
City of Austin Competencies

Definition and Skill Levels
Guide
How to Use This Guide
The Executive Competencies Definition and Skill Levels Guide contains definitions, characteristics, and skill levels for the fifteen competencies identified for City of Austin Executives. The competencies were identified through a focus group process. The guide will provide you with a working definition of each competency and actions associated with successful implementation or application of the given competency.  You can use this Guide to assess your own or someone else’s current level on the competencies, as well as use it as a building block to higher levels of competency and development. 

The Guide also contains skill levels for each competency. The skill levels are beginner, intermediate, and master.

· Beginner: Understands basic concepts and demonstrates basic skills in a given competency

· Intermediate: Consistently demonstrates a more complete level of knowledge and skill in a given competency in a variety of leadership situations and applications

· Master: Consistently demonstrates mastery of knowledge and skill in a given competency, including modeling and teaching staff and peers

Boundaryless Perspective

Definition:  The ability to see a broad view of an issue or challenge across typical organizational lines and beyond the present.

	Beginner 
	Intermediate 
	Master 



	Willingly participates in an opportunity to work across divisional or departmental lines to address a business need
	Identifies and engages in opportunities to work across divisional or departmental lines to address a business need
	Leads an opportunity to work across divisional or departmental lines to address a business need



	Recognizes there are unintended consequences and impacts outside their business unit when making decisions



	Proactively considers and thinks about unintended consequences and impacts at the organizational level when making decisions and involves those stakeholders
	Seeks a big picture perspective and a broad array of input about unintended consequences and impacts beyond the organizational level when making decisions

	Sees and is aware of the advantage of placing the long term needs of the organization over the immediate departmental goals


	Collaborates with other departments on shared goals


	Advocates and coaches others to place the long term needs of the organization over immediate departmental goals including compromising some of their own department’s need for other departments if necessary

	Is actively involved in industry/professional groups or associations related to their job


	Is actively involved in industry/professional groups or associations outside their job related field
	Is sought after to speak to groups outside their own industry/field in the community 



	Understands and makes connections between various systems in the organization
	Creates successful, working systems within the organization
	Revamps and improves systems within the organization based on anticipated future needs


Leadership
Definition:  The ability to inspire, motivate, and influence others to achieve individual and collective goals.

	Beginner
	Intermediate
	Master


	Is willing to step into a leadership role as needed


	Seeks opportunities to lead even in tough situations or in particularly challenging issues/dilemmas
	Recognizes the merit of encouraging, helping, and allowing others to lead



	Encourages diverse and divergent opinions and discussion of issues and solutions
	Encourages tough and direct debate of issues and solutions


	Isn’t afraid to end discussion after appropriate dialogue, make a decision, and move on

	Takes on tough challenges that appear to be beyond his/her capacity
	Is motivated by and seeks challenging and tough situations to lead or resolve
	Knows when to lead from the front and when to lead from the back and coaches and teaches others to take charge


Conflict Management
Definition:  The ability to recognize, manage, and resolve conflict efficiently and equitably.
	Beginner
	Intermediate
	Master


	Understands and can effectively use conflict management techniques in one-on-one situations
	Identifies underlying needs and causes and takes proactive steps to address, solve, and prevent recurring conflict situations
	Recognizes the systemic causes of conflict, engages in strategies to develop ongoing dialogue between stakeholder groups 

	Can effectively manage conflict with peers and direct reports
	Can effectively manage conflicts between teams
	Can effectively manage conflicts with multiple stakeholder groups

	Recognizes one’s own emotions and reactions in a conflict 


	Recognizes the emotions and reactions of others in conflict


	Able to coach others how to recognize and manage emotions and reactions in a conflict

	Uses active listening to understand others’ position in a conflict

	Uses focused and active listening to delve beneath stated position to identify and understand others’ true needs
	Uses listening and communication skills to help others differentiate between position and need and to see the benefit of a win/win or collaborative solution to problems


Customer Service
Definition:  The ability to accurately identify/determine customer needs and take appropriate actions and/or steps to address identified needs.
	Beginner
	Intermediate
	Master


	Understands the necessity for addressing internal and external customers’ needs
	Actively seeks customer input and feedback, both internally and externally


	Has developed relationships where customers have confidence and trust in being understood and served

	Makes corrections or improvements when requested by customers



	Practices continuous improvement based on customer input and feedback


	Makes systemic changes and improvements based upon knowledge and experience gained from ongoing customer relationships

	Responds to customer complaints as they are brought to their attention
	Seeks customer and other stakeholder participation in solving customer service issues
	Encourages and provides opportunities for direct reports, stakeholders, & customers to work together to resolve customer service issues and problems and creates customer relationship systems to have ongoing feedback loops


Decision Making
Definition:  The ability to make sound decisions in a timely manner that solve issues and stand the test of time.
	Beginner
	Intermediate
	Master


	Makes decisions based upon the best information available


	Looks beyond the basic information for patterns and trends that identify the root cause of the issue
	Takes a wider, systemic view of the environment that impacts and influences the issue



	Only makes tough decisions when forced to
	Makes tough decisions after seeking appropriate input and information
	Tackles the tough decisions based on criticality and urgency of the issue

	Provides quick decisions that solve the short-term issues
	Provides timely decisions that address identified root causes
	Takes the time to analyze issues seeking to prevent similar issues

	Is often overwhelmed by tough decisions to complex problems


	Is not stressed by having to make quick decisions to complex issues

	Recognizes and plans for probable consequences of quick decisions to complex problems

	Seeks advice and input from others on tough decisions


	Relies on own expertise and judgment as well as seeks insight and input from knowledgeable sources
	Is sought out for advice and help on tough, complex issues



	Knows where or who to go to for relevant/critical data and information

	Seeks out and involves others in the generation and evaluation of relevant data and information for decision making
	Creates sustainable streams of data and information to facilitate decision making


Cultural Competence
Definition:  The ability to recognize, value, and include different perspectives, experiences, approaches, and cultures in achieving organizational goals.
	Beginner
	Intermediate
	Master


	Seeks diverse opinions and perspectives when analyzing and resolving problems


	Actively includes and involves diverse opinions and perspectives when analyzing and resolving problems


	Is sought out by diverse groups and stakeholders as a resource/expert to facilitate complex, multi-dimensional issues/problems

	Makes informed decisions on complex issues based upon the input and participation of others

	Achieves consensus involving diverse stakeholders when dealing with complex or controversial issues


	Sets the standard for demonstrating how to achieve consensus when dealing with diverse stakeholders involving emotional and/or value-based issues/problems

	Maintains a safe environment by ensuring equitable, respectful treatment of all


	Establishes a sense of community by creating shared values
	Models, communicates, and ensures that organizational values and goals reflect and align to the values and goals of the community

	Ensures compliance with standards and rules throughout the organization


	Actively models and promotes organizational standards and practices when dealing with external stakeholders and groups


	Champions and actively develops relationships throughout the community to create greater diversity and community involvement in the organization


Achieve Results
Definition:  The ability to achieve organizational goals and objectives.
	Beginner
	Intermediate
	Master


	Consistently exceeds individually assigned goals


	Consistently manages and leads team to exceed assigned goals


	Is sought out by cross-department teams to help achieve or exceed goals

	Sets and pushes high performance standards for self


	Sets and pushes others accountable for achieving high performance standards
	Is seen and pointed out as a corporate example of high performance and standards

	Sets stretch goals for self


	Sets stretch goals for team


	Takes calculated risks on complex, interdepartmental projects to achieve or exceed critical goals

	Stays focused on critical department goals
	Deflects or defers pressure that would impede the achievement of critical team goals
	Identifies and leads the organization towards the critical path of complex projects 


Dependable and Trustworthy
Definition:  The ability to gain and maintain the trust and confidence of others and the organization through consistency and reliability.
	Beginner
	Intermediate
	Master


	Keeps commitments and promises


	Holds others to their commitments and promises


	Helps others determine the commitments and promises they are capable of keeping

	Is direct and truthful


	Can present the truth in an appropriate and helpful manner
	Has the reputation for being honest and truthful

	Can keep confidences when requested
	Can differentiate between what can be shared and what can not be shared
	Has a reputation for maintaining confidentiality as well as for recognizing when the facts must be shared

	Can be trusted to complete assignments
	Is seen as a “sounding board” or “go to” person for fresh ideas, perspective, or solving problems
	Sees opportunities to strengthen relationships or improve processes by offering new ideas, taking on additional challenges, or being there fore others when needed


Managing Purpose and Vision
Definition:  The ability to create, convey, and instill a unified vision and purpose.
	Beginner
	Intermediate
	Master


	Can state the vision and purpose


	Can develop and communicate a compelling vision to others
	Can illustrate and provide examples of what the future will look like

	Understands the need to look beyond immediate needs and concerns
	Ensures that others look beyond immediate needs and concerns
	Inspires the organization to be forward looking when considering new and future possibilities

	Ties own personal vision to the organization’s vision and mission
	Shares, supports, and advocates the organization’s mission and vision
	Is seen as an advocate in the organization and community for the organization’s vision and mission


Employee Development
Definition:  The ability to recognize strengths and areas for improvement in others and to provide opportunities, guidance, and encouragement to build skills and capacity.
	Beginner
	Intermediate
	Master


	Recognizes those things that others are good at and like to do


	Encourages people to rely upon and use their strengths in accomplishing organizational goals
	Pushes people beyond their comfort zones and compels them to stretch and test their strengths

	Gives stretch assignments primarily to people with a proven track record
	Willingly gives challenging assignments to a variety of staff members
	Looks for and seeks out opportunities to give appropriate stretch assignments per the individual

	Prefers to focus on concrete, immediate results rather than long-term development opportunities and needs
	Is aware of the need for meeting organizational goals, but keeps an eye out for development opportunities in accomplishing these goals
	Recognizes the criticality and need for long-term development of staff to ensure organizational success and plans accordingly

	May be aware of some team members career goals but does little to support or further those goals
	Is aware of team members who have career goals and actively supports and encourages those goals
	Actively encourages all team members to have development plans and set career goals, even to the point of forcing individuals into assignments outside their comfort zones

	May point out systems and processes available for development in the organization, but expects team members to handle their won career plans and goals
	Utilizes existing organizational systems and processes that are in place for employee development and helps team members achieve their goals
	Improves upon organizational systems and developmental processes by customizing and personalizing them to the needs of the individual team members


Politically Savvy
Definition:  The ability to navigate relationships involving complex, emotional, and/or value-based issues in order to influence and achieve positive results.
	Beginner
	Intermediate
	Master


	Only minimally understands the differing positions and interests of complex situations and problems


	Understands and takes into account the interests and positions of others in complex situations or problems


	Finds an integrated solution to complex problems and issues that address the concerns and needs of all stakeholders



	Communicates own position or version of own position he/she believes others will approve or want to hear
	Seeks to learn and understand others’ position and how it may overlap or align with their own
	Anticipates others’ position and integrates into own proposed solution

	Uses vested authority to reach decisions and solutions


	Uses influence to gain agreement and achieve results
	Develops and uses relationships to build consensus and achieve results

	Engages in win-win techniques when stakes are low or relatively unimportant
	Consistently uses win-win techniques when stakes are high and important
	Facilitates win-win solutions for the organization in critical, high stakes situations

	Understands and recognizes obvious land mines or sticking points


	Able to maneuver through or around obstacles and land mines to achieve desired results

	Able to anticipate and defuse potential land mines, obstacles, and pitfalls before they block or impede desired results


Planning Priorities
Definition:  The ability to recognize, plan, focus upon, and work toward what is most important or critical.
	Beginner
	Intermediate
	Master


	Prioritizes own efforts toward business unit objectives


	Prioritizes and focuses team efforts toward common line of business objectives
	Prioritizes and focuses cross-functional efforts toward organizational business objectives

	Is focused upon clearly identified business unit goals

	Prevents others from distracting and deterring the efforts of the team to “non-critical” paths 
	Communicates with and engages others to focus on the “critical few” organizational priorities

	Can bring forward at least one viable option
	Can bring forward multiple, viable options
	Can adapt and shift priorities as warranted and communicate that shift to staff with full understanding and support

	Accurately gauges the amount of time and resources needed to complete routine/daily tasks
	Accurately gauges the amount of time and resources needed to complete a project
	Accurately gauges the amount of time and resources needed for multiple, interrelated projects

	Routinely measures progress toward completion of task/project
	Accurately measures and evaluates progress/performance compared to time and resources expended
	Based on evaluations of project progress/performance adjusts, changes, or redirects projects to meet anticipated and unanticipated changes and events to accomplish long-term goals and vision


Problem Solving
Definition:  The ability to define, analyze, and find solutions for difficult or complex problems.
	Beginner
	Intermediate
	Master


	Relies on proven ‘tried and true’ solutions
	Is open to and tries new and creative methods to solve problems
	Consistently examines multiple options and methods, both tried and true and new and innovative

	Focuses on a problem’s symptoms and obvious data and information



	Conducts in-depth analysis and searches for root cause


	Takes a systemic approach that ensures the solution doesn’t create more problems than it solves

	Is satisfied with the first or short-term answer to a problem
	Implements solutions that prevent as well as correct a given problem
	Analyzes trends and patterns in order to change processes and practices to prevent new problems


Strategic Thinking
Definition:  The ability to see past the moment and adapt to a rapidly changing environment.
	Beginner
	Intermediate
	Master


	Understands the need to look to the future, but is more comfortable operating tactically
	Thinks and acts strategically when conditions warrant it.


	Consistently thinks and acts strategically to move the organization forward

	Is well versed in line of business information and day-to-day operations
	Analyzes line of business information and data to identify business trends and patterns
	Is able to use business trends and patterns to make adjustments in long-term business strategies

	Is good at developing and implementing tactical action plans


	Able to create and implement a strategic plan


	Able to synthesize and bring together multiple strategies and plans to ensure organizational direction and alignment

	Can copy and adapt other people’s efforts and ideas to achieve team goals
	Able to innovate and improve upon existing ideas and practices when changes are required
	Creates new and innovative strategies to deal with rapid change


Effective Communication
Definition:  The ability to give, receive, or share thoughts, ideas, perspective, and data to create shared understanding.
	Beginner
	Intermediate
	Master


	Can articulate ideas, thoughts, or perspective orally and in writing

	Uses thoughts, ideas, and perspective to inform and persuade
	Inspires others to action through the articulation of their thoughts, ideas, and perspective

	Hears and understands others’ perspectives, thoughts, and needs
	Is able to restate or articulate others’ thoughts, perspective, or needs

	Uses, synthesizes, or directs others’ thoughts, ideas, or perspective to actionable goals, objectives, or behaviors

	Chooses appropriate media/medium for conveying message to a given audience

	Recognizes level of understanding and commitment message has generated with the target audience
	Provides appropriate follow up actions, support, and feedback that enables others to use, carry forward, or deliver the message

	Knows when and what to communicate to whom
	Uses  appropriate level of detail and quantity of information needed to convey, convince, or move to action
	Is sought out as a source or  resource for communicating critical messages for the organization


Executive Academy


The City of Austin Executive Academy will develop high potential City employees to compete for future executive vacancies.
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