verbal forms.   Poor listening skills. 

Volatile and reactionary 
	Display the ability to either write or speak effectively in most situations.  Some communications cause errors or problems  
	Expresses ideas clearly, both verbally and in writing.

Listens effectively, works to understand other’s thoughts and feelings.
	Effective an convincing

Consistently understood on both simple and complex issues. Active and intuitive listener promoting conversation and feedback without negative reactions.  
	Consistently develops rapport with anyone.  Seeks to understand others’ motivations.  Successful conflict resolution both in and out of the department.  Actively works to involve others in every discussion. 



	Teamwork


	Unable to work with others on a common task.

Conflicts with others in routine tacks
	Displays a some negative attitudes when working with others within and outside of EVS. 

Ineffective in resolving problems due to personality issues
	Integrates personal results and achievements with work group and organizational objectives.  Resolves conflicts quickly and effectively in a positive manner.
	Consistently volunteers to assist teammates Always attacks the problem and not people. 

Develops the teamwork skills of others

Freely shares information  
	A teambuilder of both internal and external.  Always subordinates self interest to the needs of the team. Prevents escalation of situations by building consensus and resolution of conflicts 

	Self-Initiative in Development


	Inability to recognize the importance of enhancing knowledge in existing work environment.
	Seeks  training and external job related info from time to time in an attempt to learn more about improving job knowledge
	Takes the initiative in participating in developmental activities that enhance skills related job responsibilities and effectiveness
	Excels in consistently learning more about his/her job while applying that knowledge in perfecting job skills for the present and the future
	Aggressively obtains and reviews external sources of information to learn new skill sets at low or no cost to the organization.  Shares information and presents ideas effectively with the team

	Focus on Results


	Does not identify and target requirements for a positive outcome on a related job or task
	Reviews project status and job activities periodically to analyze possible outcomes
	Does what it takes to achieve the desired outcomes
	Regularly reviews and analyzes probable outcomes of projects and tasks in various stages to determine whether the desired outcome will be achieved – and reacts accordingly   


	Always implements projects and tasks consistently  Aggressively altars direction to ensure the desired outcome of each is ensured

	Planning


	Inability to organize activities and prepare adequate courses of action to complete those activities
	Periodically identifies required tasks with their related requirements for completion prior to target due dates
	Maintains a long-range orientation  Develops objectives for self and others  Develops contingency plans  

Revised priorities as needed
	Persistently and diligently identifies short and long term goals and incorporates them into daily activities  
	Efforts go beyond the identification of both short and long term goals on a consistent basis by targeting weekly accomplishments 

And enhancements for the future

Capitalizes on  and shares 

“Lessons Learned”

	Decisiveness


	Avoids making difficult decisions Inaction in tough situations Reluctant to make decisions when there is conflict
	Sometimes, does not act quickly using the information available 

Fails to ask for input in sensitive situations 

Does not explain reasoning behind decisions 
	Makes routine decisions quickly  Executes decisions under pressure 

Shows a willingness to take risks in decision making  

Alters actions based on changing conditions 
	Ability to sort through the complexities of an issue  

Uses experience to separate critical facts from less important information  Effective in moving decisions forward  

Makes an effort to solicit team input, but is able to make effective decisions when opinion is split while maintaining team cohesion
	Sorts through the complexities of an issue to make the best possible decision 

Doesn't hesitate to consult others for their expertise  

Ability to gauge priorities and makes timely decisions  

Considers team input, but does not hesitate to make a decision when opinion is split  

Explains the decision to all team members and addresses the concerns 

Smoothly transitions new decisions in to action items

	Leadership


	Inactive role in discussions 

Sets ill defined or varying standards Reluctant to support new policies 

Criticizes team members 

Does not confront tough issues directly   Exhibits poor support of management 
	Supports only those issues of individual interest 

Does not play a role in determining the group's focus and direction  Backs changes in  policy, but is unable to get others to support change    Rarely communicates unpopular decisions
	Motivated and influences others to achieve objectives to personal achievement  Enhances organizational performance through personal impact
	Approaches new challenges with enthusiasm Makes a strong case for ideas    Sets clear goals Able to develop a clear focus and direction   Effectively communicates and reinforces key goals  Understands and is outwardly supportive the  key goals  Motivates and encourages others


	Effective coach and mentor  Leads by example 

Uses personal dedication and passion to get others motivated and moving in the same direction  

A mentor who knows how to motivate others. Develops and articulate personal vision 

Sets ambitious goals 

Sets clear expectations with established measurements and deadlines  

Develops ambitious goals and well-thought-out strategies for leading the company into the future 

Facilitates teaming Tackles tough issues head-on

	Resourcefulness


	Does not use available resources   

Does not take the initiative to assume added work  

Not an equal team contributor  Has a tendency to stick to routines 

Rarely acts independently
	Does not aggressively pursue problems or does not see through to completion 

Does not create opportunities to contribute  Rarely make independent decisions  

Does not use resources to full potential
	Uses human, financial, and technical resources to achieve organizational objectives and enhance performance
	Identifies key issues and moves quickly to resolution Identifies new opportunities for improving productivity, streamlining procedures, and improving speed and quality of work  

Takes a broad view of responsibilities  A self-starter who requires little direction
	Aggressively networks with other MCI BU to develop a virtual resource pool  

 Always ready to handle problems inside and outside typical area of responsibility   Shows tremendous initiative and drive in pursuing the best opportunities 

Consistently looks for new ways to make a contribution to the company  

	Innovation


	Unable to identify a variety of possible solutions  Myopic approach to problem solving
	Fails to look at all options when dealing with difficult problems Disregards alternative solutions
	Discovers new approaches/ solutions to business solutions
	Consistently offers new ideas and innovative solutions to problems  Always looking for ways to do things faster and better  

When faced with a challenge considers many factors and uses both own experience and other opinions to develop the best solution
	Consistently generates new ideas and innovative solutions, which have measurable results  Creativity helps gain insight into challenging problems and come up with highly effective solutions  

Makes it a priority to develop more than one solution to each problem, and thinks through all the pros and cons of different choices 

Final success measured by actions taken



	Workload

Management


	Fails to meet deliverable dates    

Does not keep manager informed of missed deadlines
	Unable to involve others in production and processes effectively 

Does not keep other appraised of problems that may effect deliverables 


	Establishes well-defined goals and milestones  

Well organized and able to make adjustments to meet individual and departmental goals as needed
	Sets up well-defined project goals and reaches milestone events consistently.  Uses universally accepted measurable to communicate goals to all team members
	Broad based scope of responsibility i.e., Team Lead 

Strives for continual process Improvement 

Skilled Multi-tasker 

Always sets realistic in goals and deadlines  

Communicates clearly to the team and is sure to clarify goals

Anticipates delay or problems and creates contingency plans to address them  



	Business Understanding


	Does not take advantage of opportunities to accomplish tasks more economically  Not aware of costs and does not show a willingness to find more efficient ways of reaching goals
	Does not utilize resources effectively  Ineffective at managing budget constraints
	Aware of the need to keep spending aligned with overall goals and priorities 


	Very careful protect assets 

Consistently make effiencent use of resources 


	Very careful protect assets 

Consistently make effiencent use of resources



	Interdepartmental

Cooperation
	Lacks balance and may take on more work than can adequately handle.  

Refused to delegate tasks that could be completed much more quickly by someone else.

Or

Displays a significant lack of cooperation. “Not my job”  attitude
	Resists appropriate delegation.

Negative communications about individuals instead of addressing the issue 

Practices "finger pointing" and placing blame rather than “let’s fix it” attitude.
	Works well in groups. 

Asks for ideas and offers independent and maintains good relations with everyone in the group.
	Focuses on team goals and prioritizes own work to make sure those goals are met.  

Resists the temptation to work on "pet" projects if they don't advance team goals, and is always there to help others meet deadlines.
	True team player who is selfless and ready to help others.  

Prioritizes own work based on team goals and never works on "pet" projects that don't contribute to the team.
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