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          Management & Supervision

            Competencies & Behavioral Indicators 
        Evaluation Form


Employee Name: 
__________________________  Department: ____________________

Supervisor/Manager:
__________________________  Date:  _________________________

	1. No skill
	2. Knows about skill
	3. Has basic skill
	4. Confident with skill
	5. Can advise others










                Actual 
    Required
	Problem solving
Seeking new or different ways to solve a problem, weighing the benefits and risk involved with any particular solution
	___
	___


	Creativity
Using innovative thinking and operating effectively in an unstructured environment
	___
	___


	Empowerment
Being willing to use your authority to make a decision and be responsible for the results
	___
	___


	Computer Literacy
Understanding the hardware terminology and functions of a computer, and the software application programs that go with it
	___
	___


	Decision Making
Making timely and effective decisions, while considering both short and long term implications
	___
	___


	Delegation
Assigning task responsibility and authority to others
	___
	___


	Leadership
Providing coaching and direction to subordinates, peers and internal/external clients
	___
	___


	1. No skill
	2. Knows about skill
	3. Has basic skill
	4. Confident with skill
	5. Can advise others


    Actual 
    Required
	Listening
Actively encouraging open communications, recognizing and interpreting non-verbal behavior
	___
	___


	Negotiations

Securing win-win agreements while successfully representing a special interest in a decision
	___
	___


	Presentation

Presenting information orally so that an intended purpose is achieved
	___
	___


	Organization / Planning
Establishing meaningful priorities which incorporate objectives and strategic plans; making effective use of time, human and equipment resources
	___
	___


	Resistance to Stress 
Maintaining stability under stress, opposition an changes; handling crisis without transmitting pressure to others
	___
	___


	Team Orientation
Building co-operative relationships; inspiring commitment to common goals
	___
	___


	Writing
Preparing written material that is appropriate for the audience, is creative and accomplishes its intended purpose
	___
	___


	Financial
Understanding monetary concepts which affect a business
	___
	___


	Professionalism
Inspiring confidence through using one's personal abilities to get the job done
	___
	___


	1. No skill
	2. Knows about skill
	3. Has basic skill
	4. Confident with skill
	5. Can advise others


    Actual 
    Required
	Career Planning
Formulating goals for what you want to achieve in your working life
	___
	___


	Product Knowledge

Informing customers of products and services available to meet their needs
	___
	___


	Customer Focus

Dealing effectively with the needs and expectations of customers to achieve total customer satisfaction
	___
	___


List and rate here other skills which you have and feel are important.....
	 ___________________________

	___
	___


	 ___________________________

	___
	___


	 ___________________________

	___
	___


	 ___________________________

	___
	___


	 ___________________________

	___
	___


	 ___________________________

	___
	___
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