Chapter 12
Workforce Planning

Source of all Workforce Planning information:
http://www.civilservice.la.gov/IPROGASST/WorkforcePlanning/workforcehorizons.asp)

WHAT MAKES WORKFORCE PLANNING SO URGENT NOW?

Workforce Planning consists of predicting your future staffing needs and creating and implementing
plans to meet them. Getting the right people, with the right skills, in the right place at the right time.
Of course you have always had turnover, retirements and vacancies, and you have mechanisms in
place to deal with them. What is different now?

Here are some statistics from June 30, 2007, regarding classified state employees:
¢ 12.6% are eligible to retire within one year

¢ 19% are eligible to retire within three years

¢ 26.2% are eligible to retire within five years

Additionally, as of December 28, 2007, statistics pertaining to DSS employees reflect the following:

EEO Category (# of % eligible to retire/not | % in DROP (# of % eligible to retire
emp. in category) in DROP (# of emp.) emp.) within 5 years (# of
emp.)
Officials/administrators | 12.73% (40) 13.05% (41) 31.84% (100)
(314)
Professionals (3,701) 2.56% (95) 5.56% (206) 18.80% (696)
Paraprofessionals (194) | 2.57% (5) 9.79% (19) 16.49% (32)
Clerical (871) 2.52% (22) 4.70% (41) 22.15% (193)

The 2006 Civil Service Workforce Planning Study indicated State agencies’ major issues were:

¢ Large number of retirements in key positions within next 5 years

¢ Loss of institutional memory or vital knowledge due to retirements
¢ Need for training of current employees for career advancement

¢ Predicted scarcity of applicants and employees with needed skills

Facts to know:

People between the ages of 55 and 64 are the fastest growing group in the nation’s workforce. —
According to the U. S. Bureau of Labor Statistics between 2002 and 2012 this is the fastest growing
group. In 2005 only one in four workers was over age 50. By 2012 it will be one in three. Despite all the
talk of Baby Boomer retirements and the need to court Generation X and Generation Y, there is still a
significant graying of the workforce going on in the immediate future. Recruiting or retaining persons in
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the 55-64 age group requires different strategies and provides different challenges but many employers
are looking to this pool as a source of competent workers who may also preserve and pass on valuable
knowledge before it vanishes.

61% of Generation Y’ers plan to stay in their first job less than 3 years according to a nationwide
survey of 250 college students and recent graduates by Right Management. (“News in Brief,” Workforce
Management, October 5, 2007) So look for continued turnover in this group. According to the survey, the
most effective incentives for retaining these young workers are 1) providing career development and
growth opportunities within the organization through education, training, mentoring and work
assignments, 2) providing flexibility in the workplace and work-life balance. For Generation Y this is not
just for traditional family commitments. Many of them are single and want time for personal interests
ranging from doing charity work to creating their own rock band, 3) creating an environment where they
get along with co-workers and their boss. It’s still true that most employees leave because of their boss
not because of the organization or working conditions.

HOW PREPARED ARE YOU

A Workforce Planning Self-Assessment

With the aging workforce, pending retirements and other changes on the horizon, have you taken the
steps necessary to ensure that you get the right people, with the right skills, into the right jobs at the
right time? The checklist below represents typical actions taken to implement workforce planning.
Use it to evaluate your current workforce planning efforts to determine areas of strength and areas
that you still need to work on.

1. We have retirement eligibility data on all employees in key positions.

2. We have identified key positions likely to be vacated within the next five years.

3. We know our current and projected aggregate turnover rates.

4. We have identified critical knowledge, skills and abilities needed for key positions.

5. We have implemented a process to identify / develop a pool of potential replacements for key
positions.

6. We have evaluated the potential impact of technology changes, possible reorganizations,
budget, etc., on the workforce.

7. We know why employees who leave choose to do so.

8. We know why employees who stay choose to do so.

9. Our strategic plan addresses the human resources needed to accomplish our goals and

objectives.

10.  Our recruiting efforts identify and attract the kind of applicants we need.

11.  Our managers create a work climate that fosters retaining high performers.

12. Employees have individual training plans designed to support the organization’s mission.

13.  We use a variety of methods to assure transfer of knowledge by experienced employees prior
to retirement.

14.  We use employee satisfaction surveys to identify opportunities for organizational
improvements.

15.  We make optimum use of flexible pay options.

16.  We make use of work / life balance incentives (e.g. flextime, part-time work, educational
leave).
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TEN REASONS TO DO WORKFORCE PLANNING

1. Create a pool of potential replacements for persons expected to retire soon

2. Create a succession plan for top executive positions

3. Provide documentation of need and justification for budget requests for funding additional
staff

4, Develop a means of preserving critical knowledge and “corporate” or “organizational”

memory from experienced employees and transferring it or making it easily accessible to less
experienced employees

5. Prepare for dealing with external factors such as budget cuts or changes in laws or regulations
affecting your workforce

6. Prepare for changes in technology or availability of needed knowledge and skills in the work
force

7. Prepare for expansion of existing programs or establishment of new programs or facilities, or
expected reorganizations

8. Create individual training and development plans for employees to help them do their current
jobs better or to prepare them for future advancement in the organization

9. Develop means of retaining or recruiting valuable employees, especially for high turnover

jobs that are hard to fill because they require knowledge or skills that are in high demand and
relatively scarce in the available applicant pool

10.  Provide contingency plans for dealing with the impact of unexpected catastrophes such as
Hurricanes Katrina and Rita

PROFESSIONAL DEVELOPMENT/TRAINING THROUGH CPTP

. Strategic Planning Basics- Offered to any agency personnel involved with the
development of the agency's strategic and/or operational plan. This class presents the
principles of strategic planning and their application in Louisiana’s process.

. Basics of Workforce Planning Seminar & Workshop- Offered to agency Human
Resource professionals and managers. Participants are instructed in basic elements of
workforce planning, including analyzing the current workforce, predicting future
needs, identifying the gap between present and future, and implementing programs
that bridge the gap and allow the organization to accomplish its mission. The
workshop handout follows this section.

. Building Better Performance Through Employee Skill Development- Part of the
mandatory curriculum for all state managers, this class gives managers practical tools
to use in analyzing and addressing skill gaps in current employees and developing
training plans for new hires.

BASICS OF WORKFORCW PLANNING (Course Handout)

A Workforce Planning and Succession Planning Defined

Basically, workforce planning consists of answering the following question:
How do I get the right people, with the right skills, into the right jobs at the right time?
More specifically:

. Workforce Planning is a long-range view of staffing and training needs. More specifically, it
is a systematic process for analyzing the current workforce, predicting future needs,
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identifying the gap between present and future, and implementing programs that bridge that
gap and allow the organization to accomplish its mission. It involves predicting how jobs have
changed or may change and planning how any new or different skills needed for those future
jobs will be obtained. It includes predicting needs for staffing new programs or expansion of
existing programs. Finally, it involves planning to ensure preservation of key knowledge and
“corporate memory” and making it accessible before all the people in whose heads the
knowledge resides leave the organization.

. Succession planning is creating a plan for replacement of incumbents in existing positions
when they retire or otherwise vacate the position. Part of succession planning should always
include re-evaluating the need for the position. Does it need to be filled at all? Does it need to
be filled in the same way or have the requirements changed? Can the objectives of the
organization be better achieved by redesigning the duties of the position and, if so, how?

Having a plan in your agency can help you ensure that you have the right people, with the right
skills, in the right jobs, and at the right time.

B. Why Is Workforce Planning So Urgent Now?

Of course you have always had turnover, retirements and vacancies, and you have mechanisms in
place to deal with them. What is different now? Here are some statistics from June 30, 2007,
regarding classified state employees:

¢ 12.6% are eligible to retire within one year
¢ 19% are eligible to retire within three years
¢ 26.2% are eligible to retire within five years

C. General Guidelines for Workforce Planning

Tailor the process to your organization’s unique needs.

. Build a plan of action based on your organization’s unique situation.

. Assess what impact projected retirements and other factors will have on your workforce.

. Define what your agency wants to accomplish as well as what you can realistically attempt.

A workforce plan is not a static document or one-time activity.

. It is an ongoing activity

. The plan should be reviewed at least annually as actual conditions are compared to what was
envisioned in the plan

. Make revisions as necessary at the end of each year’s review.

Keep It Simple.

. Keep it simple!

. Avoid creating requirements for a complex bureaucracy with complicated forms and records.

. Remember: the only purpose of workforce planning is to help executives make decisions.

. The record keeping and the process is not an end in itself.

Avoid overreaching.
. It is not necessary to solve every organizational problem or make the scope too large.
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Identify a few most critical workforce issues first and take on those of the highest priority.
Build on that success to expand.

The initial effort at workforce planning should be something the agency can realistically
handle.

Don’t collect data until you know how you will use it.

Decide what your objectives are before you start gathering data.

Ask yourself what you really need to know to effectively plan for most critical requirements
three to five years from now

Make certain that the value of any data gathered justifies the additional workload of gathering
it.

Limit new or additional data to only those items that are truly essential to determining
workforce needs.

AVOID:
0 Spending time and resources generating reams of data that may never be used.
o) Gathering tremendous amounts of data on each current employee or position before

you have determined your objectives. Remember that each piece of data gathered
increases the administrative burden of time and cost since the data must be gathered,
analyzed and possibly entered into a database by someone.

Agency culture is a factor.

RO~

Scientific or engineering type organizations have a higher tolerance for rigorous quantitative
and data-orientated procedures with lots of tables, numbers and data points.

Human services agencies or small, specialized agencies may be less supportive of this.
Adjust your approach to your agency’s culture.

Overview of Steps in Workforce Planning

Clearly understand why you are doing workforce planning. Define a purpose for it.

Obtain the support of top executive management.

Align Workforce Planning Goals with other planning processes such as strategic planning and
budget.

Determine the scope of the planning effort, i.e., what jobs or parts of the organization will be
included.

Form a workforce planning task force in your agency. Include: human resources, senior
executive management, budget and strategic planning experts as well as specialists in
particular job fields.

Predict future workforce needs.

Analyze workforce supply (internal and external).

Determine the gap between expected supply and projected needs.

Create action plan to address gaps.

Create an evaluation process to assess progress, keep plan current with changing scene, and
maintain workforce planning as an ongoing process.

GETTING STARTED

A. Define a Purpose for Workforce Planning
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B. Obtain Top management and Leadership Support
C. Integrate and Align Workforce Plan with Strategic Plan

A. Define a Purpose for Workforce Planning.

Write down your agency’s purpose and goal for workforce planning. It cannot be assumed that
everyone has the same idea of why it is being done and what the goal is.

Defining the goal of workforce planning gets everyone on the same page and avoids wasting time
gathering a lot of data that may not be used.

Your agency has always done some sort of workforce planning. When vacancies occur, your agency
has some system in place to determine which vacancies to fill, when to fill them, how to hire them,
and how to train them. So what is different now? Why make some special effort to do formal
workforce planning and commit staff and resources to it?

Some reasons for doing workforce planning are:

. To create a pool of potential replacements for persons expected to retire soon
¢ To create a succession plan for top executive positions
¢ To develop a means of preserving critical knowledge and “corporate” or “organizational”

memory from experienced employees and transferring it or making it easily accessible to less
experienced employees

¢ To solve a recurring problem of turnover in technical jobs, such as those requiring knowledge
in science, engineering, information technology or medicine

¢ To prepare for changes in technology or availability of needed knowledge and skills in the
work force

. To prepare for expansion of existing programs or establishment of new programs or facilities

. To create training and development plans for employees to help them do their current jobs
better or to prepare them for future advancement in the organization

. To develop the means of retaining or recruiting valuable employees, especially ones with

scarce knowledge or skills that are in high demand

B. Obtain top management and leadership support.

Successful workforce planning requires commitment from top management and leadership. Senior-
level managers must lead the planning process, and must enable subordinate managers to use the
results of the planning process. This includes funding and staffing. Funding for ongoing staff
development is critical. Top executives and management must commit to workforce planning
including communicating their intentions to subordinates, providing dedicated resources and budget
and ongoing personal involvement. Follow these guidelines:

. The Chief Executive of the organization (e.g., Department Secretary) should endorse the
workforce planning effort and communicate this and its importance to all employees in the
organization.

. Communicate the purpose of workforce planning to all employees so that they will perceive
its value and their own role in the process and so they will not feel threatened by it.
. Create a multi-disciplinary team to staff workforce planning. Executives and top managers

should be included and various work units or divisions represented. The Human Resources
office should be involved but not necessarily in charge of the effort. Someone who is involved
with the Department’s budget and strategic planning should also be on the team.

. One person at the executive level should be designated as responsible for the workforce
planning effort and the achievement of its objectives. This person would oversee the multi-
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disciplinary team, communicate with persons throughout the organization to make certain
they are supporting and participating in the effort.

. This person or someone else at the executive level should be assigned responsibility for
assessing the results of the workforce planning effort and maintaining it as an ongoing
function.

C. Integrate and align workforce plan with strategic plan and budget.

Workforce planning provides information to support executive decisions. Top executives need to
create the strategic vision, make judgments about workforce needs and sustain the will for change
and support throughout the organization.

By beginning the workforce planning process with identified strategic objectives, you can help
managers in your organization to develop workforce plans that will accomplish their objectives.
Since there is a clear connection between objectives and the budget and human resources needed to
accomplish them, workforce plans also provide a sound basis to justify budget and staffing requests.
Include the necessary resources for workforce planning in the budget.

PREDICTING FUTURE WORKFORCE NEEDS

A. What Positions Should Be Included?
B. What Positions Will Need To Be Filled And When?

A. What positions should be included within the scope of the workforce planning efforts?

The first step in carrying out workforce planning is to identify the positions and jobs that will be
included. This puts boundaries on everything else. You probably do not want to include every
position in the organization. The initial effort at workforce planning should be something the agency
can realistically handle. Different criteria can be used for determining what positions to include.
These are questions to ask:

. What level of organization is appropriate to start workforce planning (e.g., Department wide
or by State Office, Region or Institution)?

* Do we want to pilot the program in some area before extending it to the entire Department?

. Do we want to consider all jobs in the organization or just some mission-critical jobs?

. If we only want to consider only critical jobs, what criteria do we use to determine criticality?

Here are some examples of ways to determine what jobs to include:
Jobs traditionally hard to recruit for

Jobs that require scarce or high-demand technical expertise
Top executive and managerial positions

Jobs most likely to be vacated soon due to retirements

Jobs in particular mission-critical programs

Jobs that historically have high turnover

* & 6 O oo

B. What positions will need to be filled and when?

Workforce planning consists of looking at the future and estimating your staffing needs. Once you
have identified the scope of positions to be considered (which you did in the previous section), you
need to create a plan or model that projects expected vacancies and when they will occur.

Start by collecting data on the current workforce in terms of projected retirements:
. Choose time frames for projections (1 year, 3 years, 5 years into the future)
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. Determine who is eligible to retire and use their dates of eligibility

. Collect data on who is in DROP and when they will complete their DROP period.

Civil Service may be able to assist you with some of this data from our Agency Workforce Profiles
that are produced annually for each major Department. These reports provide information on all
classified permanent and probational state employees. The data is organized by EEO-4 job categories.
The reports show such information as number of employees in each category, average age of
employees, number of employees currently eligible to retire but not in DROP, number of employees
currently in DROP and number of employees eligible to retire within five years. (Note: Retirement
data is only available for agencies and employees covered by LASERS). Questions about the
workforce profiles should be submitted to Max Reichert at max.reichert@la.gov.

Create organization charts that show graphically where vacancies are expected to occur and when. In
addition to showing potential vacancies, organization charts show the interrelationships among
positions and allow you to determine the impact of workforce plan actions (for example, moving a
person from within to fill a projected vacancy will create another vacancy that must be dealt with).

. Color-code the charts to separate projected vacancies into groups such as those expected to
occur within the next year, the next three years, next five years, etc.

. You can choose to do this step only for those critical jobs you identified when defining the
scope of your workforce planning in the previous section.

. You could use this step for all jobs in your agency to help you determine the number of

expected retirements as part of the criteria for deciding whether to include a job within the
scope of the initial workforce plan.

. Determine the likelihood that people eligible to retire will retire. Many people work beyond
their retirement eligibility date. Interview potential retirees to find out what they plan to do
(be sure to assure them that these interviews are part of strategic workforce planning and their
answers are in no way binding, i.e., if they say they will probably retire by a certain date, they
don’t have to)

. Use the interviews to find out what could be done to retain the employees longer. Ask them
what would change their mind? What would make them stay? Be creative.

o Considering flexible hours, part-time work, working out of the home, etc., can be ways of
retaining the knowledge and contribution of experienced workers that would otherwise be
lost.

. In addition to estimating vacancies due to retirements, you may use whatever other

information you have on historical turnover to project where vacancies may occur. Add this to
your organization charts.

Once you have determined the possible vacancies that may occur due to retirements and other
sources, ask:

. Does this vacancy need to be filled at all in the future?

. Will the future duties of this position require a different set of knowledge or skills than the
current duties?

. Can it be filled at a different level or with different requirements than in the past?

. Is it possible to reorganize or combine tasks with another job so as to eliminate the need to fill
this position?

. Adjust your organization charts accordingly.
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Finally, look at your strategic plan and environmental factors for potential impacts on workforce

planning:

. What changes are on the horizon?

. Will new programs or projected expansion of existing programs require additional staff or
new knowledge or skills?

. Will changing technology, regulations, or other factors require new knowledge or skills?

. Will economic factors, budget cuts, layoffs reorganizations impact your workforce?

. Does your strategic plan need to be revised as a result of these factors?

. The answers to these questions can help you determine whether new jobs need to be added

into your forecast of future needs as well as help you determine the impact of negative factors
such as budget cuts. Adjust your projections of future vacancies as needed based on these
additional factors.
The final comprehensive organizational charts that show where vacancies are most likely to occur
provide a visual map of your future workforce needs.

DEVELOPING A STRATEGY FOR EACH POTENTIAL VACANCY

Strategy #1: Filling the Position with Internal Employees Who Do Not Need Much Training or
Development.

Strategy #2: External Recruitment

Strategy #3: Training and Developing Internal Staff to Succeed to Vacancies When They Occur

You should now examine each potential vacancy you have identified on your organization charts

using priorities you establish as to their relative importance or criticality. You will want to decide on

a general strategy for filling each vacancy. There are three basic options that may be used exclusively

or in combination to fill each vacancy:

1. Transfer or promote internal employees, who will be ready to step into the position when it

becomes vacant without needing any special development or training prior to entering it (e.g.,

employees in direct report or feeder jobs).

Recruit fully qualified applicants from outside the organization to fill the position

3. Train and develop internal staff to be ready to succeed to the vacancies when they become
open.

N

Creating a pool of potential applicants is not the same as pre-selecting an individual
for the position, and the creation of such a pool is perfectly acceptable.

Strateqy # 1: Filling the position with internal employees who do not need much training or
development.

Ask yourself these questions about each position:

When this position has become vacant in the past, how have we filled it?

. What are the minimum qualifications for the position?

. How frequently does this position become vacant? When was it last filled?

. How have we historically filled this vacancy (internal promotion or recruitment from outside
the agency)?

. Has it been hard to fill?

. Is there any reason to believe these traditional sources won’t work in the future?
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Are there employees within the organization who will be ready to move into this position when it

becomes vacant without requiring any special development or training?

Do the organizational charts that you prepared earlier show that there are a sufficient number
of employees in feeder jobs to provide a sufficient applicant pool for the vacant position?
Discuss with supervisors or consult employee personnel records to get more details to
determine which employees would realistically be ready to step into the position without
much training or development. This does not require that you engage in complex and time-
consuming work identifying and evaluating competencies needed in the position or assessing
competencies possessed by current employees.

Look at the organization chart and check the direct reports and feeder jobs to the vacancy, i.e.,
the normal internal sources of candidates. Can you rely on this “pipeline” to provide sufficient
qualified candidates?

If it appears that there will be sufficient candidates who will have necessary experience and
skill without the need for any special development efforts, decide whether you need to take
any further action. If your review of the data shows that you should have sufficient applicants
“in the pipeline” when the vacancy occurs and you feel that existing selection procedures are
adequate for determining who to promote or move into the position, then you may not need to
do anything more except continue to monitor the situation.

If it appears that there will not be sufficient numbers of employees within the organization,
then you will have to explore alternative solutions such as developing and training internal
employees or hiring fully qualified employees from outside the organization.

Strateqy # 2: External Recruitment

Do we want to consider external recruitment and hiring as an option or alternative to developing

internal employees? Answer these questions:

What sources of recruitment were used in the past? Will they still be sufficient?
What new sources of applicants might we use?

What are the minimum qualifications for the position?

Have we identified any skills, knowledge or abilities needed beyond the minimum
qualification requirements?

Can we reasonably expect the applicant population to possess these, and if not, what
training/development is available?

Do we need a special recruiting program?

What are the existing selection procedures? (tests, interviews). Are existing selection
procedures sufficient to assess required applicant competencies or do we need to develop new
ones?

Strateqy # 3: Training and developing internal staff to succeed to vacancies when they occur.

Below are some issues to decide regarding training and developing internal staff to succeed to
vacancies:
Identifying Needs: What knowledge and experiences are critical for a person to gain before entering

this job?

Identify sources of information needed to determine this

What does the incumbent in the position do? A detailed and comprehensive position
description of the tasks performed by the position is the first step. This is not necessarily the
formal SF-3 that Civil Service uses.

You may also decide to do a detailed job profile to identify the competencies required. If you
do, the competencies need to be tied to tasks and made as concrete as possible. It is very easy
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with “competencies” to get off into very abstract constructs that are difficult for anyone to
understand or agree on what they mean.

Here are the basic steps to job profiling:

Identify important work behaviors and tasks

Identify the competencies required to successfully perform job tasks
Establish the connection between tasks and competencies

Choose which competencies to assess and how

Document the job profiling process

ko E

Using Existing Competency Lists: You may want to develop your own competency lists from
scratch. However, there are many lists out there and an easier approach is to take one of these and use
the competencies that apply to your position. You will definitely want to have experts on the position
review the competency definitions and modify them as needed to suit your particular position. You
may also need to add competencies. Appendix A contains a list of some existing competency
inventories that are out there.

How do I select people to be in the pool or to participate in training and development? What basic
criteria do | want to set for employees to qualify to enter the pool of persons to be developed? The
criteria used should be objective and job-related. Avoid having top executives or any group simply
“nominate” individuals whom they think have “potential.” Also, be very cautious about using scored
assessments or tests designed to measure “management potential.” To be used at all, these must be
professionally validated in your specific setting. This is usually expensive and often even technically
not feasible. If you do choose to use such measures, be sure to explain them to employees and try to
allay any negative perceptions. You might want to use some objective criteria such as minimum PPR
ratings, educational or experience requirements, or completion of specific training courses. A strategy
that has proven successful is to develop all persons who are direct reports to the position or all
persons in designated job titles. Of course, it is desirable to consider only those persons actually
interested in participating. So you may solicit applications from qualified employees and only
consider those who express interest.

Should we select one person to be an understudy for the position or should we create a pool of
potential applicants? In general, it is better to develop a pool of potential applicants rather than
choosing one person as an understudy for a position. Developing only one person is risky because
that person may leave, and then you’ve wasted your training investment and have no one ready to
enter the position when it becomes vacant. However, there is also a cost / benefit consideration.
Training and development is the most costly part of workforce planning. In order to create a pool,
you will have to develop and train some people who will not actually get promoted when a vacancy
occurs. You will also have to be careful not to create false expectations or disappointments in persons
not actually selected when the job becomes vacant. Participation in the process of training and
development does not guarantee anyone a promotion.

How many people should be in the pool? This really depends on the individual position. Obviously if
you have multiple positions in the same job title with similar requirements, creating a fairly
substantial pool is desirable and probably feasible. However, if it is a high-level position or one
requiring very specialized knowledge, there may only be one or two persons in the organization that
could feasibly be trained and developed to succeed to the position.
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What about competition? Will Civil Service rules allow selecting one person to be developed as an
understudy? How do we avoid being penalized for pre-selection or perceptions of pre-selection?

Whether you decide to select and develop one person or a pool of potential applicants you must
realize that whatever decision process you use to decide whom to select to be developed or to
participate in training will be subject to the same legal standards as any test or interview or selection
procedure used to hire or promote someone. Persons excluded or not chosen for participation in the
training and development process will obviously be at a disadvantage when competing for the
position when it becomes vacant and may even be barred from consideration if you make the training
and development a mandatory requirement. Therefore you must set objective, job-related criteria for
choosing who will participate in training and development for the position. A key decision you must
make is whether participation in the training and development will be a mandatory requirement for
succeeding to the position or whether it will be one alternative to be considered.

Identifying and filling the Gap: How do | identify the training and development needs of each
participant in the pool?

The current knowledge and skills of each participant must be compared to the requirements of the
projected vacancy to determine what the individual lacks and needs to be developed in order to create
a training and development plan for each individual.

You can identify what the employee currently has by reviewing his or her personnel records,
including training courses, education and work experience inside and outside the organization. You
may also want to interview the employee and his supervisor. You may also want to administer some
formal tests or assessments to the employee depending on the competencies identified. Once you
have an idea of what the employee currently possesses, you should develop a plan for each employee.
Here are the steps to follow in this process:

1. Staff the program- make someone responsible for keeping up with the development plans and
recording progress

dentify what each employee already has in relation to the job

Identify particular experiences, or training each employee must have to complete the program.
Determine how employee’s performance and progress in the program will be assessed.

Create a schedule for completion of training and development program

okrwn

Some specific questions to be answered regarding training and development are:

What will training and development consist of and who will do it? Will training consist of formal
coursework, job shadowing, coaching by experienced employees? Will professional trainers be used?
What specific job experiences must the employee gain and when? How will progress in training and
development be assessed? How will a participant know how he is doing? What expectations will
participants have? How will the participant’s performance in the training and development be used in
making a final decision about who is promoted to a vacancy when it occurs?

When the vacancies occur, how do | select the person to fill the vacancy from among those in the
pool? Selection procedures should be job-related. Many factors can be considered including scores on
tests or other assessments, PPR’s and performance in the training and development program. A major
decision is to determine how performance in the training and development program will be
incorporated in the final decision to fill the vacancy.

Two key decisions are:
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Whether completion of this training and development will be a mandatory minimum
requirement for all applicants or whether alternatives will be accepted.

Will a participant’s performance during the training and development be evaluated as simply
passing a minimum standard for the position by completing each step or will his training
performance be somehow graded or compared to other candidates in an overall evaluation
process?

CONTINUING THE PROCESS

Once you have gotten your workforce planning started you need to make sure you have a way to
assess progress and maintain it as an ongoing process. Below are some necessary steps:

1.
2.
3.

Establish a schedule for updating data on retirement projections and other demographics.
Establish a method and schedule for evaluating how training and development is working.
Get feedback from managers over the potential vacancies? Do they think the process will
provide a viable pool of applicants? Do they think it will provide data on applicants that will
help them decide whom to select when a vacancy occurs?

How do participants regard it? Do they believe it is fair? Do they believe that going through
the training and development will improve their chances of being selected or make a positive
difference in their careers?

When vacancies occur, do managers select from the internal pool or do they fill from outside
the organization? If they select from the internal pool, does there appear to be any relation
between who was selected and the person’s performance in the training and development?
Are employees who complete the training and development staying with your organization or
are they leaving to go elsewhere after completing the training?

ONGOING DSS WORKFORCE PLANNING INITIATIVES

Succession Planning, Office of Community Services - The Department of Social Services,
Office of Community Services (OCS), implemented an Internship-Rotational Program.
Anticipating the imminent retirement of a Regional Director of Field Staff Services, OCS
announced the job internally. A process including review of applications and a structured
interview panel was used to screen 22 applicants and choose four to be rotated on four-month
details into the position. The position was double-encumbered so the serving Director could
act as mentor to the individuals rotating through the position; the individuals were given total
authority to make decisions on projects and areas assigned. A second phase rotated two
additional individuals through the position. In addition to creating a strong candidate pool,
this program enhanced communication and understanding among all participants which
improved general operations.

Leadership Development, Office of Community Services- The Department of Social
Services, Office of Community Services (OCS), established a two component Leadership
Development program. The first component consisted of a one-year program of management
meetings, lectures, project assignments, reading assignments and State Office workshops
given to the individuals who participated in the Internship-Rotational Program as well as nine
other applicants who were not selected for rotation. In the second component, 103 persons
selected from among first-line child welfare supervisors, District Managers, Regional
Administrators and State Office Administrators, were sent to a series of workshops facilitated
by the J. W. Fanning Institute for Leadership, University of Georgia. The leadership
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workshops included practical exercises to build competencies in areas of communication,
team building, leading change, leading people and being results driven.

For information on these initiatives and assistance in implementing in your organization, contact your
Headquarters’ Human Resources office.
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APPENDIX A
Sources of Competency Lists and Definitions

APPENDIX A - SOURCES OF COMPETENCY LISTS AND DEFINITIONS

NOTE: These competency lists should not be adopted “as is.” They were developed after extensive study
and subject matter expert review for their particular organizations and jobs. However, they can serve as a
starting point to generate core competency lists so you don’t have to invent them from scratch. Taking
competencies from these lists as a starting point, subject matter experts in your jobs can add, delete or edit
them as appropriate to fit your jobs and organization.

Georgia’s G-Comps Competency Dictionary for Workforce Planning: This is one of the best-organized
and most comprehensive sources. It incorporates some material from other listed sources such as
MOSAIC (the federal government OPM designed system)
www.gms.state.ga.us/agencyservices/wfplanning/index.asp

MOSAIC (Multipurpose Occupational Systems Analysis Inventory-Closed Ended): This is the federal
government’s comprehensive inventory developed by OPM. It is subdivided into three groups of
competencies: 1) Leadership Competencies, 2) Competencies for Professional and Administrative
Occupations, and 3) Competencies for Clerical and Technical Occupations. www.opm.gov.

LMSS Competencies: These were developed by LSU Workforce Development specifically to create a
competency model for managerial and supervisory positions in Louisiana State government to be used
initially to identify training needs. There are several versions of definitions of these competencies. In the
recent 2005 CPTP Needs Assessment report, the competency definitions listed were almost identical to
the MOSAIC leadership competencies. Since these deal only with managerial and supervisory positions,
they are less comprehensive than Georgia’s G-Comps or the federal MOSAIC
system.www.lsuworkforcedevelopment.com

Henrico County Virginia LDP Competencies: Henrico County’s workforce planning includes a
Leadership Development Program (LDP). Managerial competencies have been developed and grouped
into three sub-categories; 1) Competencies for Upper Managers, 2) Competencies for Middle Managers,
and 3) Competencies for First-Line Supervisors. These competencies are very well written. They are
concise and more concrete than most. The language is action-oriented and objective, not as abstract as
most competency definitions. www.co.henrico.va.us/hr

IPMA HR Competency Model: This is a set of twenty-two competencies developed specifically for
Human Resources positions. They could be used as-is for workforce planning for Human Resources
positions, but many of the competencies could be adapted to other jobs with slight modifications.
www.ipma-hr.org

Civil Service Master Competency List for Professional Jobs: composite list of thirty-eight competencies
developed internally by Civil Service as a potential job aid for agencies to use with delegated authority. It
consists of modified competencies from several sources. (See Appendix D.)
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APPENDIX B
Workforce Planning Websites

APPENDIX B - WORKFORCE PLANNING WEBSITE

There are a number of websites that are excellent sources of workforce planning information. Here is a
list of my favorite workforce planning sites. (FROM MAX REICHERT, CIVIL SERVICE)

NASPE (National Association of State Personnel Executives): www.naspe.net.

If you type “workforce planning” into the search box this site will give you a menu that will allow you to
link to several other state workforce planning websites and / or documents including California, New
York state, and South Carolina.

Workforce Management magazine: www.workforce.com. This website has feature articles on-line and a
great archive of past articles. It is the same organization that publishes the printed version of Workforce
magazine.

Henrico County, Virginia: www.co.henrico.va.us/hr. This is the website for the Human Resources
Department of Henrico County, Virginia. Under the “Programs” heading, they have lots of useful data on
succession management and workforce planning. They have been doing this for eight years. They have a
leadership development program (LDP) started in 1996 which identified competencies for each job and
made them part of the county employment culture. Now they are moving on to creating individual
development plans for each employee. The website has a detailed Leadership Development manual,
defined competency lists, forms used for creating individual development plans, etc.

IPMA-HR: www.ipma-hr.org . This is the web site for the International Public Management Association
for Human Resources. If you are a member, you can view or download recent back issues of their
newsletter, IPMA-HR News. Often entire issues are devoted to workforce and succession planning.

Federal Office of Personnel Management: www.opm.gov. This is the website for the Federal
Government’s Office of Personnel Management. It has some good general material.

Georgia State Merit System site:

www.gms.state.ga.us/agencyservices/wfplanning/index.asp. This is the workforce planning site for the
Georgia State Merit system. Of the states, they have one of the more comprehensive workforce plans.
Governing magazine rated strategic workforce planning as an area of strength (highest rating) for the
Georgia merit system.

Achieve Global:

www.corpserv.delta.edu/achieve_global/achieve global _home.htm. This site is for the corporate training
firm Achieve Global. They were used by the state of Florida for creating management training for
succession planning.
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APPENDIX C
The Basics of Job Profiling

APPENDIX C — THE BASICS OF JOB PROFILING

What is Job Profiling?

Job Profiling is simply a systematic way to collect information about jobs. A Job Profile identifies the
tasks that comprise a job and then defines the competencies an employee needs to successfully
perform those tasks. Managers can use this information to design training programs and/or to
improve hiring procedures.

How is Job Profiling done?

There are three basic steps to Job Profiling.
Step One: Make a list of job tasks and the competencies needed to perform them.
Step Two: Decide which tasks and competencies are the most important for success.
Step Three: Establish the link between the important tasks and the competencies.

Step One: Identifying Tasks and Competencies

Listing job tasks

Draft a list of the main job tasks. Start with the tasks listed in the Job Specification and/or Position
Descriptions. Then amend and revise the list by talking with employees and supervisors. This can be
done individually or in groups. When describing a task, it is helpful to consider these elements.

o Action: What is being done?
o Object: To whom or to what is it being done?

o Result: What is the outcome?

o Tools: How is it done?

o Instruction: Under what direction is it done?

Listing competencies

As employees and supervisors define the tasks that comprise the job, ask them to list the skills,
knowledge, abilities or competencies needed to successfully perform those tasks. For each task they
describe, also ask the question “What is required to perform this task?”

What are competencies? Competencies are the combinations of knowledge, skills, abilities, attitudes,
and behaviors that an employee must possess to successfully perform a particular job or task.

To make the identification of competencies easier, you may wish to use an existing list of
competencies as a starting point for your job experts. There are many sources for lists of
competencies, no one source is definitive. (See Appendix A for a list of some sources and Appendix
D foR Civil Service’s master list for professional jobs.)

Step Two: Evaluate task and competency importance

Evaluating Task Importance

Once you’ve drafted the list of job tasks, determine which ones are MOST important or critical. One
way to do this is to have employees and/or supervisors rate the list of tasks. You might have them
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pick their “top ten” or ask them to rate each task on importance and frequency. (See sample task
rating scales below.)

Sample TASK IMPORTANCE Rating Scale
Rating Definition of Rating Level

S Satisfactory performance of this task is essential for acceptable job performance.
4

K Satisfactory performance of this task is important for acceptable job performance.
2

1--mmmee- This task is non-essential or trivial to acceptable job performance.

Sample TASK FREQUENCY Rating Scale
Rating Definition of Rating Level

5 -mmmmee This task is performed frequently.

4

K This task is performed occasionally.
2

1--mmmee- This task is performed rarely.

A Note about Rating Scales: Numerical rating systems such as the scales above are helpful tools for
decision-making. But don’t rely on them to the exclusion of your own professional judgment. For
instance, there may be tasks that are rarely performed, but highly critical when they occur, or there
may be tasks that are frequently performed, but not very important. There is no magical point on a
rating scale that determines whether or not a task should be considered important. Numerical ratings
should be used in combination with the knowledge and expertise of the employees and supervisors who
know the job best to decide which tasks are truly critical to overall performance.

The tasks identified as MOST important will be the focus of any training plans or hiring/promotion
processes you develop. Generally, the tasks that are described as most important and those performed
most often represent the most critical needs of the job.

Evaluating competencies
Once you have compiled a list of all the competencies that contribute to successful job performance,
evaluate which ones are most important. You’ll also want to evaluate how employees acquire the
important competencies. That is, which competencies are employees expected to bring with them to
the job and which are they expected to acquire through job training.
These are the two critical questions to ask regarding competencies.

1. Is this competency truly essential, or merely helpful or desirable?

2. Do employees need to possess this competency when they start the job, or is this something

they are typically expected to learn or acquire after they are hired?

You may use the same method to evaluate competencies that you used to determine which tasks were
most important. You may choose to simply have a group of employees and/or supervisors make this
evaluation through discussion. Or you may choose to use some type of formal rating scale like the
samples below.

Sample COMPETENCY IMPORTANCE Rating Scale
Rating Definition of Rating Level
5--mmeme- Possession of this competency is essential for successful job performance.
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K Possession of this competency is helpful or desirable for successful job performance.
2
1--mmmee- Possession of this competency is unrelated to successful job performance.

Sample COMPETENCY ACQUISITION Rating Scale
Rating Definition of Rating Level

R Possession of ALL of this competency is required upon entry to the job.
4

K Possession of SOME of this competency is required upon entry to the job.
2

1--mmmee- Possession of this competency is NOT required upon entry to the job.

Just as was the case with task ratings, there is no “magic number” on a competency rating scale that
serves as absolute demarcation points for decisions regarding the importance or the “trainability” of
competencies.

Step Three: Linking Tasks and Competencies

Now that you’ve identified which tasks and which competencies are most important or valuable for
successful performance of the job, you want to finalize your analysis by clearly defining the link
between those important tasks and the specific competencies found to be critical. This critical step
demonstrates the relationship between the competencies to be assessed and the tasks or work
behaviors that comprise the job. The demonstration of such relationships simply involves looking at
each task in light of each competency and indicating if the competency is related to the performance
of that particular task.

This step is best illustrated, and often performed, using a competency/task table such as the one
below.

) 1 2 3 4 ) 6 7 (Etc.)
Competencies Sum

A. Customer
Service

B. Interpersonal
Skills

C. Oral
Communication

(etc.)

Using a table such as the one above, the job experts consider each task (1 through 7 in this example)
and place a check in the box if possession of the competency is required to perform the task. To
summarize the results, simply add up the number of boxes checked for each competency. These
totals, recorded in the final right-hand column in the sample above provide a straightforward basis for
the comparison of the job relatedness of each of the competencies under consideration. Your final
results show you which competencies are of greatest impact on the ability to perform the most
important or critical job tasks.
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Using Job Profiling results

Your completed Job Profile gives you a list of the most important or critical tasks of the job and a list
of the competencies needed to successfully perform those tasks. It also identifies which of those
necessary competencies employees are expected to bring with them to the job, and which ones they
are expected to acquire after they are in the job through training. You can use this information in
several ways.

Development of Employee Training Plans

Building a strong candidate pool

The competencies identified as those employees must bring with them to the job are your guide to the
kind of training you may wish to provide to the group of employees who comprise the pool of
potential candidates for the job. Communicate the competencies identified as needed for job success
to this potential pool. Develop a plan for providing access to training in these areas to employees in
this pool. Remember to ensure that access is provided equitably.

Strengthening Job Training
The competencies identified as those an employee is expected to acquire after appointment to the job
should be the focus of your training plan for new appointees. By developing a plan for providing
training in these areas to new appointees as soon as possible, you increase the probability of their
long-term success on the job.

Assessing Candidate for Selection Purposes

The competencies you’ve identified as critical for job success can also be used to improve the process
you use to select candidates for appointment. You may want to develop a structured interview or
other method designed to assess these critical competencies to help you make selection decisions.
When making selection decisions, you should include only those competencies that were identified as
those an employee would be expected to bring to the job. Selection assessments should NOT include
competencies identified as those an employee is expected to acquire after appointment to the job.

Evaluating Employee Performance

The critical task list and associated competencies can also be used to help define the performance
expectations and evaluation standards for appointees to the job. The clear definition of critical tasks
and competencies provide the framework in which the new appointee’s performance can be
evaluated.

Documenting Job Profile Results

It is important to document the results of your Job Profile. Such documentation is essential to legally
support the use of your results as part of your method of preparing and selecting people for the job.
Your documentation should include the following items.

Job Being Profiled

Dates of the study

Names and Roles of individuals who participated (employees and supervisors)
Description of the method used to gather information

Task list with importance and frequency ratings

Competency list with importance and “trainability” ratings

Linkage of Tasks to Competencies

Description of how the results will be used

O 0O 0O 0O O O O O
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WHERE TO GET HELP WITH THE PROCESS

If you would like assistance conducting a Job Profile, the Department of State Civil Service will be
happy to provide you with the help you need. Contact Rainette Stephens, Staffing Division
Administrator at rainette.stephens@la.gov or Max Reichert, Workforce Planning Assistant Division
Administrator at max.reichert@la.gov.
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APPENDIX D
CIVIL SERVICE MASTER COMPETENCY LIST

APPENDIX D - CIVIL SERVICE MASTER COMPETENCY LIST

(Professional Level Jobs )

Adaptability: Skill and ability in adjusting to change; accepts and applies constructive criticism;
changes routines to meet new needs, changing conditions, or unexpected problems; learns new job
skills as needed; adjusts to changes in technology.

Arithmetic/Mathematical Reasoning: Performs computations such as addition, subtraction,
multiplication, and division correctly; solves practical problems by choosing appropriately from a
variety of mathematical techniques such as formulas and percentages.

Attention to Detail: Is thorough when performing work and conscientious about attending to detail;
does not make errors or careless mistakes.

Communication: Skill and ability in giving and receiving information,; listens carefully and asks
questions when needed; shows understanding of important concepts, communicates clearly when
speaking or writing; delivers accurate messages in a timely fashion; uses appropriate communication
tools for situation. Uses correct grammar, punctuation and spelling.

Conflict Management: skill and ability in managing conflicts, confrontations, and disagreements by
resolving formal and informal complaints, by identifying and taking steps to prevent situations that
could result in conflict or confrontation, and by proactively managing conflict resulting from
organizational change.

Continual Learning: demonstration of a commitment to self-development and professional growth
including keeping current with laws, regulations, policies, trends, lessons learned from other
organizations, and other developments that impact the workgroup; evaluating and self-improving
own strengths and weaknesses; promoting the sharing of knowledge with others who need it; and
contributing to/creating a learning environment for others.

Cooperativeness: Skill and ability in working with people; offers help to co-workers when needed;
works well as part of a team; follows instructions without unreasonable complaining; is courteous
and tactful; avoids conflicts with others; supports others does not put down their ideas or
contributions.

Creative Thinking: Uses imagination to develop new insights into situations and applies innovative
solutions to problems; designs new methods where established procedures or methods are
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inapplicable or are unavailable; uses imagination to combine ideas or information in new ways or to
create new work products.

Customer Service: Knowledge, skill, and ability in identifying, considering and responding to the
needs and expectations of customers/clients; includes integrating concern for customers/clients into
the delivery and design of services, products, and processes; includes a personal commitment to
quality public service.

Daily Decision-Making / Problem Solving: Skill and ability in thinking on the job; uses good
judgment about what should be done and when it should be done; solves problems independently but
seeks help from the right sources when appropriate; looks for better ways of doing things if
appropriate; gathers enough information to make a complete analysis of a problem or situation;
evaluates alternatives and chooses the best solution; makes decisions within appropriate time frame.

Decision Making: Makes sound, well-informed and objective decisions; perceives the impact and
implications of decisions and actions; takes action when needed to accomplish organizational goals
even when situation is uncertain.

Dependability: Can be counted on to take care of work-related commitments; gives extra effort
when needed; can be counted on to do what is expected even when not being watched; reports on
time, as scheduled; makes sure duties are covered when absent; meets deadlines.

Human Resource Management (Supervision): The knowledge, skills and abilities comprising
proficiency in the supervision of subordinates including the areas of selecting, retaining, assigning,
developing, motivating, assessing, correcting and rewarding employees. Includes evaluating work
performance and providing feedback to others on their performance.

Human Resource Management: the knowledge, skills, and abilities comprising proficiency in the
supervision of subordinates including the areas of selecting, retaining, assigning, developing,
motivating, assessing, correcting, and rewarding employees.

Influencing/Negotiating: knowledge, skill and ability in persuading others, gaining cooperation, and
purposefully influencing the behavior and points of view of others by identifying and understanding
their interests and positions, by finding mutually acceptable solutions (courses of action), and by
applying appropriate negotiation approaches.

Interpersonal Skills: Shows understanding, friendliness, courtesy, tact, empathy, concern,
cooperation and politeness to others; develops and maintains effective relationships with others; may
include effectively dealing with individuals who are difficult, hostile, or distressed; relates well to
people from varied backgrounds and different situations; is sensitive to cultural diversity, race,
gender, disabilities, and other individual differences.

Interpersonal Skills: knowledge, skill, and ability in perceiving, considering and responding
appropriately to the needs, feelings, and capabilities of a wide variety of people, resulting in sensitive,
tactful and respectful treatment of others; includes diversity awareness and sensitivity to individual
differences.
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Job Knowledge: the knowledge, skills, and abilities comprising proficiency in the specific
profession, field, discipline, or area of specialization related to work responsibilities and applied in
the performance of the job; includes, where applicable, understanding of the job expertise needed by
subordinates to do their work.

Memory: Recalls information that has been presented previously.

Oral Communication: Skill and ability in communicating ideas and facts orally in a clear and
organized way and adjusting style, tone, and level of communication to fit the audience and situation;
includes listening to others and showing understanding of what they are saying.

Performance Planning and Review: Skill and ability in counseling and rating employees on their
work performance; communicates performance expectations clearly; conducts thorough and timely
performance planning sessions with subordinates; documents subordinates’ job performance and
provides helpful feedback throughout the performance period; avoids rating errors and biases; meets
deadlines for doing planning and rating sessions and submitting performance rating forms to the
Human Resources Office for all employees supervised.

Planning and Evaluating: Organizes work, sets priorities, and determines resource requirements;
determines short or long-term goals and strategies to achieve them; coordinates with other
organizations or parts of the organization to accomplish goals; monitors progress and evaluates
outcomes.

Planning and Goal Setting: skill and ability in creating direction for the workgroup by determining
goals, schedules and priorities that further the strategic plan for the workgroup, by motivating
employees to work toward the organization's goals, objectives, and strategies, and by anticipating
potential obstacles or opportunities.

Problem Solving: Skill and ability in recognizing and defining problems, gathering enough relevant
information for a complete analysis, evaluating alternatives, and generating logical solutions or
recommendations.

Problem Solving and Decisiveness: skill and ability in recognizing and defining problems, gathering
relevant information, applying problem solving methods, generating logical approaches or solutions,
evaluating alternatives, and making sound, well-informed decisions, even in uncertain situations;
ability to make difficult or unpopular decisions.

Project Planning and Implementation: Skill and ability in creating and successfully following
through with projects ( such as special goals, activities, or large assignments); anticipates long-range
challenges and opportunities; sets specific goals and priorities; designs realistic work methods and
timetables for achieving project goals; keeps track of progress toward goals and adapts as needed.

Reading: Understands and interprets written material, including technical material, rules, regulations,
instructions, reports, charts, graphs, or tables; applies what is learned from written material to specific
situations.
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Reasoning: Identifies rules, principles or relationships that explain facts, data or other information;
analyzes information and makes correct inferences or draws accurate conclusions.

Self-Management: Sets well-defined and realistic goals; displays a high level of initiative; completes
assignments in a timely manner; works with minimal supervision; demonstrates responsible behavior.

Service to Clients/Public: Skill and ability in providing effective and courteous service; shows
courtesy to all; listens carefully to clients to understand their individual needs; identifies needs of
clients correctly; gets appropriate help for a client both within and outside his or her own work area;
follows up to be sure client’s needs are met; provides accurate information to clients and responds
timely to client requests.

Teaching Others: Skill and ability in helping others learn through formal or informal methods; skill
and ability in making presentations and instructing or informing groups.

Teamwork: Encourages and facilitates cooperation pride, trust and group identity; fosters
commitment and team spirit; works with others to achieve goals.

Use of Equipment and Materials: Skill and ability in caring for and using the State’s property and
supplies; uses equipment and materials safely and for their intended purpose; makes sure that
equipment is kept in good repair and gets regular maintenance; does not waste or misuse materials;
observes safety regulations and does not damage equipment.

Work Group Management and Leadership: Skill and ability in directing the activity of
subordinates; plans and assigns work effectively and fairly; sets realistic but challenging work goals;
gives subordinates the resources, guidance and training opportunities needed to perform at their best;
achieves results through the high quality and quantity of work group efforts; leads a work group that
contributes to the achievement of organizational goals; recommends corrective action and/or
discipline when appropriate.

Workgroup Team Building: knowledge and ability in coaching, motivating, and guiding others
toward skill development and goal attainment by developing and sustaining cooperative relationships,
trust, and open communication, by supporting group problem-solving and participative decision-
making, by recognizing the value of individual differences, and by contributing to/creating a climate
in which all employees are respected and rewarded for their accomplishments.

Work Process Management: knowledge, skill and ability in managing, improving and redesigning
work as a process rather than by focusing only on individual jobs; includes setting goals for each
work process, measuring outputs, using work performance measures to identify problems, using
process analysis tools (e.g., flowcharts, fishbone diagrams, etc.) to study and correct problems, and
redesigning work processes when a total change is necessary.

Work Product: Skill and ability in the quality and quantity of work produced; produces work that is
thorough, accurate and of high quality; completes full amount of work on time; demonstrates
understanding of how his or her work contributes to overall success of work group or organization.
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Writing: Recognizes and uses correct English grammar, punctuation, and spelling; communicates
information (for example, facts, ideas, or messages) in a succinct and organized manner; produces

written information, which may include technical material, that is appropriate for the intended
audience.
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