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Employee Competency Checklist
January 29, 2010

Employee Core Competencies – A Proven Tool for an Organization’s Success

“Hi, you got a minute?” It’s your fourth interruption this morning. It’s Sally, the Operations Manager. You know when she
says, “Do you have a minute?” it usually means, “Do you have a half hour?” She comes in and sits down in your guest
chair and you figure that you can spare a half hour before your next meeting. You’ve been the HR manager for your
company now for five years so you can tell that Sally really needs to talk to you and it’s about one of her employees. You
can probably guess which one, but you let her tell you.

“It’s about Joe. He’s been acting up again. He’s a great worker! His productivity
numbers this past month are the best in the group. But, he’s been saying
negative things about the new process. Every time we introduce something new
or change the process, he gets really upset and starts complaining to
everybody around him and says things like, ‘Management doesn’t know what
they are doing!’” You know Joe. He has been with the company for three years.
You remember hiring him to fill a critical role. You remember how hard it was
for you to fill the position. You remember how excited you were when you
found his resume in the stack and how relieved you were when Sally wanted to
hire him after the interviews and the references were good.

Now three years later, Sally is describing yet another situation where Joe is
saying things that upset the people around him and being resistant to something new that has been introduced. Sally is
describing the events to you. She keeps going back to her point, “But he’s a really good performer!” “What rating did you
give him on his last review?” you ask, already knowing the answer. “I gave him an ‘Outstanding’ because his production
numbers were so good.” You make a note. You know that is going to be a problem for you and Sally in how you address
the issue with Joe.

As an HR professional for over 25 years, I have seen this scenario played out countless times, as I am sure you have too.
In our moments of frustration, we might think, “How can a manager call an employee a good performer when they exhibit
such poor behavior?” More specifically, the question should be what do you do when you have an employee who works
hard, stays relatively productive, but then exhibits certain behaviors that can be considered disruptive, but at the same
time, difficult to define? Asked another way, how can we, as HR professionals, do a better job of helping employees
understand that their behaviors are part of their performance? It’s not just about their productivity.

Employee Core Competencies as an HR Tool

Enters the competency-based assessment. It’s not a new innovation or trend – but that is a good thing. Employee
competency assessments have been around long enough to have withstood the test of time and have proven to be a very
useful tool for the HR professional’s toolbox. Employee competencies are a list of skills and behaviors that are specific and
well defined and are used to lay out an organization’s performance expectations for a job or the organization’s culture as a
whole. There are many resources out there for the HR professional to help them develop and customize a list of
competencies their organization can call their own.

Employee competencies can be used in a variety of ways. They can be integrated into performance appraisals, hiring
practices, succession planning, as well as on-boarding orientations and other forms of employee communication.
Competencies are a way to address both the technical skills of a job and the more difficult-to-define behavioral expectations
of a job – sometimes referred to as the “soft skills.” But, there is nothing soft about these skills and a well-defined set of
competencies can help an organization better evaluate and measure employee performance.

Competency Skill Checklist

The actual number of competencies an organization may choose to use varies widely from one organization to the next, but
a good rule is between 10 and 20. Some examples of competencies organizations might use would be:
 
1. Business acumen
2. Emotional stability
3. Interaction with others
4. Problem solving
5. Use of software tools
6. Work ethic

Notice that they are a combination of both skills such as “Business Acumen” and “Use of Software Tools” and behaviors
such as “Emotional Stability” and “Work Ethic.” How the employee competency is defined should be determined by how
each organization chooses to define it to fit their current work culture or the way they want it to be.

Competency Based Assessments Provide Clarity

Let’s look at how employee competencies can provide value to an organization by providing better definition to important
HR practices. We can use our example of Sally the Operations Manager and her employee Joe. Let’s say their organization
is going to be experiencing a lot of growth and expansion over the next couple of years. A good competency to develop
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would be one that defines how they want their employees to handle the growth and expansion. They’re going to want their
employees to be adaptable and flexible to the growth and maintain a willingness to accept the inevitable changes that are
coming. So they might create a competency called “Adaptability” and define it accordingly:

Adaptability – the ability to remain flexible during periods of change. Thriving in a fast-paced work environment. Remaining
enthusiastic and keeping a positive attitude during change initiatives.

Now that they have their competency defined, they can apply it to several different aspects of their work environment and
processes. They can incorporate their competencies into their performance appraisal process. Using the example of
“Adaptability,” their performance appraisal might contain criteria such as:

 

In our earlier example of Sally the Operations Manager and her challenges with Joe, we can see that a performance
appraisal with defined competencies will help Sally not only evaluate Joe against the defined competency, but help her
communicate to Joe what he is or isn’t doing. Sally can say, “Joe, you are a hard worker and your productivity numbers are
solid, but as I stated in your performance appraisal, an important aspect of being a good performer is handling change
positively and being supportive with your words and actions. In addition to your productivity, I need you to be adaptable to
the changes we are making. That is just as much a part of your performance as your productivity.”

With the employee competency of “Adaptability” well-defined, Sally is better equipped to evaluate Joe’s overall performance
in a way that is aligned with the overall company’s expectations of what they expect from their employees. With the
competency incorporated into the performance appraisal process, Sally can better understand that an employee can only be
a good performer if they meet all of the criteria that define it including “Adaptability.”

Employee Competencies Help with Hiring

Another way in which competencies can be used is in the hiring process. Having well defined employee competencies can be
used to help develop interview questions that help determine if job candidates are a good fit for the job and the
organization. Using our example of “Adaptability,” Sally can ask job candidates a question such as, “Describe a situation
where changes were made that you did not necessarily agree with and how you handled the changes?” This will help her
determine if the job candidates she is interviewing are a good fit for their fast-paced work environment and screen out
candidates who answer the question in a way that shows that they don’t like change.

Competencies can be also be used in employee communications. The organization’s competency list for a specific job can be
handed out during on-boarding orientations so that new employees know what is expected of them and how they will be
evaluated. Competencies can also be a topic of discussion at all employee meetings or employee newsletters providing
important and ongoing touch points with the employees so that they keep a high level of awareness of the employee core
competencies and their expectations to align with them.

In my practice as a consultant, I have found the use of employee competencies to be a valuable tool to help organizations
make sure there is alignment between their stated corporate goals and their expectations of how employees make it
possible to achieve them. When competency -based assessments are used, there is better alignment between managers
and the expectations they have of their employees. But there is also better alignment cross-organizationally and that is
always the recipe for an organization’s success. Organizations that use well-defined competencies effectively give their
employees a better platform to not only succeed, but excel as performers and as satisfied employees.

Regards,

John Sporleder
Sporleder Human Capital
john@sporconsulting.com
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data you can use right now. And, it is specific to the education, skills set and experience your employees. Give a PayScale
demo a try.

Get a free PayScale compensation report and see salary range for position of your choice.

Jan 29, 2010 5:06:28 PM | Permalink

 Add to del.icio.us    Digg this    Add to reddit  

TrackBack
TrackBack URL for this entry:
http://www.typepad.com/services/trackback/6a00d8341bf85853ef01287731e808970c

Listed below are links to weblogs that reference Employee Competency Checklist:

C A T E G O R I E S

Compensation Data

Compensation Plans

Employee Labor Laws

Employee Performance Reviews

Employee Retention

Executive Compensation

HR Management

HR News

HR Recruiting

Job Descriptions

Salary Benchmarking

Salary Ranges

Talent Management

B L O G  R O L L

HR Forum

Winning the Talent War

Future of Work

The Outsourcing Blog

CANIAHR Blog

Seasonal Human Resources Blog

Steve's HR Technology

HR Minion

HR Watches "The Office"

Ask a Manager

A R C H I V E S

February 2010

January 2010

December 2009

http://www.payscale.com/hr/resources/hr-webinars?src=blog
http://www.payscale.com/hr/resources/hr-planning-webinars?src=blog
http://twitter.com/payscale
http://feeds.feedburner.com/CompensationToday
http://feeds.feedburner.com/CompensationToday
http://www.google.com/
http://blogs.payscale.com/.a/6a00d8341bf85853ef0120a82e8430970b-pi
http://www.sporconsulting.com/
mailto:john@sporconsulting.com
http://blogs.payscale.com/compensation/2009/07/managing-employee-skill-sets.html
http://blogs.payscale.com/compensation/2009/07/workforce-alignment-part-1-get-everyone-working-together.html
http://blogs.payscale.com/compensation/2009/05/cost-effective-employee-training-methods.html
mailto:comptoday@payscale.com
http://www.payscale.com/hr/resources/demo_request?src=blog
http://www.payscale.com/hr/resources/demo_request?src=blog
http://www.payscale.com/hr/resources/freereport?src=blog
http://del.icio.us/post?url=http://blogs.payscale.com/compensation/2010/01/employee-competency-checklist.html#comments
http://del.icio.us/post?url=http://blogs.payscale.com/compensation/2010/01/employee-competency-checklist.html#comments
http://www.digg.com/submit?phase=2&url=http://blogs.payscale.com/compensation/2010/01/employee-competency-checklist.html#comments
http://www.digg.com/submit?phase=2&url=http://blogs.payscale.com/compensation/2010/01/employee-competency-checklist.html#comments
http://reddit.com/submit?url=http://blogs.payscale.com/compensation/2010/01/employee-competency-checklist.html#comments
http://reddit.com/submit?url=http://blogs.payscale.com/compensation/2010/01/employee-competency-checklist.html#comments
http://blogs.payscale.com/compensation/archives.html
http://blogs.payscale.com/compensation/compensation-data/
http://blogs.payscale.com/compensation/compensation-planning/
http://blogs.payscale.com/compensation/employee-labor-laws/
http://blogs.payscale.com/compensation/employee-performance-reviews/
http://blogs.payscale.com/compensation/employee-retention/
http://blogs.payscale.com/compensation/executive-compensation/
http://blogs.payscale.com/compensation/hr-management/
http://blogs.payscale.com/compensation/hr-news/
http://blogs.payscale.com/compensation/hr-recruiting/
http://blogs.payscale.com/compensation/job-descriptions/
http://blogs.payscale.com/compensation/salary-benchmarking/
http://blogs.payscale.com/compensation/salary-ranges/
http://blogs.payscale.com/compensation/talent-management/
http://gneil.blogspot.com/
http://discussionleader.hbsp.com/hewlett/
http://thefutureofwork.net/blog/
http://fersht.typepad.com/the_outsourcing_bloghorse/2009/02/think-before-you-fire-the-cost-of-replacing-it-talent.html
http://community.icontact.com/p/caniahr/blogs/caniahr-blog
http://www.coolworks.com/blog/shr-news
http://steveboese.squarespace.com/
http://hrminion.blogspot.com/
http://www.hrwatchestheoffice.com/
http://askamanager.blogspot.com/2009/10/will-taking-pay-cut-now-harm-my-earning.html#
http://blogs.payscale.com/compensation/archives.html
http://blogs.payscale.com/compensation/2010/02/index.html
http://blogs.payscale.com/compensation/2010/01/index.html
http://blogs.payscale.com/compensation/2009/12/index.html


Compensation Today: Employee Competency Checklist

Post a comment
If you have a TypeKey or TypePad account, please Sign In.

Name:

Email Address: (Not displayed with comment.)

URL:

 Remember personal info?

Comments:

 

All content on PayScale.com is made available for educational purposes only. The opinions expressed by individual authors do not necessarily represent
the opinions of PayScale.com. The information on the website may be changed without notice. Information provided is never a substitute for legal

advice. For specific legal advice, you should consult with a licensed professional attorney in your state.

 
 Privacy Notice: PayScale takes your privacy seriously and is sensitive to the nature of information collected on this site.

Syndicate PayScale Data | Privacy Policy | Terms of Use | About PayScale | Help/F.A.Q. | Methodology
PayScale, The PayScale Report and People Like You are Trademarks of PayScale, Inc.

©2000-2010 PayScale, Inc. All rights reserved. Patents Pending.

Comments November 2009

October 2009

September 2009

August 2009

July 2009

June 2009

May 2009

https://www.typekey.com/t/typekey/login?v=1.0&t=e9e0a7c3c60bbf84b9a9685d5e0a45f83764df1d&lang=en_US&_return=http%3A%2F%2Fblogs.payscale.com%2Fcompensation%2F2010%2F01%2Femployee-competency-checklist.html&_portal=typepad
http://www.payscale.com/syndication/
http://www.payscale.com/privacy.asp
http://www.payscale.com/license.asp
http://www.payscale.com/about.asp
http://www.payscale.com/about.asp?pg=custserv&sub=persfaq
http://www.payscale.com/resources_methodology
http://blogs.payscale.com/compensation/2009/11/index.html
http://blogs.payscale.com/compensation/2009/10/index.html
http://blogs.payscale.com/compensation/2009/09/index.html
http://blogs.payscale.com/compensation/2009/08/index.html
http://blogs.payscale.com/compensation/2009/07/index.html
http://blogs.payscale.com/compensation/2009/06/index.html
http://blogs.payscale.com/compensation/2009/05/index.html

	payscale.com
	Compensation Today: Employee Competency Checklist


	RlbmN5LWNoZWNrbGlzdC5odG1sAA==: 
	form28: 
	q: 
	sitesearch: http://blogs.payscale.com/compensation/
	btnG: 


	RlbmN5LWNoZWNrbGlzdC5odG1sAA==: 
	form20: 
	author: 
	email: 
	url: 
	bakecookie: 1
	text: 
	preview: 
	post: 




