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COMPETENCIES FOR PROFESSIONAL, NON-SUPERVISORY POSITIONS 

Communication 

Self-directed/Autonomous/Accountable 
Problem Solving 
Technical/Professional/Strategic Skills 
Creative/Innovative 
 

COMMUNICATION 

Clearly conveys and receives information and ideas to individuals or groups.  Invites and constructively responds to 

feedback.  Keeps others informed as appropriate.  Demonstrates effective written, oral, and listening skills.  Maintains a 

positive attitude consistently, despite difficult or challenging circumstances, and communicates positively when working 

with others. 

Exemplary Performance:  Communications are consistently error free, have a positive, professional tone, and are 

presented with the needs and expectations of the audience in mind. 

Below Target Performance:  Fails to listen and share feedback.  Communication is unclear, disorganized and they have 

difficulty expressing their thoughts.  Fails to communicate or share important information.  Consistently has negative 

tone or attitude when communicating with others. 

SELF-DIRECTED/AUTONOMOUS 

Works well and achieves results with little or no supervision and few directions. Internally motivated; does not require 

support of peers or a team to complete tasks.  Sets timelines and goals for self.  Holds self personally accountable to 

keeping commitments and achieving results.  Takes personal responsibility for dealing with and/or correcting customer 

service issues and concerns.  Keeps supervisor informed of progress, issues and potential problems.  

Exemplary Performance:  Consistently goes the extra mile to satisfy demand within the scope of own skills and 

authority. Effectively manages an efficient operation within a set budget.  Assembles and leads teams to achieve 

established goals within deadlines.  Collaborates with internal and external stakeholders to proactively solve issues or 

problems. 

Below Target Performance:  Does not hold self accountable to keeping commitments and making deadlines.  Does not 

keep others informed of progress.  Needs supervision to achieve results.   

PROBLEM SOLVING 

Sees and is able to define problems and find causes.  Owns the problem until resolution.  Finds workable solutions or 

works with other resources to resolve the issue.  Proactively implements solutions and changes as needed to keep small 

problems from becoming big problems.  Looks beyond the obvious and doesn’t stop at the surface symptoms.   
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Exemplary Performance:  Always looks beyond the obvious and doesn’t stop at the first answers.  Personally follows up 

with the customer to ensure that the problem is resolved.  Once a problem is uncovered, he/she works with internal or 

external resources to ensure the issue doesn’t happen again.  Anticipates problems and makes recommendations of 

how processes or issues can proactively be resolved.  Works to find root causes and doesn’t just focus on the symptoms 

and superficial causes.  Involves customers or stakeholders when generating new solutions or alternatives.  Holds self 

personally responsible for ensuring new solutions are implemented successfully.   

Below Target Performance:  Jumps to conclusions without exploring options to resolve the problem.  May be a fire-

ready-aim type.  May miss the complexity of a problem and force-sit it to what he/she is most comfortable with.  

Responds quickly without full follow-through or analysis to get it off of his/her desk.  May be stuck in the past and what 

worked before; cannot think creatively to resolve problems in different or innovative ways.   

TECHNICAL SKILLS 

Possesses and uses knowledge that specifically relates to the job at hand.  Demonstrates mastery of required job-related 

knowledge and mastery in performing essential job requirements.  Takes specific action to maintain or expand 

knowledge, skills and expertise.  Understands this industry, its standards, practices and processes.   

Exemplary Performance:  Understands all work procedures and methods.  Continually learns new tools and skills and 

teaches others.  Anticipates and acquires skills before they are needed.  Adapts well to technological developments 

relevant to his/her area. 

Below Target Performance:  Retraining needed.  Does not have skills or lack of use has eroded skills.  New technology or 

advancements have surpassed existing understanding. 

CREATIVE/INNOVATIVE 

Generates and/or recognizes imaginative or creative solutions.  Is open-minded.  Models and encourages constructive, 

non-traditional thinking.  Demonstrates initiatives and the ability to find information or solutions needed for 

assignments or projects.  Develops new and unique ideas.  Is open to new ideas from others and can see problems from 

anothers’ perspective.   

Exemplary Performance:    Recognizes, encourages and employs the creative capacity of others.  Encourages and 

supports a culture that is open to alternatives and non-conventional thought.  Leads change efforts to improve the 

organization and department.  Creates new ideas to address old problems. 

Below Target Performance:  Prefers to use the tried and true of the past.  Avoids risk and doesn’t seek to try something 

new.  May dampen the creative initiative of others and/or criticize change.  Unable to view things from a different 

perspective.  Does not offer any new ideas or encourage new ideas from others.  


