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INDIVIDUAL COMPETENCIES


A VARIETY OF WAYS TO DESCRIBE AND 

EXPLORE PERSONAL CAPABILITIES
· Impact 

· ability to create a positive and mature impression 

· a social leader 

· dominant and assertive 

· self‑confident 

· competitive for position of authority

· Energy

· general physical vigor

· ready to tackle new problems

· has high attendance record 

· keeps mentally fit

· can work hard for a sustained period, maintaining enthusiasm

· Communication Skill

· ability to pick out important information in oral communications

· listens alertly

· uses feedback techniques

· listens for a purpose

· recognizes barriers to good listening and overcomes them

· tries to understand the others( points of view

· keeps language simple and to the point

· maintains good individual man‑boss communication

· uses sketches or diagrams that help make a report or talk

· clearer in meaning

· thinks before talking

· makes helpful summations

· Stress Tolerance 

· able to stand tension 

· stable under pressure, opposition or change 

· rarely loses temper 

· does not show frustration 

· able to face disappointment, conflict and anger

· Leadership 

· provides inspiration to others 

· maximizing effectiveness of one(s own style 

· judicious in use of authority 

· effective in getting ideas accepted 

· effective in bringing a group to accomplish a task

· Sensitivity 

· tolerant of others( weaknesses 

· notes reaction to individual or group comments 

· notes interest level, who talks to whom and tension levels 

· conscious of other people(s opinions 

· skilled in perceiving and reacting sensitively to others

· Risk‑Taking

· accepts a challenge

· aggressive

· calculates probabilities and willing to be held accountable for outcome

· lets it be known when something is incomplete

· not afraid of job

· helps employees who are weaker

· Initiative 

· self‑starting 

· assumes leadership or responsibility 

· tries to improve and broaden skills 

· follows through 

· actively tries to influence events rather than passively accepting

· Planning and Organization

· knows best way of meeting management deadlines

· establishes meaningful priorities

· makes use of effective time management

· creates climate for free flow of communication upward and downward

· effective in planning how own and others( activities should go 

· Management Control

· operates on basis of specifically defined objectives

· participates in formulation of objectives by those who will share

· establishes feedback and follow‑up systems

· establishes procedures, rules, limits, deadlines, etc.

· uses well‑judged relationship between reward and performance

· Problem Analysis

· solves problems ( not pin‑points blame

· knows details before reaching decision

· assumes credit for failure

· presents own ideas; evaluates ideas critically; clarifies issues

· makes maximum use of information sources 

· Judgment 

· weighs all possible actions 

· has a high percentage of successful decisions 

· avoids prejudicial or emotional decisions 

· makes judgments at the right time 

· delegates responsibility and authority

· Decisiveness 

· makes decisions even when others may disagree 

· makes decisions at the proper time 

· avoids quick decisions 

· stands by decisions 

· considers alternatives before reaching decision


ONE COMPANY(S APPROACH

· Know‑How: Sum total of skill and knowledge; i.e. (savvy.( Know‑how may be further broken out into three kinds of types:

· Technical Know‑How ( practical procedures, specialized techniques, learned disciplines and degree of knowledge therein.

· Managerial Know‑How ( know‑how required to integrate and harmonize the diverse elements involved in managerial situations ( planning, organizing, leading and controlling integrating and implementing through others.

· Human Relations Know‑How ( skills in dealing with others constructively, interpersonal interest, empathy, style of supervision, and felt‑responsibility toward others.

· Problem‑Solving: The amount of original self‑starter thinking in areas of analyzing, evaluating, creative reasoning, and arriving at conclusions. Problem‑solving has two parts:

· Freedom To Think ( self‑regulation to analyze situations and consider alternatives. Seen in degree of idea generation, quality of ideas, originality of ideas, flexibility, problem recognition, and analytical interest or fact finding.

· Thinking Challenge/Complexity ( degree of difficulty handled, quality of ideas, practicality of ideas, dealing with abstractions well, tolerance of stress, tolerance of uncertainty.

· Accountability/Answerablility ( answerable for an action and its consequences.

· Freedom To Act ( decisiveness, self‑assured, appropriate risk taking, persistence, taking of independent action, need to be successful.

· Impact ( remote or removed, contributory or facilitating, shared with others, controlling or primary ( quality of decision making ( effect on others in completing the exercises ( effect of leadership actions ( verbal presentation skills.


THE CLASSIC FOUR
· Planning ( Forecasting the future, setting objectives, setting priorities, scheduling, budgeting, establishing procedures, developing policies.

(
Organizing ( Identifying and grouping the work that needs to be performed, delegating, creating the conditions necessary for the mutually cooperative efforts of people.

· Leading ( Decision making, communication motivating, selecting people, developing people.

· Controlling ( Establishing performance standards, measuring performance, evaluating performance, correcting performance.
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