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	HR- 22 Human Resources
Competency Framework



	Competency
	Level 1
	Level 2
	Level 3
	Level 4

	
	Junior admin

Simple operational roles
	Complex admin

1st level supervisory
	Combined Management Professional roles
	Senior Management Team/Professional roles/
General Managers 

	Working with Data & Information
	
	
	
	

	Gathering and analysing information


	Uses information.
Takes information provided and applies it as instructed.
Obtains advice if information is not available.
	Gathers and maintains information.
Identifies and uses appropriate sources of information.

Accurately identifies the type and form of information required.

Obtains relevant information and maintains it in appropriate formats.
	Checks and analyses information

Establishes accuracy and relevance of information.
Extracts key patterns and trends from information.

Identifies links between different sets of information.

Simplifies information for interpretation and presentation.
	Uses information to analyse the business.
Uses a range of information to evaluate business performance.

Identifies new opportunities for the business.

Makes predictions for business performance from trends in business and market information.

	Record keeping / Documentation
	Ensures appropriate records/ documents are factually correct, readable and updated appropriately and stored safely.
	Ensures that all records have been updated, are factually correct and that that they are stored to ensure confidentiality.

Takes measures to address any omissions or deviations.
	Conducts periodic checks to ensure that where required, there is a full, factually correct record / document that has been stored safely.  Provides Senior Management with periodic reports and where required, conducts and provides recommendations for remedial action.  Conducts initial investigations where there is a perceived or actual deviation or inaccuracy.
	Analyses periodic reports from Team Leaders. 
Assesses and instigates any disciplinary action where there has been a perceived or actual deviation or inaccuracy of any record / documentation.

	Decision Making
	Follows procedures.
Follows pre-set procedures.
Refers upwards if encounters any problems.
	Day to day decisions.
Follows pre-set procedures where required.

Obtains and uses necessary information to make decisions.
Regularly reviews and agrees scope of decision making for their role.
Refers decision to others when appropriate.
	Ensure that decisions are made

Seeks buy-in for decisions where appropriate.

Makes unpopular decisions when required.

Takes responsibility for making decisions where necessary to move forward.
	High level decision making

Decisions contain acceptable levels of risk.

Decisions made with limited information when appropriate.
Argues for support for decisions at all levels.


	Competency
	Level 1
	Level 2
	Level 3
	Level 4

	Working with People
	
	
	
	

	Managing Relationships & Networking
	Maintains relationships

Develops good relationships with colleagues and maintains them.


	Builds relationships

Adapts form and presentation of information to meet needs of the audience.

Identifies and maintains regular contact with individuals who depend on or who influence own work


	Develops relationships

Takes account of the impact of own role on the needs of both internal and external contacts

Maintains regular two way communication with both internal and external contacts

Identifies and nurtures relationships that contribute to the business
	Develops & maintains networks

Takes accounts of different cultural styles and values when dealing with external organisations.

Actively manages external contacts as a business network.

Identifies and makes use of events for developing external network

	Team working, Coaching & Guiding
	Is a team member.
Participates with colleagues in a team.
Listens and takes account of other team members views.
	Is an active team member.
Encourages colleagues to contribute in teams.
Listens and gives credit to contributions which others make in teams.
Shares learning and information with colleagues.
	Supports team members

Encourages all team members to make useful contributions

Identifies when team members need support, and provides it.

Responds positively to the contributions of other team members
	Provides direction for the team

Uses knowledge of individuals’ strengths, interests and development needs to delegate tasks

Provides regular feedback to the team.

Ensures that team members understand their individual and collective responsibilities

	Communicating, Influencing & Negotiating
	Communicates with colleagues. 

Conveys thoughts orally in a way that is understood by colleagues and supervisors.
Seeks clarification if required from colleagues and supervisors.
	Projects a positive image

Presents oral and written communication succinctly and with regard to its impact on the recipient.

Presents self in a manner appropriate to the situation.

Refers positively to the organisation, its people and its services.
	Influences the thinking of others.
Presents relevant and well-reasoned arguments.

Presents own points of view with conviction.

Adapts and develops arguments to achieve results desired.
	Changes the opinions of others.
Approaches negotiations with the objective of achieving a win-win outcome.
Ensures that people likely to be affected by any new activity have been involved in developing the activity.

Elicits views of others and uses them to develop counter-arguments or new positions.


	Competency
	Level 1
	Level 2
	Level 3
	Level 4

	Achieving Results
	
	
	
	

	Planning & Organising

	Is allocated daily to workload.
Is allocated daily tasks by supervisor.
Advises supervisor of potential problems and asks for guidance where necessary.
	Prioritises day to day workload.
Develops daily work plans from job objectives.
Accurately prioritorises key tasks.
Avoids negative impact of own actions on others.
	Plans to meet departmental objectives.
Accurately estimates resources to achieve plans.
Builds alternative actions into plans to deal with likely contingencies.
Communicates plans to relevant people.

	Converts organisational plans into departmental plan.
Identifies contribution department can make to organisation objectives.
Identifies activities and resources required to meet new objectives

Integrates departmental plan with activities of other departments. 

Identifies strategic activities within the department to achieve the business vision.

Continually reviews and updates strategies as necessary.

	Deadline Management
	Completes day to day workload as required.
Carries out day to day workload as required.
Advises supervisor of potential problems and asks for guidance where necessary.
	Takes responsibility for tasks.
Takes responsibility to ensure commitments are met.
Regularly reviews progress of tasks.
Keeps people informed of progress on key tasks.
Evaluates completed tasks.
	Manages resources effectively.
Briefs others of expectations and their responsibilities.
Informs other departments of commitments

Agrees changes to plans.
	Strategically plans resources to achieve deadlines. 

Takes a strategic view of long term plans and resources accordingly.
Identifies potential problems and takes action to resource accordingly.

	Objective setting & Delivery
	Agree objectives.
Agrees objectives set by supervisor.
Highlights any potential obstacles in achieving objectives.
	Contributes to setting of individual objectives.
Ensures that objectives are achievable within already agreed commitments.
Agrees appropriate success and measurement criteria.
Identifies and highlights potential obstacles in achieving objectives.
	Sets responsibilities.
Identifies and sets clear objectives.
Establishes success and measurement criteria.
Enrolls the support of others of achieving objectives.
Reviews and adapts objectives to meet changing needs
	Ensures that objectives contribute to organisational goals.
Uses organisational goals to evaluate and prioritise objectives

Continually evaluates .appropriateness of objectives at all levels.

Delegates objectives appropriately.


	Competency
	Level 1
	Level 2
	Level 3
	Level 4

	Developing the Business
	
	
	
	

	Generating and building on ideas


	Is open to the generation of ideas.
Communicates suggestions for improvements to supervisor.
Actively considers ideas presented by others.
	Participates in the generation of ideas.
Actively participates in events for generating ideas.
Positively questions established ways of doing things.
Actively listens to and considers ideas presented by others.
	Develops ideas into solutions.
Develops new processes or practices to accommodate new ideas.
Assesses feasibility of ideas for the business.

Promotes leading ideas with energy and enthusiasm.
	Encourages an environment for developing ideas.
Provides opportunities and resources for people to share ideas.

Provides constructive feedback on how ideas are being progressed.
Provides support for all individuals to offer constructive criticism of new or established ideas.

	Personal Development


	Develops skills.
Develops skills to meet requirements of the role.
Accepts feedback constructively and takes action to improve skills.
	Develops self.
Builds own knowledge of the organisation, its people and its services.
Seeks opportunities to develop own skills.
Accepts feedback constructively, regularly reviews and updates personal development plans.
	Develops Others

Agrees and implements SMART development action plans.

Seeks and gives constructive feedback. 

Provides support for individuals when putting learning into practice.

Regularly reviews progress on development.
	Develops a culture for learning.
Ensures that development plans and activities contribute to business needs.

Ensures that processes and procedures encourage learning.

Ensures that resources are available to support learning at all levels in the organisation.

	Recovery

A recovery approach is not a model of service delivery.  It is an approach that draws on the resources of the service user, their community as well as mental health services.  

Recovery links to all given competencies within this framework.
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