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[2 Feedback - Self Assessment on 11 October 2016 ~

Feedback on the Self Assessment of Betawerk Beheer

Feedback and guidance is given with reference to professional development offers and good practices. These
professional development offers support teachers, trainers, mentors and other educators working with NEETs to
develop and grow. Effective continuing professional development (CPD) raises standards in your schools. Excellent
CPD shifts practice, gives constant support and reinforcement, and is the key to sustaining change. It helps to
realise your own potential and improve the life chances of all the children, young people and adult learners you work
with. The goed practices section provides hands-on tools for werking with the NEET-group: tools for ice-breaking
activities, to improve social competencies, to learn foreign language and to support budget keeping are examples
of good practices present.

Your results

Based on your assessment feedback and guidance is given. As part of your own development, please invest in your
competences. Of course you can invite your colleagues to peer-assess your results and encourage them to starta
self-assessment yourselves. In your feedback and guidance report you are directed to good practices when working
with NEET-learners and to professional development offers for teachers/trainers. With these examples you are
invited to invest in your professional development. If you have any worthwhile alternatives, please upload them on
secondchanceeducation.eu

Feedback on your Self Assessment

Recommendations based on your self assessment:

m Output 1.1
When managing your work and resources, the results show that you already master your own environment.
Your work and resources are properly managed and when you are unsure about priorities you seek guidance
Based on your assessment the advice is given to invest more in this area: for example follow professional
developments offers like Cemmunication training and conflict solving strategies and Coaching and Mentoring
Skills for School Team Leaders

Outcome 2.1

When you deliver your teaching and training, you put the learner's needs central. Also you put effort to
innovate and make the learning offers mare flexible. You might want to validate your results by uploading
evidences and requesting peer-assessments. The professional development offer Being an Effective Mentor,
Getting the Best out of Your Students might support you further. Also the good practice SMentoring
Programma Friesland might be of interest. »
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& Peer assessment

Peer feedback may be valuable in relation to assessment processes. Help your peers by using your own
expertise to assess the questionnaire(s). Exchange with other practitioners, share your examples, give your
comments, show your point of view - commit to improving of second chance education.

Below, there is a list of Assessments opened for review. To start your review, choose one of the assessments,
then click on: ‘Review’. After finishing click on: ‘Add review'.

Assessments open for review

Sabine Brautigam )

\ 22 August 2016 1 review
Aleksandra Cigglewicz-Wachowiak )
1 September 2016 O reviews
Danuta Waszak )
1 September 2016 O reviews

Sylwia Rakowska-Chodnicka )
6 September 2016 O reviews

Sekcjad ot ycz Nca oc ephtformez aj e mi
www.secondchanceeducation.eu/validation-assessment/
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Z at g clzKwestkonariusz oceny kompetencji(w j ezy ku J)ang
QUESTIONNAIRE

PART I. Your information (field, target group, general activities)

1.1. Name

1.2. Country (please tick applicable)

Austria
Belgium
Bulgaria
Croatia

Cyprus

Czech Republic
Denmark
Estonia

Finland

France
Germany
Greece
Hungary
Ireland

Italy

Latvia
Lithuania
Luxembourg
Malta

The Netherlands
Poland

Portugal
Romania
Slovakia
Slovenia

Spain

Sweden

A The United Kingdom
AOther (please specify) éééé

>t I>2 I>1 T>1 T2 T > T T T T I I T T T T T T T T T

1.3. Professional branch (please tick applicable, more than one answer is possible)
A Second chance education
A School education (pre-primary, primary and secondary education)
A Youth field
A Vocational education and training
A Adult education
A Higher education

AOt her (please specify) éééeé

1.4. Profession (please tick applicable, more than one answer is possible)
A teacher
A trainer
A social worker/counsellor
A mentor
A other
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PART Il. ASSESSMENT FOR PROFESSIONALS WORKING WITH NEET-LEARNERS

OUTCOME 1. MANAGINQGORK AND RESOURCES: Objectives are achieved and quality standards
and deadlines are met

LYRAOIFG2NI Mo pléaSyckig 2 NJ Ay3a L X
A Take responsibility for own actions
A Keep track of several activities simultaneously and make sure everything is progressing
A Ensure systems are in place for project planning and progress monitoring
ACan identify the organisationds business focus
objectives

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE

Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

Indicator 2. Considering procedures and regulationgléase tick)
A Follow relevant procedures, for example financial management procedures and work within
organisation/institution policy and guidelines on equal opportunities
A Consider the health and safety implications of tasks for self and others before work starts and acts to
minimise any risks
A Consider the wider implications of activities and regularly review and manage risks
A Lead by example when incurring expenditure and managing business relationships and risks. Also |
promote and enforce financial and management controls to deliver business priorities.

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

ggg;‘s:fgryogzmme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
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LYRAOIG2NI o® Ly Opléastice¥ O2YLX SE GlFajas L X
A Seek guidance when priorities conflict or are unclear
A Break down complex tasks into a logical sequence of activities and sets milestones. Further | delegate to
match resources to priorities and shift resources to reflect changes in priorities
A Negotiates for the resources needed to deliver the outcomes
A Identify and use a range of evidence sources

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

L)/IV?)\CV)I- G§2NJ no 2 KSy fpRabEtick)y 3 2y | LINE2SOGE L X
A focuses on the task in hand and am not easily distracted
A think ahead to spot problems and put contingency plans in place
A ensures systems are in place for project planning and progress monitoring
A Use project and programme management techniques to ensure results are delivered and that identified
business benefits are achieved.

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

OUTCOME 2. COMMITMENT TO PROVIDING A SERVICE: Effectivectigericesdchieved to
meet customer needs

LYRAOFG2NI p® 2 KSypledsetidkpzLJLI2Z NI | b99¢>X L X
AAdapt my support to the learnerEs needs.
AFollow up my support and ensure the |l earner Es sati
ADeal with conflicts constructively and evaluate | e

A Use feedback from learners, staff and stakeholders to improve my support

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

ggg:s:fsryoﬁrzmme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
of the European Union  realizowany jest przy wsparciu finansowym Komisji Europejskiej. Niniejsza publikacja odzwierciedla jedynie stanowisko jej
autoréw a Komisja Europejska nie ponosi odpowiedzialnosci za umieszczong w niej zawartos¢ merytoryczng. Umowa 10
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Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

Indicator6® L FSStx L X
A Contribute with ideas and suggestions to improve services
A Question working practices that do not need to be there
A Encourage innovation and considered risks
A Am able to hold a firm line and convince learners and colleagues when | think a better support can be
offered

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

OUTCOM 3. WORKING COLLABORATN\HdOYie with diverse talents work together to achieve a
shared goal

Indicator7® LYy Y& 2 NXplagekidk)l GA2Yy L X
A Keep colleagues informed of developments or problems in good time for them to take action
A Build links with other teams
A Promote collaborative working across organisations to meet learner needs
A Build and maintain strong and productive relationships with stakeholders

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

Indicator 8@ L | Yy 2(Pleaé il X

AMy own objectives fit in broader activities &
A Pressures are affecting others and adapt my own demands accordingly

A To work to strike a balance between a range of stakeholder expectations

A To work across traditional boundaries to achieve shared goals

ggg:s:fsryoﬁrzmme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
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autoréw a Komisja Europejska nie ponosi odpowiedzialnosci za umieszczong w niej zawartos¢ merytoryczng. Umowa 11
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AFTER TICKING FIRST OR LAST TICK BOXMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

Indicator9. Inrespecti 2 Y& O2f(pleSse@JzSa L X

AAm willing to |earn about coll eaguesd jobs and tre
A Aware of the impact of own behaviour on others and adapt my behaviour to suit different situations and

circumstances

A Appreciate and value their input regardless whether | suits my professional view

A Encourage and support them to broaden horizons

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

OUTCOME 4. LEADING PEOPLE: People have a clear sense of direction and feel valued

Indicator 100 2 KSy &AK2gAy 3 (Medsetick I RSNAKAL) L X
A Protect health and safety of myself and any other people who may be affected
A Create opportunities for all staff to expand their roles and develop
A Create a climate where people feel at ease and are able to air problems and doubt
A Deal professionally with a range of people issues, including improving performance through coaching and
development, recognising and rewarding success, and dealing promptly with poor performance

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

ggg:s:fsryoﬁrzmme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
of the European Union  realizowany jest przy wsparciu finansowym Komisji Europejskiej. Niniejsza publikacja odzwierciedla jedynie stanowisko jej
autoréw a Komisja Europejska nie ponosi odpowiedzialnosci za umieszczong w niej zawartos¢ merytoryczng. Umowa 12
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Indicator 1d a & O2F OKAyYy 3 SEmdShEFkksy 0S4 Ay Of dzRS X
A To welcomes new team members and help them settle in
A To creates opportunities for all staff to expand their roles and to help deliver objectives and develop
potential
A To build a team containing complementary skills and approaches to work and communicat es t eamo s
overall purpose and each individuals contribution to achieving it
A To be visible, accountable, inspire trust and constant learns including the promotion of equality of
opportunity and diversity

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload

or (if applicable) give information about the evidence and place where it can be found

OUTCOME 5. DEVELOPING AND APPLYING EXPERTISE: People continuoualyddapelppheir
knowledge and skills, including job specific knowledge and skills, to their work

Indicator 12. When | take a look at my skills and competencespl@ase tick)
A Develop and apply my own portfolio of skills, knowledge and expertise
A Understand the relevance of myown and other relevant external organisations to own work
A Look for best practice inside and outside the organisation, and promote benchmarking and performance
measurement
A Ensure knowledge is accessible, is proactively shared and promote continuous learning

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

Indicator B® 2 KSy L R2y OO0 KIF @8 {pkBetitdBlj dzSa (SR SELISNI A &S
A Knows where to find the information to do the job
A Build networks with fellow specialists in other organisations
A Contributes to ideas for development and new applications of specialist skills in organisation/institution
work
A Ensure knowledge management strategy is set up in business delivery and performance management

ggg:s:fsryo;zmme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
of the European Union  realizowany jest przy wsparciu finansowym Komisji Europejskiej. Niniejsza publikacja odzwierciedla jedynie stanowisko jej
autoréw a Komisja Europejska nie ponosi odpowiedzialnosci za umieszczong w niej zawartos¢ merytoryczng. Umowa 13
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AFTER TICKING FIRST OR LAT TICK BOXUSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

Indicator 14. To develop my skills and knowledge, (please tick)
A Take steps to update and develop my own specialist knowledge and skills
A Understand the role of own profession/specialism in the work of the organisation/institution and looks for
opportunities to apply professional skills to produce a better outcome
AEnsure my own specialist stafféds continuous profes
maintenance of critical mass of specialist expertise to secure quality services needed
A Ensure knowledge is accessible, is proactively shared and promote continuous learning

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

OUTCOME 6. ANALYTICAL SKILLS AND CREATIVITY: The important issues are identified and creative
responses developed

Indicator 50 2 KSy L SELISNASYOSplebsetid YL SE aAaddza A2y s L
6 Identify the essential information needed to do the job
A Sift information and identify the important points to keep track of all the threads of an issue
A Identify and consider a range of options to resolve an issue and take decisions which are firmly based on
evidence
A Understand the validity, relevance and limitations of different sources of evidence

AFTER TICKING FIRST OR LAST TICK BOXMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

ggg:s:fsryoﬁrzmme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
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Indicator 60 ¢ 2 & 2f @S (pleasdtikP 6 f SY> L X
A Think beyond current circumstances and procedures drawing on past experience to think of new ways of
doing things
A Identify links between events elsewhere and my own area of work to think laterally when considering
issues
A Draw on collective experience of the team and the organization and encourage the use of creative thinking
techniques (eg, brainstorming; lateral thinking)
A Interprets and uses data to identify issues and develop out-of-the-box responses

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

OUTCOME 7. COMMUNICATING AND INFLUENCING: Messages are clear, persuasive and consistent
and ranges of views are heard

Indicator17® Ly Y& O2 Y Yukessdtick) A2y X L X
A Provide clear and concise verbal explanations and choose content and medium to suit the
audience/recipient and context
A Can explain complex and technical subjects in terms the layperson can understand
A Identifiy the interests of others in proposals and am persuasive in selling the benefits of proposals to them.
A Understand the importance of effective, joined up communication and actively engage with staff and
stakeholders to make it happen.

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE
Please briefly describe your personal experience

Add evidence
Search / Upload
or (if applicable) give information about the evidence and place where it can be found

Indicator18® 2 KSy L LJ NI A Ofplediselti®% Ay YSSdiAy3azr L X
A Listen and asks questions to check my own understanding and record key points and decisions in writing
as needed.

A Adopt a structured and planned approach to meetings and intervene at appropriate time and use listening
skills

ggg:s:fsryoﬁrzmme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
of the European Union  realizowany jest przy wsparciu finansowym Komisji Europejskiej. Niniejsza publikacja odzwierciedla jedynie stanowisko jej
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A Steer meetings to reach clear decisions or conclusions and use negotiation skills to achieve win/win
outcome where possible
A Apply communication and group dynamics techniques in order to have fruitful meeting

AFTER TICKING FIRST OR LAST TICK BOMSER CAN SEE

Please briefly describe your personal experience

Add evidence
Search / Upload

or (if applicable) give information about the evidence and place where it can be found

[Optional] Assessment by: (name, position)

View your assessment report!

ggg;‘ssfsryogémme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
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A quality standard framework for delivery

Delivering results
1 Managing work and resources
1 Commitment to providing a service

Delivering with others
1 Working collaboratively
1 Leading people

Delivering personally
1 Developing and applying expertise
9 Analytical skills and creativity
1 Communicating and influencing

The three levels correspond to the following grades:
1 Level 17 Administrators and equivalents
1 Level 27 Middle managers and equivalents
1 Level 37 Senior Managers and equivalents
1 Level 47 Assistant directors, directors and equivalents

The indicators are cumulative in that administrators and middle managers are expected to demonstrate the
indicators in levels 1 and 2, senior managers are expected to demonstrate the indictors in levels 1, 2 and 3 and
directors are expected to demonstrate the indicators in levels 1, 2, 3 and 4. The difference in assessing the
different levels comes from considering the behaviour in context. For instance, someone at level 1 will face
fewer competing priorities and a less complex work situation than someone at level 2, who will be expected to
display the same behaviours but in a more wider ranging and challenging circumstances.

Co-funded by the n . -~ - T . - -
Erasmus+ Programme Projekt DISCO (Rozwdj umiejetnosci cyfrowych nauczycieli itreneréw) (ang. Digital Second Chance Opportunities)
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Managing work and resources

Delivering results: Managing work and resources

Outcome: Objectives are achieved and quality standards and deadlines are met

Level 1

1. Takes responsibility for own actions

2. Focuses on the task in hand and is
not easily distracted

3. Pays attention to detail and accuracy

4. Seeks guidance when priorities
conflict or are unclear

5. Plans and manages own time
effectively

6. Follows relevant procedures, for
example financial management
procedures

7. Works within organisation/institution

policy and guidelines on equal
opportunities

Level 2

1. Keeps track of several activities
simultaneously and makes sure
everything is progressing

2. Thinks ahead to spot problems and
put contingency plans in place

3. Breaks down complex tasks into a
logical sequence of activities and
sets milestones

4. Puts in effort on all topics not just on

the interesting ones

5. Clearly defines tasks before work
starts

6. Delegates to match resources to
priorities and shifts resources to
reflect changes in priorities

7. Considers the health and safety
implications of tasks for self and
others before work starts and acts to
minimise any risks

Level 3

1. Ensures systems are in place for
project planning and progress
monitoring

2. Focuses on the delivery of outcomes

3. Considers the wider implications of
activities

4. Regularly reviews and manages risks

5. Identifies areas where own activities
can personally add value

6. Negotiates for the resources needed
to deliver the outcomes

7. Looks for opportunities to use IT to

improve quality of outputs and speed
of delivery

Level 4

1.

Can identify the
business focus and own contribution
to its financial and operational
objectives

Uses financial data to make
decisions, interpret trends, identify
risks and manage issues.

Ensures personal delivery against
plans and forecasts accurately.
Works to improve the value achieved
from people, budget and assets
Leads by example when incurring
expenditure and managing business
relationships and risks. Promotes
and enforces financial and
management controls to deliver
business priorities

Works with business experts and
stakeholders, and provides them with
routine or exceptional information as
required.

Identifies and uses a range of
evidence sources

Uses project and programme
management techniques to ensure
results are delivered and that
identified business benefits are
achieved.
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Commitment to providing a service
Delivering results: Commitment to providing a service
Outcome: Effective service delivery is achieved to meet customer needs
Level 1 Level 2 Level 3 Level 4
1. Contributes ideas and suggestionsto | 1. Shows determination to 1. Designs, manages and delivers 1. Uses feed back from customers, staff
improve services provide a quality service services to meet customer requirements and stakeholders to identify areas for
2. Keeps calm under pressure 2. Questions working practices 2. Measures service delivery in terms of continuous improvement and takes
3. Responds constructively and flexibly that do not need to be there customer satisfaction remedial action where necessary
to change 3. Follows up and through to 3. Deals constructively with conflict
4. Displays honesty and integrity ensure satisfactory outcomes 4. Is able to take and hold a firm line
4. Doesndt ignor e |5 Encouragesinnovation and considered

takes early action to resolve
them

risks and is supportive if honest
mistakes results

Co-funded by the
Erasmus+ Programme
of the European Union
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Working collaboratively

Delivering with others: Working collaboratively
Outcome: People with diverse talents work together to achieve a shared goal
Level 1 Level 2 Level 3 Level 4
1. Keeps colleagues informed of
developments or problems in good time 1. Builds links with other teams 1. Promotes collaborative working | 1. Builds and maintains strong and
for them to take action 2. Shares credit with all who contribute across organisations to meet productive relationships with
2. Knows how own objectives fit in to the 3. Understands the pressures affecting customer needs stakeholders ensuring that the
broader activities others and adapts own demands 2. Includes stakeholders in project organization is respected and has a
3. I's willing to | earn accordingly teams, when appropriate good reputation.
and helps others 4. s aware of the impact of own 3. Focuses on long term quality 2. Works across traditional boundaries
4. Listens to others and considers their point behaviour on others and adapts own service delivery to achieve shared goals
of view in a positive/constructive way behaviour to suit different situations 4. Sets up systems to get
5. Treats all colleagues and contacts with and circumstances feedback from ultimate end
respect and appreciation regardless of 5. Explains the reasons for decisions, users
race, ethnic or national origin, nationality, especially for sa)]b Workstostrike a balance
age, religion, sex, gender identity, marital | 6. Develops clear service specifications between a range of stakeholder
status, disability, sexual orientation, for contractors when required expectations
working hours, union membership, union 7. Looks for opportunities to improve
office or union activity service quality or efficiency or to
6. Contributes to an environment in which reduce costs
difference and diversity are respected 8. Involves stakeholders at an early
7. Builds relationships with internal and stage in decision making when
external contacts and is aware of their appropriate
interests 9. Explains views to stakeholders® and
8. Is impartial and even-handed in all conveys stakehol d
dealings with contacts
9. Knows when to refer the matter to others
3 Stakeholders are individuals, groups and organisations who may be affectedby a j ob hol derdéds decisions and actions, they

customers, suppliers, interest groups and relevant sections of the community, inside and outside the organisation/institution.
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Delivering with others: Leading people
Outcome: People have a clear sense of direction and feel valued
Level 1 Level 2 Level 3 Level 4
1. Welcomes new team members 1. Creates opportunities for all staff to expand 1. Identifies and develops potential 1. Understands , communicates and
and helps them settle in their roles and develop in all staff focuseson theor gani sat.i

2. Identifies inequality and other
unacceptable behaviours and
follows up with suitable action

3. Protects the health and safety of
themselves and any other people
who may be affected by their
acts or omissions

4. Takes responsibility for own role
in performance management and
personal development

5. Contributes constructive upward
feedback

2.

10.

11.

12.

Coaches all staff to help deliver objectives
and develop potential

Supports long term career development,
beyond the current job

Involves staff in decisions about objectives
and working practices

Val ues and harnesses
and non-work experience

Encourages flexible working patterns and
practices

Is accessible and approachable and gives
staff frequent constructive feedback

Deals promptly, appropriately and effectively
with underperformance

Deals promptly, appropriately and effectively
with actionscont r ary t o the
diversity and equal opportunities policies
Recognises and responds to the different
development and support needs of all staff
by getting to know them as individuals and
what limits them and motivates them at work
Creates a climate where people feel able to
challenge unacceptable behaviour

Ensures that policies and procedures are
applied equitably

2. Creates a climate where people
feel at ease and are able to air
problems and doubt

3. Demonstrates strong leadership
consistently

4. Strives to build a team containing
complementary skills and
approaches to work

5. Communicates t
purpose and each individuals
contribution to achieving it

6. Shares information and promotes
upward and downward
communication/feedback

e a

strategy and priorities and ensures
peopl eds objecti vg
them

2. Deals professionally with a range of
people issues, including improving
performance through coaching and
development, recognising and
rewarding success, and dealing
promptly with poor performance

3. Promotes equality of opportunity and

diversity.

4. s not afraid to give difficult

messages to colleagues,
communities and other stakeholders,
and does so with honesty, courage
and realism.

5. Isvisible, accountable, inspires trust
and constantly learns
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Delivering personally: Developing and applying expertise

Outcome: People continuously develop and apply their knowledge and skills, including job specific knowledge and skills, to their work

Level 1

1. Develops and applies own portfolio
of skills, knowledge and expertise

2. Can use relevant IT software to do
own job

3. Is willing to embrace new ideas and
ways of working to improve service
delivery

4. Knows where to find the information
to do the job

5. Communicates specialist advice
simply and clearly

6. Takes steps to update and develop
own specialist knowledge and skills

7. Obtains more expert specialist

advice when appropriate

Level 2

1.

10.

11.

12.

Understands the relevance of own
and other relevant external
organisations to own work

Applies previous experience to new
situations

Develops ICT competence relevant
to work and to potential for
developing services

Encourages new ideas in others
Feeds back learning into improving
working practices and delivery
Knows when specialist advice is
needed

Contributes ideas for use of own
skills

Understands the role of own
profession/specialism in the work of
the organisation/institution

Looks for opportunities to apply
professional skills to produce a better
outcome

Makes judgements on the level of
specialist input and quality
appropriate to the task

Builds networks with fellow
specialists in other organisations
Takes responsibility for own
continuous professional development

Level 3

1.

Seeks out best practice inside and
outside the organisation, and
promotes benchmarking and
performance measurement

Creates a climate where people are
willing to put forward and listen to
ideas

Encourages managed risk taking and
expects learning to result

Contributes ideas for development
and new applications of specialist
skills in organisation/institution work
Takes account of the wider
organi sationds ne/¢
professional considerations with what
is achievable and affordable
Ensures own speci ;i
continuous professional development
needs are met

Contributes to maintenance of critical
mass of specialist expertise to
secure quality services needed

Level 4

1.

Ensures knowledge management
strategy is embedded in business
delivery and performance
management

Ensures knowledge is accessible, is
proactively shared and promotes
continuous learning

Continuously develops and applies
own knowledge and skills to enhance
the business and team
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Analytical skills and creativity

Developing personally: Analytical skills and creativity

Outcome: The important issues are identified and creative responses developed

Level 1

1.

Thinks beyond current circumstances
and procedures drawing on past
experience to think of new ways of
doing things

Identifies the essential information
needed to do the job

Level 2

1.

Identifies links between events
elsewhere and own area of work
Sifts information and identifies the
important points

Thinks laterally when considering
issues

Keeps track of all the threads of an
issue

Identifies and uses appropriate
analytical tools and statistics in
analysing issues

Level 3

1. Keeps a strategic view without losing
sight of the detail

2. ldentifies and considers a range of
options to resolve an issue

3. Takes decisions which are firmly
based on evidence

4. Draws on collective experience of the
team and the organisation

5. Encourages the use of creative

thinking techniques (eg,
brainstorming; lateral thinking)

Level 4

1.

Uses evidence to evaluate policies,
projects and programmes to support
continuous improvement
Understands the validity, relevance
and limitations of different sources of
evidence

Interprets and uses data to identify
issues and develop realistic
responses
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Communicating and Influencing

Developing personally: Communicating and Influencing

Outcome: Messages are clear, persuasive and consistent and ranges of views are heard

Level 1

1. Provides clear and concise verbal
explanations

2. Chooses content, and medium to suit
the audience/recipient and context

3. Written work is logically structured,
clear and concise using plain English

4. Uses correct spelling and grammar
with minimal jargon
Contributes to discussions/meetings
Listens and asks questions to check
own understanding

7. Records key points and decisions in

writing as needed

Level 2

1. Adopts a structured and planned
approach to meetings

2. Incorporates communications
aspects into workplans from the
outset

3. Intervenes at appropriate time in
meetings and uses listening skills

4. Uses verbal communications before
putting things in writing when
appropriate

5. Can explain complex and technical
subjects in terms the layperson can
understand

6. Communicates only what matters

Level 3

1.

Considers the communications
aspect of all activities and in all
directions: internal/external;
up/down/sideways

Identifies the interests of others in
proposals and is persuasive in selling
the benefits of proposals to them
Communicates the wider
organisation or government policy
position effectively

Steers meetings to reach clear
decisions or conclusions

Uses negotiation skills to achieve
win/win outcome where possible
Uses aids and techniques
appropriate to audience and purpose
in giving presentations

Level 4

1.

Understands the importance .of
effective, joined up communication
across teams and the organisation
and actively engages with staff and
stakeholders to make it happen.
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