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	Journey
	Advanced

	Planning and Organizing
	Plans, assigns and monitors daily work to employees and students in accordance with established methods, procedures, and deadlines.  
	Establishes short-term deadlines and priorities of work assignments to meet established objectives.  Assesses the needs of the unit and recommends or makes minor changes in workflow, procedures, or assignments to accommodate changing priorities.   
	Plans long range work operations; priorities, deadlines, within established goals and objectives.  Modifies or changes work assignments, workflow or procedures to insure effective performance of all duties and delivery of services based on changing needs. 

	Budgeting
	Recommends expenditures based on the needs of the work unit.
	Researches potential expenditures and provides data to higher management.
	Plans procurement and oversees budgets and contracts to ensure fiscal stability of the work unit.  

	Training and Development
	Provides on-the-job training for all staff in the basic techniques, procedures and maintenance required to complete the assigned work.  Evaluates individual progress and repeats training as necessary.
	Determines need for formal training to supplement on-the-job training, identifies external sources for training, recommends expenditures for training to management, and allocates time for completion of training.  
	Determines need for and develops formal and on-the-job training programs related to work operations.  Participates in the development of content and structure and modifies as needed based on operation changes. 

	Managing Work Processes


	Explains and applies work rules, standards, and guidelines.  Provides input into establishing work standards, guidelines, and procedures.  
	Works with manager to assess and establish work standards, internal operating procedures, guidelines, and utilization of resources.  Determines applicability in unusual situations. 
	Establishes, develops, and revises work standards, internal operating policies, guidelines, and procedures that directly relate to the work unit. Determines appropriate action in controversial or precedent-setting situations.  Provides management support to ensure adherence to work rules, standards and guidelines.  Implements major adjustments or changes. 

	Managing Work and Performance
	Monitors work of staff, closely and ongoing, to assess and problem-solve.  Reviews performance on a daily basis and provides suggestions and gives instructions for improving work. 
	Reviews work of staff upon completions to assess and problem solve.  Reviews accomplishments of the unit over a short range period to insure that performance and service meet the required standards. 
	Evaluates accomplishments of the unit to ensure program missions and goals are being met.  Makes final review for most difficult, controversial or sensitive work to assess and problem solve. 

	Human Resource Functions
	Reviews applications and develops interview questions and conducts interviews with higher level manager.  Develops work plans and conducts performance reviews with higher manager.  Recommends approval of leave based on work load of the unit.  Resolves minor problems and complaints on an informal basis.  Identifies more serious problems and brings to attention of appropriate authority.  
	Participates with manager in the establishment of criteria for screening of applicants, conducts interviews, and recommends selection to management.  Counsels employees informally regarding job performance or personal conduct as needed.  Recommends disciplinary action to higher authority.
	Screens and interviews applicants with selection recommendation reviewed mainly to ensure consistency with applicable policies and procedures.  Has input into reclassifications, salary administration issues, and promotions.  Approves all leave requests.  Counsels employees concerning performance and personal conduct, develops corrective action plans when appropriate, and participates with management in determining and implementing appropriate action.  Recommends resolution of disciplinary/grievance issues. 

	Building Partnerships
	Establishes formal working relationships.  Builds relationships with customers, and organizational members, by following through on commitments, respecting confidentiality, and demonstrating an interest in their work-related issues and activities.
	Builds informal relationships.  Makes a conscious effort to have informal or casual contacts with customers, and organizational members.  Shows an interest in their issues and activities that go beyond the workplace.  Develops win/win relationships.  Actively seeks opportunities to contribute to positive outcomes for customers, and organizational members.  Approaches issues or disagreements with the objective of reaching win/win solutions.
	Maintains and uses a wide circle of contacts. Develops formal and informal relationships with a wide circle of people, beyond those involved in current activities, including potential clients, stakeholders and information links.  Nurtures existing and potential relationships to help achieve the department's strategic plans.


