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Building Blocks for Competency Model - Management Competencies  

Curriculum Analysis  - Use the worksheet to identify the knowledge, skills, or abilities to include in your curriculum. Alternately, you can use 
the worksheet as a check sheet to indicate which competencies are not currently addressed by existing courses.   

 

Staffing 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Planning 
    

- Effectively engage in staff planning and ensure that the work unit is appropriately 
staffed to accomplish its goals. 

    

- Anticipate obstacles to staff planning and make appropriate contingency plans. 
    

- Provide reasonable accommodations to jobseekers and workers with disabilities. 
    

Identifying Required Skills 
    

- Accurately identify candidate skills needed to perform in vacant positions. 
    

Assessing Qualifications 
    

- Thoroughly assess candidate qualifications and recognize those with the necessary 
skills. 
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Informing 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Gathering and Disseminating 
    

- Gather data from diverse sources to determine what information employees need. 
    

- Disseminate information to employees in a timely and efficient manner. 
    

Keeping Employees Informed 
    

- Keep employees well-informed through various means. 
    

- Highlight important information and avoid overwhelming employees with irrelevant 
information. 

    

Updating Information 
    

- Monitor environments to determine if additional information is required. 
    

- Inform employees of changes and distribute updated information. 
    

- Provide timely information to peers and subordinates. 
    

 

Delegating 

Competency (from model) Course 1 Course 2 Course 3 Course 4 

Delegating Efficiently 
    

- Delegate tasks efficiently to meet organizational goals. 
    

- Delegate tasks that allow the leader to use time more effectively. 
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Delegating Appropriately 
    

- Make delegation decisions based on task size, employee skills, and task importance. 
    

- Delegate tasks that challenge and develop employee skills. 
    

Monitoring 
    

- Monitor delegated tasks and provide timely feedback. 
    

- Support goal accomplishment and use mistakes as learning experiences. 
    

 

Networking 

Competency (from model) Course 1 Course 2 Course 3 Course 4 

Building Relationships 
    

- Seek opportunities to build relationships through various activities. 
    

Partnering 
    

- Establish lasting partnerships and seek ways to increase business opportunities. 
    

- Influence and negotiate with partners to create mutually beneficial opportunities. 
    

Leveraging Contacts 
    

- Leverage contacts to obtain information relevant to organizational growth. 
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Monitoring Work 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Identifying Performance Criteria 
    

- Identify performance criteria and determine means of measurement. 
    

Measuring Progress 
    

- Measure progress against timelines and encourage open discussion of issues. 
    

Reviewing Work 
    

- Conduct frequent progress reviews and after-action reviews to identify lessons 
learned. 

    

Soliciting Feedback 
    

- Solicit feedback to ensure correct performance and learn how to improve. 
    

 

Entrepreneurship 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Thinking Innovatively 
    

- Search for new ways to improve processes and fill product gaps with innovative 
solutions. 

    

Influencing Decision Makers 
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- Persuade key decision makers to invest in new ideas and seek financial support. 
    

Encouraging Entrepreneurial Activity 
    

- Encourage innovation and calculated risk-taking in team members. 
    

Championing Great Ideas 
    

- Promote the best ideas and change processes that interfere with innovation. 
    

Rewarding Innovation 
    

- Recognize and reward contributions that enable positive change. 
    

 

 

Supporting Others 

Competency (from model) Course 1 Course 2 Course 3 Course 4 

Demonstrating Positive Regard 
    

- Show acceptance and positive regard for employees. 
    

Counseling 
    

- Counsel and encourage employees with motivational or performance problems. 
    

Advocating 
    

- Publicly affirm the value of tasks and advocate on behalf of employees. 
    

Helping 
    

- Support subordinates during high workload and help overcome obstacles. 
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Motivating and Inspiring 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Generating Enthusiasm 
    

- Generate enthusiasm for tasks and focus team effort on goal attainment. 
    

Recognizing 
    

- Actively search for contributions to recognize, including efforts that failed. 
    

Rewarding 
    

- Reward employees based on performance and effort. 
    

Setting an Example 
    

- Act in ways consistent with organizational goals and confront behavior that 
undermines the organization. 

    

 

Developing and Mentoring 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Encouraging Self-Assessment 
    

- Help employees identify skill deficiencies and provide feedback for improvement. 
    

Enhancing Skills on the Job 
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- Provide opportunities for skill development and stretch assignments. 
    

Promoting Training 
    

- Encourage attendance at relevant training and explain its relevance. 
    

Supporting Learning 
    

- Provide support during the learning process and express confidence in employees' 
ability to learn. 

    

Preparing for the Future 
    

- Anticipate future changes and provide developmental opportunities to prepare for 
them. 

    

Identifying Career Issues 
    

- Provide career advice and help employees identify and overcome career problems. 
    

 

Strategic Planning/Action 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Establishing Objectives 
    

- Establish long-range objectives and analyze risks, benefits, and opportunities. 
    

Implementing Strategies 
    

- Implement strategies confidently and obtain commitment to transform vision into 
reality. 

    



   Anne-Marie Fiore, Ed.D. 
 

 8 

Capitalizing on Alliances 
    

- Recognize and capitalize on alliances that benefit competitive positions. 
    

Recognizing and Dealing with Obstacles 
    

- Identify and address problems that could affect the work unit. 
    

Identifying Emerging Trends 
    

- Identify emerging trends and form strategic plans to address them. 
    

 

Preparing and Evaluating Budgets 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Gathering Information 
    

- Study relevant budget material and gather data to create accurate budget proposals. 
    

Preparing 
    

- Prepare accurate estimates of costs using the most recent information. 
    

Ensuring Accuracy 
    

- Correct errors in budget proposals and consolidate requests from multiple units. 
    

Ensuring Completeness 
    

- Prepare thorough and accurate budget proposals that receive management 
acceptance. 
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Clarifying Roles and Objectives 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Explaining Job Duties 
    

- Clearly explain job duties, responsibilities, and priorities. 
    

Instructing 
    

- Provide instruction on task accomplishment and feedback on performance. 
    

Setting Performance Goals 
    

- Help employees set clear, specific, and attainable performance goals. 
    

Linking Tasks to Organizational Objectives 
    

- Explain how individual tasks relate to organizational objectives and adapt roles as 
objectives shift. 

    

 

Managing Conflict and Team Building 

Competency (from model) Course 1 Course 2 Course 3 Course 4 

Gathering Information 
    

- Identify sources of conflict and remain impartial while gathering information. 
    

Encouraging Resolution 
    

- Promote healthy conflict resolution and encourage collaboration toward solutions. 
    

Discouraging Unproductive Behavior 
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- Address non-productive behaviors and explain their impact on others. 
    

Building Cooperative Teams 
    

- Encourage mutual trust, respect, and cooperation among team members. 
    

 

Developing an Organizational Vision 

Competency (from model) Course 1 Course 2 Course 3 Course 4 

Developing a Vision 
    

- Develop a strategic vision for the organization or unit. 
    

Generating Excitement 
    

- Identify values to guide the organization and generate enthusiasm for the vision. 
    

Gaining Commitment 
    

- Gain commitment to make the vision a reality and create belief in its achievement. 
    

Inspiring Others 
    

- Embody and demonstrate conviction in the organizational vision to inspire others. 
    

 

Monitoring and Controlling Resources 

Competency (from model) Course 
1 

Course 
2 

Course 
3 

Course 
4 

Identifying Resources 
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- Seek to identify resources that can be useful to the unit and secure additional resources 
when needed. 

    

Informing 
    

- Develop plans to make resources available and ensure knowledge of those resources is 
spread throughout the organization. 

    

Monitoring 
    

- Anticipate future resource needs, track existing needs, and make contingency plans. 
    

Creating Efficiencies 
    

- Consistently seek to perform tasks cost-efficiently and create a climate that values 
cost-effectiveness. 

    

 

 


