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	CAREER BANDING ASSESSMENT FORM




	Employee’s Name: 


	Position:       

	Supervisor’s Name:       

	Position:       

	Current Classification: 

 University Program Specialist

	Period of:       through      

	Date of Competency Assessment Leveling Discussion:      
Overall Functional Assessment Level from last page:  ___________



	Employee’s Signature: 
(Certifies that your assessment level has been reviewed with you.  Does not mean that you agree.)

Date:       
	Supervisor’s Signature:

Date:       
	Department Manager’ s Signature:

Date:       


(Provide photocopies of signed form to Employee, Supervisor, and Manager.  Originals are to be sent to Human Resources Classification and Compensation Office.)

GENERAL INSTRUCTIONS

The Career Banding Assessment Form is to be used during the initial placement of employees into positions covered by Career Banding and during the interim and annual evaluation each year.  A determination must first be made as to which band and then which role an employee works at based on the supplied description of work.  After these initial determinations are made supervisors must then determine which level the employee is performing.

Using the competency description for each task, determine at which level the employee is currently working and mark the appropriate block.

Next, list what actions or functions the employee is accomplishing that demonstrate that the employee is working at the competency level indicated.  If positions have specific requirements to demonstrate the competency level, list them at this time.

Discuss what actions the employee can do to improve in the competency task.

In Career Development, determine if the competency will be an area of focus during the upcoming performance cycle and mark the appropriate box.  List any specific training, classes, or certification the employee will need to complete to develop in this area.

Determine which competency level the employee is working at in this band and class.  Mark the appropriate box.  If employee does not have the opportunity to obtain and utilize a competency give an explanation why and describe what steps will be taken to provide the opportunity.

Review the competency assessment with employee and discuss the career development goals.  Have the employee, supervisor, and manager sign the Career Banding Assessment Form.

Provide the employee with a copy of the appropriate band, class, and competency level requirements and have them sign receipt of same.  Obtain the other signatures necessary for this form and provide copies to the appropriate individuals.

Complete the Career Banding Salary Decision/Adjustment Worksheet if appropriate.  Forward the originals of the Career Banding Salary Decision/Adjustment Worksheet Form, Career Banding Assessment Form, and Career Band Competency Levels Addendums to the Human Resources Classification & Compensation Office after all signatures have been obtained.

Update the Department’s organizational chart to show the appropriate band, class, and competency level for employee.

The University of North Carolina at Pembroke

Competency Assessment

CORE COMPETENCIES

Competency – Teamwork

Measures and evaluates those skills exhibited by working on or leading a team.  Looks at how members actively take part in the team, completes their own share of work, and their ability to function in the group setting. 

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, the completion of career path training, and achievement of personal, team, and departmental goals.


	Demonstrates courtesy and respect when working with peers and clients in order to establish a positive working relationship.

Participates and contributes to developing and implementing relevant solutions for team.

Works effectively as a team member and actively contributes to tasks at hand.


	Plans and works on shared or joint projects and coordinates with others to achieve established outcomes.

Assesses skills with a team and works to build on individual strengths within the team.

Identifies and resolves issues that affect team performance. 

Solicits and implements feedback from others to improve performance and enhance team capacity.


	Acts as a peer group leader, intermediary, or supervisor.

Directs team efforts and identifies and incorporates the skills and strengths of individuals to improve processes and achieve organizational success.

Manages work conditions to foster team performance and prevent or resolve conflict. 

Utilizes the power of group expertise for collaboration and creative problem solving.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Customer Service

Assesses those skills, knowledges, and abilities required to successfully interact with customers and provide customer service.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, evaluation of service calls, and completion of career path.


	Establishes a positive relationship by acting courteously to every client.

Listens carefully to the clients’ needs and concerns.

Provides timely assistance.


	Anticipates customer’s needs and moves to effectively address issues. 

Promotes positive customer service attitude among peers to improve client satisfaction.
	Seeks feedback from clients to improve quality of service and designs ways to exceed expectations. 

Provides guidance to clients and mentors other organizational units and business partners to forestall problems.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Organizational Awareness 

Evaluates the skills, knowledges, and abilities needed to understand the role of the organization and how it fits into the overall organization of the University.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Demonstrates a working knowledge of formal and informal organizational structure.  Knows whom to ask for what, and when.


	Demonstrates understanding of climate and culture.

Recognizes unspoken business unit and Institution limitations - what is and is not possible at certain times or in certain positions.

Incorporates into actions when needed. 

Is knowledgeable of the mission, vision, operating principles and strategic direction of the business unit. 


	Possesses and utilizes a broad knowledge of the institutional resources, policies, and information to leverage the success of the business unit and the Institution.

Has an internal network of colleagues and professional contacts that are available to assist in providing advice, support and knowledge. 

Ensures that business unit direction and practices are aligned with those of UNCP. 

Takes initiative to partner with other business units to take advantage of opportunities that build the reputation and success of the business unit and the Institution. 

Understands the unique culture, policies, procedures and way of doing things at the Institution and is able to effectively work within this framework. 

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.


The University of North Carolina at Pembroke

Competency Assessment
Competency – Communication Skills

Demonstrates the ability to communicate effectively with both Department and University community members while performing assigned duties.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Conveys ideas on routine subjects clearly, both in writing and orally. 

Uses method of communication most appropriate to situation. 

Uses appropriate language and grammar when speaking or writing.
	Conveys ideas on non-routine subjects clearly and translates technical issues into understandable terms for users.

Independently solicits appropriate information and selects best method or format for presenting to the audience. 

Communicates for listener comprehension and understanding.
	Conveys complex and advanced technical knowledge in language that is understandable and appropriate for users. 

Provides expertise to assist users in articulating needs and clearly communicating technical solutions to address such needs. 

Understands underlying dynamics and the context of a situation and adapts communication accordingly.  

Negotiates and persuades to build cooperation and consensus towards decisions.

Takes initiative to partner and contribute to a two-way communication flow with other units and clients.  

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Security and Privacy Awareness 

Demonstrates the ability to maintain the security of UNCP resources.

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Demonstrates an awareness of the importance of maintaining secure work environment and information privacy and confidentiality.
	Promotes awareness and practice of secure work environments and information privacy and confidentiality.
	Develops policies and programs to ensure secure work environments and information privacy and confidentiality.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Interpersonal Skills 

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Communicates in a way that is accurate, timely and easy to understand, verbally and in writing.  Shares information in an open and honest way.
	Develops and maintains effective working relationships with others in order to encourage and support communication and teamwork.

Listens with sensitivity. Seeks to understand others from their frame of reference. 

Interacts and communicates with a strong degree of judgment and discretion.  
	Builds and maintains ongoing working relationships with other to achieve the goals of the work unit.

Mediates disputes or disagreements to an effective resolution.

Serves as liaison to management.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment

FUNCTIONAL COMPETENCIES

Competency – Professional Knowledge -  Knowledge of the specific program area(s).  Ability to keep current with developments and trends in areas(s) of expertise.    
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Knowledge of program policies and procedures and technology related to assigned program area(s).  Ability to interpret and apply them for clients while providing services. Knowledge of program/service guidelines demonstrated by the ability to identify, evaluate, and resolve recurring work issues.  Knowledge of state and federal laws and/or regulations in assigned program area(s).  Ability to determine the correct or most appropriate course(s) of action.  
	Knowledge of program policies, procedures, technology, best practices and their theoretical bases.  Ability to interpret and apply a variety of interrelated policies, procedures, and programs for clients and to address clients’ non-routine issues.  Knowledge of new theories, trends, laws or precedents demonstrated by recommending and implementing improvements or necessary changes to policies, procedures and/or program(s).
	Knowledge of program policies, procedures, technology, best practices and their theoretical bases, demonstrated by the ability to relate programs to strategic plan to address complex or sensitive issues affecting clients.  Knowledge of the inter-relationship of all program areas.  Ability to focus management on more strategic programs.  Ability to serve as the program/project expert.  Ability to revise and approve programs, services, policies, and/or procedures collaboratively. Ability to develop and implement new or revised systems, policies, and/or procedures, related to the business needs of the organization.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Program/Project Administration

Ability to coordinate and administer program(s)/project(s), activities and protocols.  Ability to manage resources and budget.  Ability to prepare and manage contracts and grants.  Ability to monitor activities, and assess risk and quality control associated with the program.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.


	Ability to administer and manage a component of a broad program or project.  Ability to maintain program/project databases, schedules and reports.  Ability to ensure accuracy of data.  Ability to perform related administrative duties including coordination with other work units.  Ability to research funding opportunities.  Ability to assist in grant writing and contract proposal development.  
	Ability to administer and/or manage a program with established guidelines and standards in its entirety or to administer several components of a multi-faceted program.  Ability to ensure program/project accountability.  Ability to define scope, goals, tasks, deliverables, timelines, tools, and resources.   Ability to assess the needs of the work unit or project.  Ability to determine any gaps, and recommend changes in procedures, workflow and work assignments to improve efficiency and effectiveness in performance of individuals and the work unit as a whole.  Ability to develop and monitor program/project databases, schedules and reports.  Ability to ensure accuracy of data and compliance with program standards.  Ability to perform professional program administrative duties, including technical decisions.   Ability to collaborate in the development and completion of grants and contracts.  Ability to administer pre- and post-award agreements.  Ability to prepare related reports as required.
	Ability to manage several and/or multi-faceted program(s) or project(s) in their entirety.  Ability to lead and facilitate teams, workgroups or assigned staff.   Ability to conduct research and development.  Ability to take initiative in strategic planning and change management efforts.  Ability to develop, implement and evaluate program(s)/project(s).  Ability to establish goals and objectives of program(s)/project(s).  Ability to set appropriate deadlines.  Ability to plan and assign work of others.  Ability to identify organizational needs and relevant business improvement processes.  Ability to ensure compliance with program standards.  Ability to make final technical decisions.  Ability to oversee grant and contract pre- and post-award agreements, reporting and compliance with standards.  Ability to advocate/represent the university in negotiations.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level



	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Consultation - Ability to provide advice and counsel.  Knowledge of the client programs, organization and culture.  Ability to acknowledge and consider client’s and organization’s range of internal and external priorities in terms of the organization’s mission and goals.  Ability to understand the relationships and interrelationships of all the issues across organizational boundaries.  Ability to share knowledge and critical thinking process to achieve mutually agreeable outcomes.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, scheduled inspections, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Knowledge of the link between the program and the organizational strategic plan.  Ability to guide and collaborate with clients to execute program activities. Ability to make decisions within the boundaries of established program policy and procedure. Ability to follow up with colleagues and resource providers to resolve issues.  Ability to assess and determine the best course of action.  Ability to identify and resolve typical operational issues in assigned area(s). Ability to propose a course of action to address more unprecedented issues.  

	Ability to advise and collaborate with clients, program participants, and others to resolve difficult issues in assigned program area(s).  Ability to identify trends.  Ability to recognize the impact of policies, procedures, and laws.  Ability to apply knowledge and understanding of program culture, issues, and work relationships to address situations.  Ability to share knowledge and critical thinking process.  Ability to promote the use of best practices to achieve mutually agreeable outcomes in the resolution of issues.  Ability to determine and document a course of action to address complex, ambiguous or unique operational and/or programmatic issues in assigned area(s).  
	Ability to advise and negotiate with clients to address dynamic issues which require an in-depth understanding of the program/organizational culture, issues and work relationships.  Ability to resolve complicated, sensitive, or unusual problems of an individual or systemic nature.  Ability to guide and coach clients, co-workers, and/or subordinates in evaluating and resolving the most complex operational issues, often in overlapping program areas. Ability to coach and lead others in providing effective, responsive and timely consultation services.  Ability to enhance collaboration among individuals and groups.  Ability to build consensus when dealing with opposing points of view and resolving competing or complex issues.

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Information Analysis and Decision-Making - Ability to review, summarize, and analyze program information, data, business operations, and/or financial statements.  Ability to determine and ensure compliance with program objectives, laws and regulations.  Ability to choose an effective course of action or develop appropriate solutions and/or reach conclusions.  Ability to take action consistent with available facts, constraints, and anticipated consequences.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public,  the completion of career path training, and achievement of personal, team, and departmental goals.
	Ability to gather, organize and analyze program information, data and/or financial information.  Ability to review, examine and prepare documents.  Ability to make recommendations based on the results of that information.   

Ability to identify, recognize and resolve problems that have established guidelines and precedents
	Ability to analyze business operations and/or financial statements for overall program administration.  Ability to develop initiatives to meet program/project needs and objectives.   

Ability to assess and resolve unprecedented problems that require research and review of policy and procedures for the program or assigned components.  Ability to resolve problems or compliance issues, based on delegated authority.
	Ability to prepare and analyze overall business operations and matters pertaining to the program area.  Ability to develop long ranges objectives for the strategic planning process. Ability to analyze and resolve unprecedented issues and problems independently using input from and collaboration of external sources.  Ability to serve as a resource for others in resolving issues and problems.   Ability to anticipate problems, project probable outcomes and potential impact on policy or program.  Ability to develop resolution strategies. 

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Communication and Marketing - Ability to communicate, in written and oral form, detailed and technical program information, guidelines and standards/statutes/codes/regulations to various audiences to ensure that they understand the information and the message, and to seek compliance.  Ability to deliver presentations suited to the characteristics and needs of the audience such as negotiating solutions among different parties.  

	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public,  the completion of career path training, and achievement of personal, team, and departmental goals.
	Ability to establish and maintain productive and collaborative professional work relationships with clients and respond to questions within policy and procedure guidelines in assigned area(s).  Ability to use concepts and language that are easy for others to understand.  Ability to use active listening to assure mutual understanding through shared information and viewpoints. 

 
	Ability to maintain and enhance professional relationships to increase credibility for building support and reaching consensus when explaining and interpreting program policies and procedures within assigned area(s).  Ability to convey sensitive information or decisions to clients.  Ability to work toward mutual resolutions that are in the best interests of the organization and across organizational lines.  

 Ability to promote and market assigned area(s) and persuade clients of the needs and beneficial outcomes of the program.  Ability to plan and implement marketing strategies and functions.  Ability to apply creativity to development of strategies and functions.  Ability to take a lead in presentation of products and cultivation of donors.   

.  Ability to develop and conduct multiple training programs to meet organizational training needs.  Ability to prepare teaching plans, and materials.  Ability to identify objectives and provide instructions in a variety of training disciplines which include and encompass all levels of work.
	Ability to cultivate professional relationships with all levels of the program/organization, internal and external.  Ability to take the initiative in difficult situations.  Ability to encourage others in complex and sensitive situations to reach a mutually agreeable resolution that achieves business goals and maintains positive work relationships across the organization.  Ability to coordinate and manage communication efforts conveying difficult, crucial, and/or controversial decisions.

Ability to oversee marketing and public relations strategies and functions.  

Ability to coordinate staff development and training/education programs including core training, specialized one-time training events, continuing education, and related programs. 

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.




The University of North Carolina at Pembroke

Competency Assessment
Competency – Leadership - Ability to coordinate, facilitate, and participate in a collaborative approach to the completion of tasks or assignments.
	Measurement Methods
	Contributing
	Journey
	Advanced

	Observations, periodic evaluations, review of written documentation, feedback from peers, subordinates, and/or general public, and the completion of career path training.
	Ability to provide leadership in the coordination and/or administration of a program. 
Ability to serve as a member of a program/project team and assist in developing project solutions.   
Ability to serve as a team leader.

Ability to promote program goals and objective.
	Ability to develop and manage a program/project plan.  
Ability to provide consultation on issues and requests from clients.  Ability to consult with higher-level professionals to discuss alternative solutions.
Ability to supervise staff.

Ability to develop and implement short-term strategies consistent with program goals.
	Ability to provide program/project leadership in planning and organizing the work of others. 
Ability to work collaboratively to manage issues.     

Ability to evaluate and recommend resource needs.  
Ability to consult with senior level decision-makers on an on-going basis.   

	Employee Works At:
	 FORMCHECKBOX 
  Contributing Level
	 FORMCHECKBOX 
  Journey Level
	 FORMCHECKBOX 
  Advanced Level

	AS DEMONSTRATED BY:


	HOW TO IMPROVE:

	CAREER DEVELOPMENT:  Will this competency be an area of focus during this cycle?   FORMCHECKBOX 
No      FORMCHECKBOX 
Yes, specify classes or training to achieve growth.
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Overall Competency Assessment
EMPLOYEE’S OVERALL ASSESSMENT LEVEL:

Note: Since employees are assessed against the required competencies of the position, the employee’s overall competency level will either be the same level as the position’s competency level or lower. The employee cannot be assessed at a higher level than the position since they are assessed based on competencies required of the position. (Individual competencies can be assessed at a higher level, but not the overall level.) – As directed by the Office of State Personnel.
	Career Band: Administrative & Managerial


	Band Role: University Program Specialist


	Number of CORE Competencies:    

Contributing        

Journey

Advanced   

Overall Core Competency Level:   FORMCHECKBOX 
 Contributing   FORMCHECKBOX 
 Journey    FORMCHECKBOX 
 Advanced
_____________________________________________________________________________________________________________________

Number of FUNCTIONAL Competencies (Determine overall assessment level):  

Contributing        

Journey

Advanced   

Overall Functional Competency Level:   FORMCHECKBOX 
 Contributing   FORMCHECKBOX 
 Journey    FORMCHECKBOX 
 Advanced


	Additional Comments: 




