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ALBERTA PUBLIC SERVICE
COMPETENCIES

SELF-ASSESSMENT WORKSHEET*


INSTRUCTIONS:  
This worksheet can be used assist you in determining the APS Competencies to develop as part of your ongoing learning and development plan.  To complete the tool you will need:

· APS competency model

· APS Competencies Self-Assessment Worksheet (which follows these instructions)
· The Levels of Excellence Profile(s) that best fits your role 

1) Highlight the names of the competencies that are included in the Levels of Excellence profile(s) that best fit your job.  Because the core competencies apply to ALL jobs in the APS, you will need to include them.  Put an “X” next to the Level of Excellence competencies as noted in the Levels of Excellence profile for your job (see sample next page)
If your position does not have a competency profile/levels of excellence defined, complete a job profile and discuss which competencies and levels are most critical for your position with your manager
2) Rate the importance of the highlighted competencies to your success in getting the results you need for your job.   
Note:  All core competencies are important in all jobs in the APS.  You want to determine which ones have the most impact on your performance.
3) For each of those competencies that you have rated as CRITICAL or HIGH IMPORTANCE, determine your current level:    (You will need to refer to the APS Competency Model):
Review the behaviours listed in Level “A.” Ask yourself if you consistently demonstrate those behaviours consistently and get good results because you do.   If you consistently demonstrate those behaviours, move on to Level “B” and so on until you reach a level where you do not demonstrate the behaviours consistently or you do not get good results.  Rate yourself rating at the last level that you consistently demonstrated the behaviours by marking an “X” in that level on the Self-Assessment Worksheet (see example on following page). 
Complete this same approach for each of the CRITICAL AND HIGH IMPORTANCE competencies identified in your worksheet. 
4) In the “Comments on Strengths/Developmental Needs” provide comments on your next steps. For example, how do you plan to use and further develop your strengths? How do you plan to focus on areas of need?

Example:

Look at Level A of  Adaptability on page 8 of the Competency Model.  
· Do you accept others’ viewpoints? 
· Do you acknowledge that others are entitled to their opinion?
· Are you open to doing things in a new way? 
· Do you stay positive when change is introduced? 

If you answer yes to each of these AND you do this most of the time with positive results, move to Level B and ask yourself about those behaviours in the same way – looking for consistent demonstration and positive results.  If you demonstrate the Level B behaviours, but only some of them or some of the time, then you would rate yourself at Level “A” for Adaptability





	Adaptability:  Personal willingness and ability to effectively work in, and adapt to change

	
Importance:
  
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Values Need for Adaptability
	X
	
	Need to work on being more positive when faced with change and keeping my emotions under control. Will refer to development tips to gather some ideas and incorporate in my plan. 

	B. Demonstrates Adaptability
	
	X
	

	C. Adapts Approach
	
	
	

	D. Adapts strategy
	
	
	



Name:  _______________________________


Date:  _____________________

Core Competencies
	Adaptability:  Personal willingness and ability to effectively work in, and adapt to change

	
Importance:
   
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Values Need for Adaptability
	
	
	

	B. Demonstrates Adaptability
	
	
	

	C. Adapts Approach
	
	
	

	D. Adapts strategy
	
	
	


	Client Focus:  Understanding and meeting or exceeding client needs. Clients are those groups or individuals, internal or external who use the organization's products and/or services.

	
Importance:
   
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Serves clients responsively 
	
	
	

	B. Maintains clear communication with clients
	
	
	

	C. Takes personal responsibility
	
	
	

	D. Establishes effective client relationships
	
	
	

	E. Contributes to positive outcomes for the client
	
	
	

	F. Meets long-term client needs
	
	
	

	G. Advocates for client needs
	
	
	


Core Competencies – cont.
	Communication:  Clearly conveying and receiving messages to meet the needs of all. This may involve listening, interpreting, formulating and delivering: verbal, non-verbal, written, and/or electronic messages.

	
Importance:
   
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Expresses self effectively
	
	
	

	B. Listens effectively

	
	
	

	C. Understands underlying issues
	
	
	

	D. Adapts communication for the situation
	
	
	


	Organizational Awareness:  Understands the structure and culture of the organization.

	
Importance:
   
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Demonstrates understanding of formal structures in own work group
	
	
	

	B. Demonstrates understanding of the informal structure within own work group
	
	
	

	C. Demonstrates understanding of the organization beyond own work group
	
	
	

	D. Demonstrates understanding of organizational realities
	
	
	

	E. Demonstrates understanding of underlying organizational issues
	
	
	


Core Competencies – cont.
	Problem Solving and Judgment:  Ability to assess options and implications, in order to identify a solution.

	
Importance:
   
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Breaks down problems
	
	
	

	B. Sees basic relationships
	
	
	

	C. Sees multiple relationships
	
	
	

	D. Makes complex plans or analyses
	
	
	


	Results Orientation:  Knowing what results are important, focusing resources to achieve them in alignment with the goals of the organization.

	
Importance:
   
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Meets job expectations
	
	
	

	B. Improves performance beyond expectations of the role
	
	
	

	C. Sets and works to meet challenging objectives
	
	
	

	D. Improves performance in work unit
	
	
	

	E. Sets challenging organizational goals and seizes opportunities
	
	
	


	Teamwork:  Working co-operatively and productively with others to achieve results.

	
Importance:
   
        Critical

  High

  Medium   

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Cooperates
	
	
	

	B. Actively participates on team
	
	
	

	C. Involves other team members
	
	
	

	D. Encourages others and facilitates effective outcomes
	
	
	

	E. Builds a cohesive team
	
	
	


Role Specific Competencies

	Developing Others:  A desire to work to develop the long-term capability of others.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Expresses positive expectations
	
	
	

	B. Gives directions and offers support
	
	
	

	C. Gives feedback to encourage
	
	
	

	D. Does longer-term coaching, mentoring or training
	
	
	


	Impact and Influence:  Persuading, convincing or influencing.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Expresses own point of view
	
	
	

	B. Uses direct persuasion
	
	
	

	C. Calculates the impact of own actions or words
	
	
	

	D. Uses multiple actions to influence
	
	
	

	E. Influences through others
	
	
	


	Innovation:  Using original and creative thinking to make improvements and/or develop and initiate new approaches.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Enhances processes or products
	
	
	

	B. Develops new approaches for job or area
	
	
	

	C. Develops approaches new to the department or ministry
	
	
	

	D. Does things new to the government or public/private sector
	
	
	


Role Specific Competencies (cont’d)

	Leadership: Positively influencing people and events in a leadership role.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Keeps people informed
	
	
	

	B. Promotes team effectiveness
	
	
	

	C. Advocates for the group
	
	
	

	D. Positions self as leader
	
	
	

	E. Communicates a compelling vision
	
	
	

	F. Leads strategically
	
	
	


	Relationship Building: Developing and maintaining win/win relationships and partnerships.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Establishes formal working relationships
	
	
	

	B. Builds informal relationships
	
	
	

	C. Develops win/win relationships
	
	
	

	D. Maintains and uses a wide circle of contacts
	
	
	

	E. Models relationship building
	
	
	


	Resource Management:  Effectively managing internal and/or external resources to achieve organizational goals.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Uses assigned work unit resources
	
	
	

	B. Uses a variety of organizational resourcing approaches
	
	
	

	C. Uses internal and external resourcing approaches
	
	
	

	D. Uses partnerships and other indirect resourcing approaches
	
	
	

	E. Uses long term broad based researching approaches
	
	
	


Role Specific Competencies (cont’d)

	Self-Management:  Reflecting on past experiences in order to manage and continually improve our own performance.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Recognizes opportunities for improvement
	
	
	

	B. Remains positive and addresses difficulties
	
	
	

	C. Takes responsibility
	
	
	

	D. Leans from mistakes and successes
	
	
	

	E. Seeks input from others
	
	
	


	Strategic Thinking:  Taking a broad scale, long term view, assessing options and implications.

	
Importance:
   
        Critical

  High

  Medium                  Low

	
	Current Level
	Level of Excellence
	Comments on Strengths/Developmental Needs

	A. Understands strategies
	
	
	

	B. Aligns actions with organizational goals and strategies
	
	
	

	C. Analyzes potential
	
	
	

	D. Applies a longer-term perspective
	
	
	

	E. Articulates a strategy
	
	
	

	F. Understands external impact on vision
	
	
	


















































































































































































































































































































































Step 2 – Is this critical, high importance or medium importance to my success in my job?





Step 1 – Highlight the competencies that appear in the Level of Excellence profile for my job.  





Step 3 – My level for this competency is Level A




















*Adapted from the Competency Implementation Guide – Competency Self Assessment Worksheet (HayGroup ©) 
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