Rochester Institute of Technology

Core Competencies List for Staff Appraisals
 Communication:  
· Effective use of verbal, written communication, and presentation skills.
· Explains things at a level that is detail appropriate to the audience; articulate speaker.
· Shares information often with others; communicates in a clear, timely, complete and consistent manner; uses facts and rational arguments to influence and or persuade.
· Listens effectively, encourages and is receptive to new ideas; invites response/dissent; verifies that he or she has a clear understanding of what needs to be done.
· Shares information across traditional boundaries.
Customer Focus:
· Listens well to customers and assigns the highest priority to customer satisfaction to both external and internal clients.

·  Inspires and demonstrates a passion for customer excellence.

· Stresses the importance of customer service and creates this service mindset throughout the organization.
· Responds to requests in a timely fashion; provides accurate and consistent information.

· Strives to go above and beyond satisfactory service to clients.

Work Ethic:

· Sets and meets aggressive commitments to achieve business objectives; stands up for beliefs, ideas, or co-workers; fair and compassionate, yet willing to make difficult decisions. 
· Builds trust and respect by modeling the way and being consistent with actions.
· Accepts accountability for mistakes and takes responsibility for ones actions.
· Effectively manages one's time and resources to ensure that work is completed efficiently and accurately; makes sure that work is done correctly and to the highest standards.
· Consistently completes expected workload; is effective with anticipating time needed to complete workload.
·  Is well organized and plans ahead for project requirements; works at a pace that achieves the highest levels of quality work.
· Sets high standards of performance for self and others; assumes responsibility and accountability for successfully completing assignments or tasks
·  Self-imposes standards of excellence rather than having standards imposed; requires no more than expected amounts of supervision and assistance.
 Initiative, Drive & Results:  
· Acts, experiments, and accomplishes; goes beyond what the job or situation requires.
· Creates real and positive change; views these changes as an opportunity.
· Anticipates problems and initiates new and more effective ways to tackle them despite obstacles or change; avoids creating a quick fix and provides solutions for the root of the problem.
· Develops organizational structures that break traditional barriers to performance.

· Challenges others to look outside the box.
· Avoids and eliminates bureaucracy; strives for brevity, simplicity and clarity.  

· Understands and uses speed as a competitive advantage; completes tasks in accordance with expectations and schedule.
· Displays a high degree of personal effectiveness; pursues objectives with consistent determination.
· Proactively seeking out, recognizing and acting on opportunities to attain business goals; takes independent action to achieve success.
· Taking prompt action to achieve what is required; reacts constructively to setbacks.
· Willing and prepared to accept responsibility for actions, both positive and negative.
· Makes sacrifices to reach goals, willing to take personal risks.
· Eliminates unnecessary activities or processes that are within his or her authority.

· Continuously looks for opportunities to improve systems and/or processes to improve productivity.

· Can be assertive without being aggressive; displays perseverance in actions without being stubborn and inflexible.

Managing others:

· Assesses others’ capabilities and limitations with regard to each situation.
· Empowers direct reports to adjust procedures to improve quality of service and to find creative solutions to problems.
· Knows when to delegate and when to take personal responsibility; assigns the right jobs to the right people.
· Ensures people get the tools, coaching, and development they need to do their jobs properly.
·  Confronts people directly when they fail to achieve desired performance; uses encouragement and motivation to improve performance; is a patient, helpful, effective coach.
· Spends time with employee to learn about their priorities, needs, and future plans.
· Maintains a timely schedule for reviews and follow-ups. Provides recognition and appropriate rewards to motivate others.
 Professional, Personal & Emotional Maturity:  
· Possesses a leadership style and positive impact and effective presence.  

· Demonstrates business savvy and good judgment in decision making.  

· Manages conflicts directly and constructively. 
· Is candid and straightforward in handling conflict and delivering bad news.
· Flexible and adaptable to changing business needs.  

· Handles pressure and emotional situations with professionalism. 
· Keeps a level head in a fast paced or stressful environment.

· Does not respond with anger when things don’t go as expected.
· Conducts oneself in a positive, professional manner in all aspects of the job.
· Demonstrates a positive “can do” attitude. 
· Respects others’ race, nationality, gender, age, background, experience, and style.
· Successfully prioritizes personal schedule. 

· Arrives at work on time and ready to do the job.
· Responds constructively to feedback and development suggestions.
· Maintains unequivocal commitment to honesty and confidentiality; practices absolute conformance with company policies; actions are consistent with words; trusted by others.

· Strives for personal improvement; utilizes resources available to complete individual growth and development; seeks opportunities to learn.
Teamwork & Collaboration:
· Works effectively with team members to achieve goals and objectives; empowers and motivates team to maximize effectiveness.
· Willingly responds to requests for assistance from team members.
· Breaks down barriers and develops influential relationships across teams/functions/layers; seen as cooperative versus competitive by team members.  

· Treats team members with dignity, trust and respect; shares information and keeps teammates informed of things that are likely to affect their work.
· Manages team conflict appropriately; provides coaching and feedback to develop team members; creates a positive, enjoyable work environment.
· Recognizes and rewards achievement.
· Challenges others to identify new ways to view existing situations.

 Planning, Project Management & Organization: 
· Establishes a course of action for self and others to ensure that work is completed efficiently.
· Committing to a course of action to accomplish a long-range goal or vision after developing alternatives based on logical assumptions, facts, available resources, constraints, and organizational values.
· Prioritizes. Determines the severity of critical activities and assignments; adjusts priorities when appropriate.
· Establishes tasks and resources; breaks down projects and assignment into tasks; identifies equipment, materials, and people needed; coordinates with internal and external partners; ensures resources are adequate to deliver results and to complete work efficiently.
· Schedules and allocates appropriate time to complete work; avoids scheduling conflicts; develops timelines and milestones; meets deadlines.
· Uses time effectively, keeping irrelevant issues or distractions from interfering with work completion; stays focused under conditions of uncertainty and risk.
· Develops decision criteria, considering such factors as cost, benefits, risks, timing, and buy-in; selects the action with the highest probability of success.
· Identifies the key tasks and resources necessary to achieve the desired objectives.

Negotiation & Persuasion:
· Exploring alternatives and positions to reach outcomes that gain all parties’ support and acceptance; using appropriate interpersonal styles and communication methods to gain acceptance of a product, service, or ideas from prospects and clients.
· Clarifies issues at hand; explores needs, concerns, and initial positions of all parties, including own.
· Identifies points of agreement and disagreement; builds common ground by highlighting areas of agreement; focuses needed efforts by highlighting areas of disagreement.
· Keeps discussion issue oriented; manages the interpersonal process to stay focused on the task.
· Develops others’ and own ideas; engages in mutual problem solving by brainstorming and evaluating alternatives openly and fairly.
· Counters and responds to objections with statements of value and proposed solutions to others’ needs.
· Facilitates agreement; seeks a win-win solution through a give-and-take process that recognizes each party’s core needs.
· Questions and probes; looks for information to understand situation, needs, and potential benefits. 
· Establishes strategy; develops an approach that best positions products, services or ideas; leverages supportive factors, overcomes and minimizes, existing barriers, and addresses unique needs and preferences of key decision makers.
· Build rapport; makes a favorable impression by dealing with clients and or prospects in a way that builds effective relationships.
· Demonstrates capability; presents product, service, or idea in a way that clearly shows how it would meet needs and provide benefits; builds confidence in the product, service, or idea.
· Gains commitment; moves others to action or gains agreement.
Analytical Ability: 
· Identifies information gaps and obtains information required to understand strategic issues.

· Organizes information and data to identify and explain major trends, problems, and their causes; compares, contrasts, and combines information to identify underlying issues.

· Establishes implementation plan; ensures execution of developed strategic initiatives; monitors results and makes adjustments as needed.

· Focuses on analytical ability; proves a known truth by reasoning from a perception of the parts and interrelations of a subject; follows necessary logic; expert in or using analysis, especially in thinking. 
Knowledge & Expertise:
· Has achieved a satisfactory level of technical and professional skill or knowledge in position-related areas. 
· Possesses and readily shares functional/technical knowledge and expertise.
·  Demonstrates broad business knowledge and perspective with cross-functional awareness; grasps essentials of complex issues.
· Keeps current with new developments and trends in areas of expertise including functional and technical knowledge; constant interest in learning.
· Quickly sorts relevant from irrelevant information.
Change Orientation & Managing Change: 
· Encouraging others to seek opportunities for different and innovative approaches to addressing problems and opportunities; facilitating the implementation and acceptance of change within the workplace.
· Communicates the importance of the changes; uses a variety of communication methods to help others understand changes occurring within the organization and the changes’ importance.
· Moves others to action; translates the change effect into day-to-day activities; guides and motivates others to action supporting the change.
Aligns systems and processes; creates or adjusts systems or processes to support change in a way that reduces complexities, contradictions, or paradoxes; makes adjustments when approaches do not work.
· Models the change; takes actions, makes decisions, and shapes team or group priorities to reflect the organization’s new focus; drives for decision-making in the face of uncertainty and risk
· Addresses resistance to change; helps people overcome resistance to change; empathizes with those who feel loss as a result of change.
· Rewards change; recognizes and rewards people whose actions support the organization’s change effort.
· Maintains effectiveness when experiencing major changes in work tasks or the work environment; adjusts effectively to work within new work structures, processes, requirements, or cultures.
Creativity and Innovation: 
· Generating innovative solutions to work situation and ways we can improve what we do in the organization; trying different and novel ways to deal with work problems and opportunities.
· Challenges paradigms; identifies implicit assumptions in the way problems or situations are defined or presented, sees alternative ways to view or define problems, is not constrained by the thoughts or approaches of others.
· Leverages diverse resources; draws upon multiple and diverse sources (people, disciplines, bodies of knowledge) for ideas and inspiration.
· Thinks expansively; combines ideas in unique ways or makes connections between disparate ideas, explores different lines of thought; views situations from multiple perspectives; brainstorms multiple approaches/solutions; characterized by originality and expressiveness; imaginative.
· Evaluates multiple solutions and examines numerous potential solutions and evaluates each before accepting any.
· Ensures relevance; targets important areas for innovation and develops solutions that address meaningful work issues.
· Develops breakthrough solutions and new ways of thinking; experiments and takes risks with new approaches even when there is a risk of failure.
Safety, Policy and Procedures: 
· Being aware of conditions that affect employee safety.
· Documents and monitors safety or security violations.
Recommends and/or improves safety or security procedures; enforces current safety and security procedures.
· Leads safety meetings.
Global Vision
· Demonstrates global (organization-wide) awareness and sensitivity.
· Values and promotes full utilization of global workforce diversity.
· Considers the global consequence of every decision.

· Proactively seeks global knowledge.
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