Human Resource Services

Career Banding

Competency
Assessment

Training



Career Banding Refresher

A new human resources system that
affects the way we classify jobs and the
way we pay, promote, evaluate and
develop employees

Consolidation of classification titles into
bands

Pay based on current market rates

Management in conjunction with HR
approves promotions, sets pay, and
promotes career growth



Banded Classes

*Example:

Operations and Skilled Trades Job Family

Banded Classes

|

Facility
Maintenance
Supervisor

Banded Classes l

| }

Facility Facility
Maintenance Maintenance
Tech- Tech-
Mechanical Building

Vehicle/
Equipment
Operator

Vehicle/
Equipment
Repair Tech

Vehicle/
Equipment
Repair Super.




What are competencies?

Competencies are the observable and
measurable set of:

« knowledge
o skills
o abilities
that are necessary to perform the job.



Contributing Competencies

KS A

 Knowledge, skills, and abilities
that are minimally required for
an entry level employee in the
band.

* Apprentice



Journey Competencies

Fully applied body of knowledge,
skills, and abilities required for the

band.
Journeyman



Advanced Competencies

* The highest or broadest scope of
knowledge, skills, and abilities required
In the band.



Competency Profile

ASU creates profile for each banded class
Profiles available on HRS Website
Use OSP Spec as model/guideline

—unctional Competencies--description at each
evel----Contributing, Journey, Advanced

Description of Work—Description of work to be
nerformed as It relates to each competency
evel.




Competency Profile --- Role --- Facility
Maintenance Technician, Building Trades

ROLE DESCRIPTIONS BY COMPETENCY LEVEL

CONTRIBUTING

JOURNEY

ADVANCED

Facility Maintenance Technicians at this level

are generally semi-skilled helpers in a
particular trade area. Positions may
perform more than one trade but any trade
performed should be at the semi-skilled
contributing level.

Facility Maintenance Technicians at this level

are generally fully functioning specialists
in a particular trade area. In addition to
journey level tasks, positions are expected
to be able to perform all contributing-
level work in the assigned trade.

Positions may also perform more than one
trade at either the contributing or journey
level, but must perform at least one trade
at the journey level.

Facility Maintenance Technicians may not exist

at this level in all single-trades areas or at
every organization. The advanced level
may be achieved by positions performing
multiple trades at the journey level on a
regular basis and/or performing a lead
worker role over multiple journey-level
trades areas. Lead workers generally
oversee other journey-level technicians on
a regular basis; ensure that journey-level
technicians have sufficient resources to
complete jobs; provide input into
performance management and
competency assessments; and make
custom drawings, schematics, designs,
and cost estimates. Advanced level
technicians may also have other higher-
level administrative responsibilities which
do not necessarily require technical
knowledge beyond the journey level, but
may be accounted for with other
competencies.




Competency

Contributing

Journey

Advanced

Problem Solving

Identifies facilities-related
maintenance problems and
implements standard courses of
action to resolve problems within
established project timeframes and
administrative and technical
requirements. May involve
supervisor when dealing with non-
routine issues to determine most
appropriate course of action.
Solves problems of limited
complexity or refers to appropriate
skilled technicians.

Identifies facilities-related
maintenance problems that
require in-depth analysis, and
identifies options for solving
those problems. Solve unusual
facility maintenance problems
that require the application of
journey level trades knowledge
and determines the most
effective and efficient course of
action. Gathers and
analyzes/interprets information
to better understand the nature of
the problem. May seek input
from subordinates, peers, and/or
managers in the decision-making
process in order to solve the
problem. Evaluates options and
chooses appropriate action by
considering potential outcomes.
Makes sure that problem is
appropriately addressed.

Anticipates and proactively
pursues facilities-related
maintenance issues and/or
problems. Recognizes inherent
problems with procedures and
practices and makes suggestions
for improvement. May include
management, peers, and
subordinates in the decision-
making process to gain the
support and acceptance of all
parties.

Attention to Detail

9/06

Follows instructions through
standard work-orders for assigned
tasks. Performs routine or
repetitious tasks completely and
accurately. Checks work for
mistakes before completion of
tasks. Compares finished work to
what is expected. Seeks approval
of supervisor based upon
complexity of task completed.

Ensures all work meets and/or
exceeds applicable codes and
standards. Checks and re-checks
work prior to, during, and after
completion. Ensures that all
parts of a project/task are
completed. Uses appropriate
record keeping methods.

Checks and re-checks work of
others considering accuracy
with respect to standards and
codes. Considers options and
details that are not obvious.
Troubleshoots total systems.
Integrates highest quality
control standards into work.




Competency

Contributing

Journey

Advanced

Coordination — Work

Understands objectives and
priorities related to
activities and tasks in
order to follow plans and
scheduled projects.
Recognizes and obtains
required equipment,
materials, and tools that
are needed to do the job.
Accomplishes tasks within
established timeframes.
Understands
obstacles/roadblocks, by
following prescribed
processes to ensure timely
task accomplishment

Determines project/assignment by

breaking them down into tasks.
Sets objectives and prioritizes
activities and tasks, adjusts
priorities when appropriate.
Takes advantage of available
resources (personnel, processes,
departments, and tools) to
complete work efficiently.
Anticipates obstacles/roadblocks
and prepares alternative plans to
ensure timely task
accomplishment. Uses time
effectively and does not let
distractions interfere with
completion of the job/project.

Identifies critical and less critical

activities

and tasks, develops

timelines and milestones. Sets
objectives and clearly prioritizes

activities
priorities

and tasks, adjusts
when appropriate.

Allocates appropriate resources
and time for completing own and
other’s work; avoids scheduling

conflicts.

Communication

States message in a clear and
effective manner; listens
to others. Ensures that
information gets to the
right person within the
agreed upon time frames.
Uses appropriate language
that is easy for others to
understand.

Clarifies the purpose and importance of

directives, instructions, and
messages; presents information in
a clear and concise manner.
Seeks input, listens, and checks
for mutual understanding; asks
for and provides clarification as
needed. Explains purpose and
procedures of facilities
maintenance projects in language
easily understood by the
customer.

Persuades and negotiates to build rapport

when establishing goals and
objectives for facilities
maintenance projects. Assesses
and weighs the impact of the
message on the organization or
customer, including regulatory
implications. Advises and consults
with others to ensure accuracy and
appropriateness of codes,
instructions, policies, procedures,
rules, regulations, laws, etc.,
related to facilities maintenance.
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Pay Factors:

Financial Resources
Appropriate Market Rate
Internal Pay Alignment

Required Competencies
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Management’'s Role

e Ensure career banding concept Is
communicated to employees

 Evaluate employee’s initial
competency level

e Evaluate competencies on an on-
going basis



Management’s Role (cont’d.)

* Provide Salary Decision Wksheet and
Compentency Assessment for each
band/level placement and all salary
changes.

o Establish career development plans and
coaching that should enhance an
employee’s contribution to the
organization’s success.

* Apply pay factors equitably.




Assessing Competencies (KSA)

How to Assess Functional
Competencies



\ Competency Assessment

o Step 1. ldentify competencies

For each competency...........

— Step 2. Define expectations (use profile)

— Step 3: Write assessment

— Step 4: Determine level for each competency
CJA

—Step 5: Determine overall level --Average




Step 1 — Identify Competencies

e Consic

er what is required for each position

Client/Ci

Competency titles

competency profile

and others. Identifies and informs supervisor of
potential safety problems. Warns others of
potential

hazards. Uses appropriate protective equipment

following established protocols. Incorporates
accident

vention and corrective measures in work

related

listed in the

unsafe work practices. Demonstrates to

employees

and others, safe ways to perform job tasks or
the use

of equipment. Informs supervisor of unusual
safety

concerns and makes recommendations for
resolution.

Determines appropriate protective equipment
based

on established standards. Regularly assesses
site and

shop operations for safety

Competency Contributing Journey Advanced
Safety and Health Performs tasks and duties safely to avoid danger Identifies and resolves potential safety Regularly assesses safety conditions;
Compliance to self problems and identifies, communicates, and

implements

accident prevention and corrective

measures in work related activities.

Enforces appropriate post-emergency

procedures. Anticipates safety issues
and

takes proactive steps to maximize
safe

operations and measure the
effectiveness

of action.

mer

Service

requests

within established parameters and time frames.

Performs work in the least disruptive manner
possible

to customers. Demonstrates courteous actions
and

follows the organization’s established protocol
for

customer service.

Identifies options, develops solutions, and
takes

action when responding to customer requests.

Satisfies individual customer requests while

balancing multiple priorities. Assesses or
checks

with customer to ensure solution meets request.

Develops effective working relationships with

internal/external customers (vendors,
subcontractors,

etc.) that further the work unit’s goals.

Reviews customer requests and seeks
clarification as

needed.

Identifies and resolves trends and
work

issues that impact service delivery to

groups or individual customers.
Makes

recommendations to improve service

delivery based on customer
feedback.

Makes recommendations to
streamline

processes/procedures, remove
barriers,

and link resources for efficient and

effective customer service. Develops

creative, alternative solutions to
respond

to complex service needs.




Applicant/Employee Name: Date of Competency Assessment:

ASU Employee Very Important

Supervisors Name: Position Title: (Employee)

Employee’s Role Description (Description of Work from Band Specification):

Core Competency Demonstrated Knowledge, Skills and Abilities Supporting Level Assignment Level
. A bl
Teamwork ij List Core competency Unacooptable
title here.
ASU FORM

Acceptable
Unacceptable
9/06 18




Functional Competency

Demonstrated Knowledge, Skills and Abilities Supporting Level Assignment

Level

Attention to

Detalil i

List functional
competency title here.
ASU FORM

Contributing
Journey
Advanced

Contributing
Journey
Advanced

Contributing
Journey
Advanced

Contributing
Journey
Advanced

Contributing
Journey
Advanced

9/06

Contributing] 9
Journey
Advanced




Step 2 — Define Expectations
Using the profile

« Consider your expectations for the position—what
work and level of skill are needed?

« Use the approved competency profile to describe
expectations.

Language for

Language for

Language for

Contributing Journey Advanced
Expectations Expectations Expectations
\ £ \ \
Competency Contributing Journey Advanced\/
Attention to Follows instructions through standard | Ensures all work meets and/or Checks and re-checks work of
Detail work-orders for assigned tasks. exceeds applicable codes and others considering accuracy

Performs routine or repetitious tasks
completely and accurately. Checks
work for mistakes before completion
of tasks. Compares finished work to
what is expected. Seeks approval of
supervisor based upon complexity of
task completed.

standards. Checks and re-checks
work prior to, during, and after
completion. Ensures that all
parts of a project/task are
completed. Uses appropriate
record keeping methods.

with respect to standards and
codes. Considers options and
details that are not obvious.
Troubleshoots total systems.
Integrates highest quality
control standards into work.




Step 2 — Define Expectations cont’

Add or change language to make your description
relevant to the position. Be specific when possible.
Makes expectations easier to understand and explain
to the employee.

Description of o _ »
e >Descr|pt|on: This position ensures all work meets and/or

competency exceeds applicable carpentry codes and standards. Checks
demonstration and re-checks work prior to, during, and after completion.

— Attention to Ensures that all parts of a project/task are completed. Uses
Detail (Journey appropriate record keeping methods.

Level)




Step 3 — Write Assessment

* Write an assessment of the current employee In the
Stency position.

ement _ o Describe employee’s competencies in a way that
addresses the requirements found in the competency

profile.

Description: This position ensures all work meets and/or
exceeds applicable carpentry codes and standards. Checks and
re-checks work prior to, during, and after completion. Ensures
that all parts of a project/task are completed. Uses appropriate
record keeping methods.

Assess Employee

'A Jim Smith is responsible for quality control for his own work as
well as the work of all other carpenters due to his extensive
knowledge of standards and building codes. Within the scope of
finish carpentry, Jim considers details that are not obvious and
exhibits superior levels of craftsmanship.




Step 4 — Assess Each Competency

Functional Competency Demonstrated Knowledge, Skills and Abilities Supporting Level Assignment Level
Attention to This position ensures all work meets and/or exceeds applicable
Detail carpentry codes and standards. Checks and re-checks work prior
to, during, and after completion. Ensures that all parts of a
project/task are completed. Uses appropriate record keeping
methods.
Contributing
Jim Smith is responsible for quality control for his own work as well Journey
as the work of all other carpenters due to his extensive knowledge Advanced
of standards and building codes. Within the scope of finish
carpentry, Jim considers details that are not obvious and exhibit
superior levels of craftsmanship.
Contributing
Journey
Advanced
Contributing
Journey
Advanced
Contributing
Journey
Advanced
9/06 Contributing2 3

Journey
Advanced




Step 5 - Determine Overall Level

Place competencies in priority order.

Overall level = majority of individual Functional
Competencies- an average

Exception - if one or more Functional
Competency is more critical to the
organization, may carry more “weight” in
overall assessment. Explain and justify in
“Comments” section.

Indicate the date of any change to the
competency description/assessment,
competency rating and/or overall rating.



Expected Agency’s

Distribution

« Manage Work to Journey level
* Very few Advanced

Contributing

Journey

/N

e

Advanced




Performance Management

Duties and Primary Job Factors Performance Rating
Responsibilities :> Y (U, BG, G, VG, O)

4

Career Development Plan

Competencies:

Statewide |:'> Appalachian |:'> Overall Competency
Aggpted Assessment

(C,J,A)



PM Forms

e PM-3--- Is a combination of the old PM-1
and new Competency Assessment Form

Allows managers and supervisors to
assess each employee during the annual
appraisal and evaluate their performance

at the same time on the same form.

9/06
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PM FORM

PART I: WORK PLANNING - PM-3

Section I: Primary Job Factor/Competency and Performance Expectations

e @ ®) @ 5
Primary Job Expected Levels of Performance / Method(s) of Actual Performance / Annual Rating /
Factor/Competency Competency Expectation Evaluation Demonstrated Competency Level
Primary Job Factor Interim: Annual Rating:
‘Annual: T Ending Level:
Contributin
Competency Journe 9 E%
Initial Level: Advancgd 0]
Contributing [
Journey |
Advanced O
Primary Job Factor Interim: Annual Rating:

Competency

Initial Level:
Contributing [
Journey

Advanced []

9/06
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