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Performance Review – Definitions of Professional Competencies


	1. 1. JOB KNOWLEDGE/PROFESSIONAL DEVELOPMENT: 
2. 
3. Demonstrates understanding of job expectations and maintains current knowledge and skills necessary to perform the job effectively, including job-specific technical procedural competencies. May include knowledge of Principia policies, rules, and procedures. Seeks new skills & opportunities for professional development.


	1. 2. LEADERSHIP SKILLS/SUPERVISION/PEOPLE DEVELOPMENT: 
2. 
3. Displays initiative. Motivates others effectively; delegates tasks effectively; plans, coordinates, and follows up the work of others if deemed necessary. Fosters teamwork. Develops high professional goals, objectives, and deadlines. Demonstrates skill in generating interest and enthusiasm in subordinates instead of relying solely on authority. Deals appropriately with clients/customers regarding unsatisfactory work by subordinates. Participates in and contributes to Principia’s mission. Embraces new initiatives. Aligns efforts behind the common goals of the school and the College.
4. 

	3. PROBLEM SOLVING/DECISION-MAKING: 

Identifies problems; proposes alternative solutions; is open to new or different solutions. Determines which problems to handle independently and which to refer to appropriate personnel. Gives reasonable consideration to all facets of issues that may arise. Seeks input and feedback from others. Makes timely, informed decisions. Follows up on problems and helps to bring about resolution. Communicates decisions to all affected parties. Resolves conflict in a positive and productive manner. Where applicable, follows safety standards and promotes safety awareness.
5. 

	4. RELIABILITY; DEPENDABILITY: 

Works efficiently and uses time effectively. Meets promised deadlines or reports unavoidable delays in advance of deadlines. Meets the work schedule expectations of the position. Demonstrates flexibility and willingness to assist by taking on difficult or inconvenient responsibilities. Consistently complies with Principia policies and procedures.


	5. QUALITY OF WORK; CLIENT/CUSTOMER SERVICE: 

Meets client/customer and department expectations for quality and appearance of work. Accurately and thoroughly completes work. Accepts feedback about performance and acts upon it in a timely manner. Anticipates customer needs; listens to and understands the needs of clients/customers (students, co-workers, supervisors and the public), and responds to those needs. Delivers work product and services to clients/customers in a way that reflects positively upon the department and Principia. Maintains productive working relationships.



	6. QUANTITY OF WORK: 

Work rate/quantity is in accord with norms for the profession.  Establishes appropriate priorities for fulfilling various job tasks. Demonstrates the ability to plan job tasks in an efficient manner, and the flexibility to meet changes in priorities and to accommodate work interruptions.


	7. INTERPERSONAL AND COMMUNICATION SKILLS: 

Demonstrates effective interpersonal skills. Effectively receives and conveys ideas and information orally and/or in writing; listens to and demonstrates an understanding of others’ perspectives and ideas; productively participates in meetings as applicable. 


	8. TEAMWORK: 

Establishes and maintains effective relationships with others in working toward common goals; contributes to a work atmosphere conducive to team development. Shares information, expertise, and resources with others. Responds to requests from others on the team in a helpful manner. Makes suggestions to improve the efficiency and effectiveness of the team with due concern for others.
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