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Why Developing Your Competency Level Is Critical to Your Success

· Ability to have business and organizational impact

· Need to stay current

· Need to keep yourself motivated

· Ability to grow and take on more responsibility

· Modeling the importance of developing yourself

· You are the department! Your skills and competence affect the power of training!

Creating and Implementing a Development Plan 

1. Assess your level of effectiveness in competencies needed for your specific job, career goals, and organizational needs

2. Identify two competencies you need to develop and want to improve

3. Clarify how the competency would benefit you, your organization, your career

4. Brainstorm activities to develop the competencies

5. Select activities that you will do; set deadlines for completing activities

6. Identify possible obstacles that could get in your way and plan to overcome them

7. Share and refine your plan with a partner

8. Implement your plan and track your progress with someone who cares

Assessing Key Competencies in Managing a Small Training Department

· Business Competencies (business and industry knowledge; organizational knowledge; financial management)

· Interpersonal Competencies (communicating; inspiring others; managing expectations; building relationships; managing resources)

· Intellectual Competencies (prioritization and decision-making; organization and project management; strategic thinking)

· HRD Technical Competencies (needs assessment; knowledge of HRD and performance consulting; e-learning; facilitation of learning; consulting)

· Personal Competencies (positive attitude; resilience; flexibility)

Competencies for Managing a Small Training Department Assessment Survey

Use the following scale to evaluate your current competency level:

1= novice; not much knowledge or skill in this area

2= moderate level of competence

3= strength; can do this easily

4= expert/master; can teach or train others to do this

	Area
	Specific Competency
	Rating
	Priority

	Business

Competencies
	1. Business and industry knowledge—understanding of business dynamics, and key success factors in your industry; understanding measures of performance
	
	

	
	2. Organizational knowledge—understanding your organization’s goals, strategies, priorities, culture, key measures
	
	

	
	3. Financial management—budgeting, projecting income and costs; tracking variance; working within a budget; calculating return on investment and business impact of programs
	
	

	Interpersonal

Competencies
	4. Communicating—active listening; attending to others; getting your message across; giving and receiving feedback; writing clearly, using correct grammar and spelling
	
	

	
	5. Inspiring others—building sponsorship; motivating others; advocating for training; getting stakeholders to care
	
	

	
	6. Managing expectations—contracting; setting and managing expectations; explaining when training is not the solution 
	
	

	
	7. Building relationships and networking—actively building relationships inside and outside your organization
	
	

	
	9. Managing resources—identifying, selecting and working effectively with internal subject-matter-experts and external resources (consultants, professors, interns, etc.)
	
	

	Intellectual

Competencies
	10. Prioritization and decision-making—setting priorities based on needs; making decisions based on priorities
	
	

	
	11. Organization and project management—organizing to be productive; planning and tracking multiple tasks and projects
	
	

	
	12. Strategic thinking—seeing the big picture; identifying realistic strategies to accomplish short and long-term organizational goals
	
	

	HRD Technical Competencies
	13. Needs assessment—using a range of methods to identify and prioritize gaps in learning and performance; distinguishing training needs from other types of needs
	
	

	
	14. HRD knowledge—designing, managing development of learning and performance solutions; evaluating effectiveness of solutions; using adult learning theory; performance consulting
	
	

	
	15. E-learning—understanding requirements for effective E-learning; managing E-learning resources; evaluating effectiveness of E-learning
	
	

	
	16. Facilitation of learning—leading adult groups to encourage learning face-to-face and through technology
	
	

	
	17. Consulting—working with clients to identify problems and to find workable solutions; using appropriate consulting style for the situation
	
	

	Personal Competencies
	18. Positive attitude—being optimistic; seeing opportunities in any situation; staying upbeat; avoiding burn-out
	
	

	
	19. Resilience—bouncing back from change, challenges, stress and difficulties; being proactive and open to change
	
	

	
	20. Flexibility—envisioning a wide range of solutions; adjusting approach in mid-stream; willing to choose a good solution even though it isn’t perfect
	
	

	Other (for your situation)
	21. 


	
	


Selecting Competencies to Develop or Enhance

Select two competencies, which you would like to improve because improvement would significantly enhance your effectiveness in your organization. Be specific about what you would like to learn or enhance. Identify at least three benefits for developing each competency.

	Competency
	Benefit to Improving or Developing This Competency

	
	1.

2.

3.



	
	1.

2.

3.




Identifying Developmental Activities

How Do You Learn Best? (Check all that apply and add others)

· Reading journals and organizational literature

· Attending key meetings

· Job shadowing

· Mentoring and coaching

· Asking for feedback

· Taking time for yourself

· Attending conferences and workshops

· Taking risks

· Tackling new projects

· Surfing the web on subjects that interest me

· Attending training

· Networking with colleagues

· Reflecting and journaling

Developmental Planning Worksheet

Competency:_______________________________________________

__________________________________________________________

Brainstorm Potential Developmental Activities: (Star 3-4 that you will do) 

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

Possible Obstacles 



Ways to Overcome the Obstacles

1.

2.

3.

	Action Step
	Resources and contacts
	Deadline
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