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MANAGEMNT POSITION

QUESTIONNAIRE

March 2005
Hello!

It is the responsibility of the Human Resources Department to ensure the equitable placement and compensation of all positions.  In this regard, the HR Department will analyze and validate the existence of consistently performed essential functions and, if required, changes will be recommended to ensure proper placement of the position (by grade level) and compensation (of the incumbent).  The following process will be conducted by the HR Department.

Please complete the following information:

1. Name of individual completing this questionnaire:      
2. Position title of individual completing this questionnaire:      
3. What is the proposed job title for this position?     
4. Department:       Location:      
5. Name and title of immediate supervisor:      
FACTOR I. POLICY AND PROCEDURE INFLUENCE
This factor measures the authority of a position to establish or revise the framework of management policies, practices, procedures, and guidelines within which Jeppesen operates. Authority is defined here as that which emanates from the position rather than as a function of individual management style; policy refers to administrative rather than legislative (i.e., FAA, OSHA, Federal Maritime Regulations, Transportation Security Administration, etc.).

1.  
In order of importance, list the specific policies and/or procedures (essential functions) that your position can unilaterally change, or revise, or establish within your department without prior review from an immediate supervisor.

If “none,” or if authority is limited to only making recommendations that must be approved by higher levels of management, check here ___
1.
     
2.
     
3.
     
4.
     
5.
     
2.  
In order of importance, and without prior review from an immediate supervisor, list the specific policies and/or procedures (essential functions) that your position can unilaterally change, or revise, or establish that have a substantial impact on other departments and persons outside Jeppesen.

If “none,” or if authority is limited to only making recommendations that must be approved by higher levels of management, check here ___
1.
     
2.
     
3.
     
 4.
     
5.
     
3.  
In order of importance, and without prior review from an immediate supervisor, list the specific policies and/or procedures (essential functions) that your position can unilaterally change, or revise, or establish that have a substantial impact on your own and other departments, or other companies/employers, or policy and procedure that you can unilaterally change to establish consistency with applicable laws, policies, or sound business management practices. 

If “none,” check here ___
1.
     
2.
     
3.
     
 4.
     
5.
     
4.  
In order of importance, and subject only to the approval of the President/COO, list the specific policies and/or procedures (essential functions) that your position can unilaterally change, or revise, or establish that have a substantial impact on your own and other departments, or other companies/employers, or policies and procedures that you can unilaterally change to establish consistency with applicable laws, policies, or sound business management practices. 

If “none,” check here ___
1.
     
2.
     
3.
     
 4.
     
5.
     
5.  
In order of importance, and subject only to the approval of the President/COO and Boeing, list the specific policies and/or procedures (essential functions) that your position can unilaterally change, or revise, or establish that have a substantial impact on your own and other departments, or other companies/employers, or policies and procedures that you can unilaterally change to establish consistency with applicable laws, policies, or sound business management practices. 

If “none,” check here ___
1.
     
2.
     
3.
     
 4.
     
5.
     
Below, please list any additional essential functions that specifically relate to the management of policies and procedures:

1. ________________________________________________________________________________________________
___________________________________________________________________________________________________

2. ________________________________________________________________________________________________
___________________________________________________________________________________________________

3. ________________________________________________________________________________________________
___________________________________________________________________________________________________

4. ________________________________________________________________________________________________
___________________________________________________________________________________________________

5. ________________________________________________________________________________________________
___________________________________________________________________________________________________

6.
________________________________________________________________________________________________
___________________________________________________________________________________________________

7.
________________________________________________________________________________________________
___________________________________________________________________________________________________

8.
________________________________________________________________________________________________
___________________________________________________________________________________________________

9.
________________________________________________________________________________________________
___________________________________________________________________________________________________

10.
________________________________________________________________________________________________
FACTOR II. NATURE AND CONSEQUENCES OF IT DECISIONS
This factor measures the relative importance of key management decisions and actions normally associated with a position.  It is measured in terms of the consequences, with respect to the difficulty and independence of action involved.  As such, this factor is a combined measure of judgment.  Responsibilities for capital acquisitions, investment management and non-salary expenditures should be considered as a part of this factor.

1.  
In order of importance, list key decisions (essential functions) characterized by “temporary” consequences [generally lasting no more than three (3) months].  [Temporary – Collectively, the core essential functions have an extremely short “life cycle,” and work product is very easy to replace.  The scope of work performed can be performed without subject matter expertise.]
1.
     
2.
     
3.
     
4.
     
5.
     
2.  
In order of importance, list key decisions (essential functions) characterized by “major” consequences [generally lasting from four (4) to twelve (12) months].  [Major - Collectively, the core essential functions have a moderate “life cycle,” and the replacement or repair of work product may require planning with others and, if necessary, minor additional expense.  Subject matter expertise desired, but not required.]
1.
     
2.
     
3.
     
 4.
     
5.
     
3.  
In order of importance, list key decisions (essential functions) characterized by “long-term” consequences [generally lasting more than twelve (12) months].  [Long-Term - Collectively, the core essential functions have a complex and protracted “life cycle,” and the replacement or repair of work product will require planning with others, including external contacts, and moderate to major additional expense.  Subject matter expertise required.]
If “none,” check here ___
1.
     
2.
     
3.
     
 4.
     
5.
     
FACTOR III - CHARACTER OF MANAGEMENT
This factor measures the nature of the direct management responsibility apart from the “scope of management” (number of people supervised).  Accordingly, it considers the place a position would occupy on the organization chart and the complexity of the organization’s essential functions. 
1.  Do you have any subordinate, FLSA exempt or non-exempt supervisors reporting directly to you?
Yes ____
No ____

If yes, list the specific position title(s), the name(s) of each incumbent, the number of employees directly supervised, and the unit or kind of work* managed.

Position Title
Incumbent (Employee)
#Emps
Unit or Kind of Work* Managed
Supervisor, _______________________________
_____________________
_______
____________________________

Supervisor, _______________________________
_____________________
_______
____________________________

Supervisor, _______________________________
_____________________
_______
____________________________

Supervisor, _______________________________
_____________________
_______
____________________________

Supervisor, _______________________________
_____________________
_______
____________________________

2.  Do you have any subordinate, FLSA exempt managers reporting directly to you? 


Yes ____
No ____



If yes, list the specific position title(s), the name(s) of each incumbent, the number of employees directly supervised, and the unit or kind of work* managed.

Position Title
Incumbent (Employee)
#Emps
Unit or Kind of Work* Managed
Manager, _______________________________
_____________________
_______
____________________________

Manager, _______________________________
_____________________
_______
____________________________

Manager, _______________________________
_____________________
_______
____________________________

Manager, _______________________________
_____________________
_______
____________________________

Manager, _______________________________
_____________________
_______
____________________________

3.  Do you have any subordinate, FLSA exempt directors reporting directly to you?


Yes ____
No ____

If yes, list the specific position title(s), the name(s) of each incumbent, the number of employees directly supervised, and the unit or kind of work* managed.

Position Title
Incumbent (Employee)
#Emps
Unit or Kind of Work* Managed
Director, _______________________________
_____________________
_______
____________________________

Director, _______________________________
_____________________
_______
____________________________

Director, _______________________________
_____________________
_______
____________________________

Director, _______________________________
_____________________
_______
____________________________

Director, _______________________________
_____________________
_______
____________________________

* Unit or Kind of Work Managed
· Routine - The level of work managed involves closely related activities, with one type of activity dominating.
· Varied - The level of work involves management of at least two (2) distinctly different types of major activities.
· Complex - The level of work involves management of at least three (3) distinctly different types of activities, such as systems engineering, sales, HTML/XML, accounting, open source, geographic imaging, etc.
FACTOR IV. SCOPE OF MANAGEMENT
This factor measures the “size” of management responsibility, expressed in terms of number of dedicated positions managed, both directly and indirectly (regular full-time and part-time), plus staff reporting through subordinates, including contractors.  Place an “X” in the appropriate column under “Directly Managed” or “Indirectly Managed.”



DIRECTLY
INDIRECTLY
LEVEL   
NUMBER OF POSITIONS MANAGED  
MANAGED
MANAGED

1
1 but seldom over 10
__________
__________



2
More than 10 but seldom over 25 positions
__________
__________



3
More than 25 but seldom over 50 positions
__________
__________



4
More than 50 but seldom over 100 positions
__________
__________



5
More than 100 but seldom over 500 positions
__________
__________


6
More than 500 but seldom over 1,500 positions
__________
__________


7
More than 1,500
__________
__________


The numbers considered should represent the total number of employees and contractors or worker years* as they accurately appear in the Jeppesen budget.  This includes regular full-time employees (FTE) and regular part-time positions (PTE).

* A standard “work year” is: (8 hours day) x (5 days) = 40 Hours; x 52 weeks = 2,080 Hours

Below, please list any additional essential functions that specifically relate to the direct management of the aforementioned staff:
1.
___________________________________________________________________________________________________
___________________________________________________________________________________________________

2.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

3.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

4.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

5.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

6.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

7.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

8.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

9.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

10.
___________________________________________________________________________________________________

FACTOR V. FINANCIAL RESPONSIBILITY - EXPENSE
This factor measures the financial responsibility for expense.  Place an “X” in the “Operating Budget” and/or “Indirectly Managed” column that represents the total budget responsibility.  Note: Selection will be validated against Jeppesen’s operating budget.



OPERATING
INDIRECTLY
LEVEL   
TOTAL BUDGET  
BUDGET
MANAGED

1
Up to $215,936
__________
__________



2
$215,937 to $539,841
__________
__________



3
$539,842 to 1,079,681
__________
__________



4
$1,079,682 to $2,159,362
__________
__________



5
$2,159,363 to $10,796,810
__________
__________


6
$10,796,811 to $43,187,241
__________
__________


7
$43,187,242 to $107,968,102
__________
__________

8
$107,968,103 to $215,936,205
__________
__________

9
Over $215,936,206
__________
__________

The operating budget considered should represent the total value for employee salaries directly managed, and money directly managed for equipment, supplies, repairs, and limits of authority to enter into agreements (i.e., signature authority to purchase up to $1,000,000).  Operating budget must accurately reconcile with allocation established in the Jeppesen budget.  If appropriate, “Indirectly Managed” should represent the value of programs or projects where financial responsibility is not defined by or attached to control of any one position but by program mandate, through leadership from the SLT, as directed by Boeing, or various corporate-wide initiatives.
Below, please list any additional essential functions that specifically relate to the management of an assigned budget:

1.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

2.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

3.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

4.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

5.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

6.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

7.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

8.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

9.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

10.
___________________________________________________________________________________________________

FACTOR VI. FINANCIAL RESPONSIBILITY - REVENUE
This factor measures the financial responsibility for revenue.  Place an “X” in the “Direct Revenue” and/or “Indirect Revenue” column that represents the total budget responsibility.  Note: Selection will be validated against Jeppesen’s revenue budget.



DIRECT
INDIRECT
LEVEL   
TOTAL BUDGET  
REVENUE
REVENUE
1
Up to $215,936
__________
__________



2
$215,937 to $539,841
__________
__________



3
$539,842 to 1,079,681
__________
__________



4
$1,079,682 to $2,159,362
__________
__________



5
$2,159,363 to $10,796,810
__________
__________


6
$10,796,811 to $43,187,241
__________
__________


7
$43,187,242 to $107,968,102
__________
__________

8
$107,968,103 to $215,936,205
__________
__________

9
Over $215,936,206
__________
__________

The revenue budget considered should represent the total value for original (new) and on-going (existing) income as derived from the sale of products and services. 
Below, please list any additional essential functions that specifically relate to the management of an assigned budget:

1.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

2.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

3.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

4.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

5.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

6.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

7.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

8.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

9.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

10.
___________________________________________________________________________________________________
FACTOR VII. IMAGE AND EXTERNAL COMMUNICATIONS
This factor measures the responsibility associated with a position for the receipt and/or delivery of management related communications, including maintaining or improving Jeppesen’s public image. Higher levels are normally assigned to positions, which have frequent, high-level contact with persons or organizations that can have a significant effect on Jeppesen’s image.  Contacts with sellers of services are normally included in Levels 1 or 2.

1.  
List key external communications (essential functions) that primarily involve: Routine resolution of minor business problems, or the giving or receipt of routine information through telephone or in-house contacts with 
individuals, businesses, citizens, organizations, vendors, or other inquirers to handle affairs.  General diplomacy and good manners is sufficient.

1.
     
2.
     
3.
     
4.
     
5.
     
2.  
List key external communications (essential functions) that primarily involve: Occasional contact, by telephone, correspondence or personal visit, with individuals, businesses, organizations, vendors or other inquirers to 
handle management related affairs or resolve minor misunderstanding which may have a detrimental effect on Jeppesen’s image or performance if not handled with diplomacy.

If “none,” check here, _____
1.
     
2.
     
3.
     
 4.
     
5.
     
3.  
List key external communications (essential functions) that primarily involve: Frequent contact with individuals, businesses, organizations, vendors, or management personnel for the express purpose of communicating and/or receiving information of major importance. Communications may require subject matter expertise of Jeppesen’s products/services which, if not conveyed appropriately/correctly may directly damage company image or result in a loss of sales/profitability.  In a professional capacity, may represent Jeppesen’s products/services on the local to national level on committees, task forces, or in professional associations [Note: Only professional affiliations normally associated with the level of the position and NOT participation in organizations determined by employee driven proclivity or discretion].

If “none,” check here, _____
1.
     
2.
     
3.
     
 4.
     
5.
     
4.  
List key external communications (essential functions) that primarily involve: Constant contact on major or sensitive management related issues with influential or controversial persons (i.e., the elite IT/business community, political and professional 
organizations, etc.) who can and do have a significant effect on the Jeppesen’s image. Oral and written communication abilities and a well-developed sense of strategy and timing are required in this position.  Frequent media contact.  Communications will require subject matter expertise of Jeppesen’s products/services which, if not conveyed appropriately/correctly will directly damage company image or result in a loss of sales/profitability.  Position will represent Jeppesen’s products/services on various committees, task forces, or in professional associations at the local, national and international level.  Outcome of all communications will likely appear as of major importance to business and technology leaders and revealed on any communications platform including print, broadcast, Internet and via emerging technologies. 

If “none,” check here, _____
1.
     
2.
     
3.
     
 4.
     
5.
     
Below, please list any additional essential functions that specifically relate to external communications:

1.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

2.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

3.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

4.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

5.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

6.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

7.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

8.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

9.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

10.
___________________________________________________________________________________________________

FACTOR VIII. INTERNAL RELATIONS AND COORDINATION
This factor measures the responsibility associated with a position for meeting, dealing, and coordinating with positions in other divisions or departments within Jeppesen.  Interdepartmental relationships related to “Policy and Procedure Influence” should be excluded from consideration because they are measured in another factor.

1.  
List key internal communications (essential functions) that primarily involve: Routine resolution of minor business problems, or the giving or receipt of routine information through telephone or in-house contacts with others.  General diplomacy and good manners is sufficient.

1.
     
2.
     
3.
     
4.
     
5.
     
2.  
List key internal communications (essential functions) that primarily involve: Occasional contact, by telephone, correspondence or personal visit
 to give or receive information.  Work duties are related to those performed by others.  Coordination with others to handle affairs or resolve minor misunderstandings is needed to ensure effective operations.


If “none,” check here, _____
1.
     
2.
     
3.
     
 4.
     
5.
     
3.  
List key internal communications (essential functions) that primarily involve: Frequent coordination of duties with other departments is necessary. Contacts involve carrying out policy and programs that influence other departments and could have significant ramifications directly or indirectly.  Persuasive skills and tact is required.

If “none,” check here, _____
1.
     
2.
     
3.
     
 4.
     
5.
     
4.  
List key internal communications (essential functions) that primarily involve: Constant coordination of duties with other departments is necessary. Contact involves carrying-out policy and programs that directly influence other departments and could have significant ramifications.  Tact and diplomacy are essential.  Oral and written communication abilities and a well-developed sense of strategy and timing are required in this position. Primary focus of position is to establish, develop and maintain effective IT workflow and operating systems between dissimilar units or departments corporate-wide. 

If “none,” check here, _____
1.
     
2.
     
3.
     
 4.
     
5.
     
Below, please list any additional essential functions that specifically relate to internal communications:

1.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

2.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

3.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

4.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

5.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

6.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

7.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

8.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

9.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

10.
___________________________________________________________________________________________________

FACTOR IX. EXPERIENCE
This factor measures the minimum length of time required by an individual, with the specified educational background, to learn to perform the duties effectively under normal supervision.  In rating a job on this factor, previous qualifying experience on related work or lesser jobs, either within the organization or outside will be considered.

Higher levels would normally be assigned to positions requiring technically complex skills such as FLSA-Exempt accounting, data processing/IT, engineering, or architecture.









MARK “X” BELOW
LEVEL   
DESIRED YEARS OF EXPERIENCE  
[SELECT ONLY ONE]
1
Some experience (less than 2 years)
__________
2
Significant experience (2 to 4 years)
__________
3
Substantial experience (5 to 9 years)
__________
4
Extensive experience (10 or more years)
__________
Below, please list the specific kind of experience (i.e., “doing what”) that is typically required to perform the essential functions:

1.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

2.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

3.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

4.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

5.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

6.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

7.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

8.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

9.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

10.
___________________________________________________________________________________________________
FACTOR X. EDUCATION
This factor measures the knowledge normally associated with one of the levels listed below.  This desired knowledge can also be obtained through relevant experience, and equivalent and validated proficiencies.  Except where a law or code requires a specific degree, lack of degree will not be used as a disqualifier for appointment or promotion.





MARK “X” BELOW
LEVEL   
DESCRIPTION  

[SELECT ONLY ONE]
1
Associate’s (A.A.) degree (2 years or equivalent)
__________
2
Bachelor’s (B.A., B.S.) degree or equivalent
__________
3
Bachelor’s degree with certification
__________
 

i.e., registered professional engineer, CPA, etc.

4
Master’s degree or LLB
__________
5
M.D. or Ph.D.
__________
Below, please list any technical skills and proficiencies that specifically relate to the aforementioned desired formal education:

1.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

2.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

3.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

4.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

5.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

6.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

7.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

8.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

9.
___________________________________________________________________________________________________

___________________________________________________________________________________________________

10.
___________________________________________________________________________________________________
Competencies

Additionally, to empower recruitment, please pick and rank only the top 10 of the following competencies that relate to this position.  In addition to an assessment of a candidate’s demonstrated proficiency performing the essential functions listed on the job description, the HR Department will target candidates with skills, knowledge and abilities that best match the competencies you’ve selected.

	
	Example
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	ENTER # OF

COMPETENCY (BELOW)

INTO THE COLUMS IN

THIS ROW

	2
	
	
	
	
	
	
	
	
	
	


Competencies w/Descriptions


Title
Description - Skilled

1
Action Oriented
Enjoys working hard; is action oriented and full of energy for the things that he/she sees as challenging; not fearful of acting with a minimum of planning; seizes opportunities when they arise.

2
Dealing with Ambiguity
Can effectively cope with change; can shift gears comfortably; can decide and act without having the total picture; isn't upset when things are up in the air; doesn't have to finish things before moving on; can comfortably handle risk and uncertainty. 

3
Approachability
Is easy to approach and talk to; spends the extra effort to put others at ease; can be warm, pleasant, and gracious; is sensitive to and patient with the interpersonal anxieties of others; builds rapport well; is a good listener; is an early knower, getting informal and incomplete information in time to do something about it.

4
Boss Relationships
Responds and relates well to bosses; would work harder for a good boss; is open to learning from bosses who are good coaches and who provide latitude; likes to learn from those who have been there before; easy to challenge and develop; is comfortably coachable.

5
Business Acumen
Knows how businesses work; knowledgeable in current and possible future policies, practices, trends, and information affecting his/her business and organization; knows the competition; is aware of how strategies and tactics work in the marketplace.

6
Career Ambition
Knows what s/he wants from a career and actively works on it; is career knowledgeable; makes things happen for self; markets self for opportunities; doesn't wait for others to open doors.

7
Caring About Direct Reports
Is interested in the work and non-work needs of direct reports; asks about their plans, problems, and desires; knows about their concerns and questions; is available for listening to personal problems; monitors workloads and appreciates extra effort.

8
Comfort Around Higher 
Can deal comfortably with senior managers; can present to Management more senior managers without undue tension and nervousness; understands how senior managers think and work; can determine the best way to get things done with them by talking their language and responding to their needs; can craft approaches likely to be seen as appropriate and positive.

9
Command Skills
Relishes leading; takes unpopular stands if necessary; encourages direct and tough debate but isn't afraid to end it and move on; is looked to for direction in a crisis; faces adversity head on; energized by tough challenges.

10
Compassion
Genuinely cares about people; is concerned about their work and non-work problems; is available and ready to help; is sympathetic to the plight of others not as fortunate; demonstrates real empathy with the joys and pains of others.

11
Composure
Is cool under pressure; does not become defensive or irritated when times are tough; is considered mature; can be counted on to hold things together during tough times; can handle stress; is not knocked off balance by the unexpected; doesn't show frustration when resisted or blocked; is a settling influence in a crisis.

12
Conflict Management
Steps up to conflict, seeing them as opportunities; reads situations quickly; good focused listening; can hammer out tough agreements and settle disputes equitably; can find common ground and get cooperation with minimum noise.

13
Confronting Direct Reports
Deals with problem direct reports firmly and in a timely manner; doesn't allow problems to fester; regularly reviews performance and holds timely discussions; can make negative decisions when all other efforts fail; deals effectively with troublemakers.

14
Creativity
Comes up with a lot of new and unique ideas; easily makes connections among previously unrelated notions; tends to be seen as original and value-added in brainstorming settings.

15
Customer Focus
Is dedicated to meeting the expectations and requirements of internal and external customers; gets first-hand customer information and uses it for improvements in products and services; acts with customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect.

16
Timely Decision Making
Makes decisions in a timely manner, sometimes with incomplete information and under tight deadlines and pressure; able to make a quick decision.

17
Decision Quality
Makes good decisions (without considering how much time it takes) based upon a mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct and accurate when judged over time; sought out by others for advice and solutions.

18
Delegation
Clearly and comfortably delegates both routine and important tasks and decisions; broadly shares both responsibility and accountability; tends to trust people to perform; lets direct reports finish their own work.

19
Developing Direct Reports
Provides challenging and stretching tasks and assignments; holds frequent development discussions; is aware of each direct report’s career goals; constructs compelling development plans and executes them; pushes direct reports to accept developmental moves; will take direct reports who need work; is a people builder.

20
Directing Direct Reports
Is good at establishing clear directions; sets stretching objectives; distributes the workload appropriately; lays out work in a well-planned and organized manner; maintains two-way dialogue on work and results; brings out the best in people; is a clear communicator.

21
Managing Diversity
Manages all kinds and classes of people equitably; deals effectively with all races, nationalities, cultures, disabilities, ages and both sexes; hires variety and diversity without regard to class; supports equal and fair treatment and opportunity for all. 

22
Ethics and Values
Adheres to an appropriate (for the setting) and effective set of core values and beliefs during both good and bad times; acts in line with those values; rewards the right values and disapproves of others; practices what he/she preaches.

23
Fairness to Direct Reports
Treats direct reports equitably; acts fairly; has candid discussions; doesn't have hidden agenda; doesn't give preferential treatment.

24
Functional/Technical Skill
Has the functional and technical knowledge and skills to do the job at a high level of accomplishment.

25
Hiring and Staffing
Has a nose for talent; hires the best people available from inside or outside; is not afraid of selecting strong people; assembles talented staffs.

26
Humor
Has a positive and constructive sense of humor; can laugh at himself/herself and with others; is appropriately funny and can us humor to ease tension.

27
Informing
Provides the information people need to know to do their jobs and to feel good about being a member of the team, unit, and/or the organization; provides individuals information so that they can make accurate decisions; is timely with information.

28
Innovation Management
Is good at bringing the creative ideas of others to market; has good judgment about which creative ideas and suggestions will work; has a sense about managing the creative process of others; can facilitate effective brainstorming; can project how potential ideas may play out in the marketplace.

29
Integrity and Trust
Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an appropriate and helpful manner; keeps confidences; admits mistakes; doesn't misrepresent him/herself for personal gain.

30
Intellectual Horsepower
Is bright and intelligent; deals with concepts and complexity comfortably; described as intellectually sharp, capable, and agile.
31
Interpersonal Savvy
Relates well to all kinds of people, up, down, and sideways, inside and outside the organization; builds appropriate rapport; builds constructive and effective relationships; uses diplomacy and tact; can diffuse even high-tension situations comfortably.

32
Learning on the Fly
Learns quickly when facing new problems; a relentless and versatile learner; open to change; analyzes both successes and failures for clues to improvement; experiments and will try anything to find solutions; enjoys the challenge of unfamiliar tasks; quickly grasps the essence and the underlying structure of anything.
33
Listening
Practices attentive and active listening; has the patience to hear people out; can accurately restate the opinions of others even when he/she disagrees.

34
Managerial Courage
Doesn't hold back anything that needs to be said; provides current, direct, complete, and "actionable" positive and corrective feedback to others; lets people know where they stand; faces up to people problems on any person or situation (not including direct reports)quickly and directly; is not afraid to take negative action when necessary.

35
Managing & Measuring Work
Clearly assigns responsibility for tasks and decisions; sets clear objectives and measures; monitors process, and results; designs feedback loops into work.

36
Motivating Others
Creates a climate in which people want to do their best; can motivate many kinds of direct reports and team or project members; can assess each person's hot button and use it to get the best out of him/her; pushes tasks and decisions down; empowers others; invites input from each person and shares ownership and visibility; makes each individual feel his/her work is important; is someone people like working for and with.
37
Negotiating
Can negotiate skillfully in tough situations with both internal and external groups; can settle differences with minimum noise; can win concessions without damaging relationships; can be both direct and forceful as well as diplomatic; gains trust quickly of other parties to the negotiations; has a good sense of timing. 

38
Organizational Agility
Knowledgeable about how organizations work; knows how to get things done both through formal channels and the informal network; understands the origin and reasoning behind key policies, practices, and procedures; understands the cultures of organizations.

39
Organizing
Can marshal resources (people, funding, material, support) to get things done; can orchestrate multiple activities at once to accomplish a goal; uses resources effectively and efficiently; arranges information and files in a useful manner.

40
Dealing with Paradox
Can act in ways that seem contradictory; is very flexible and adaptable when facing tough calls; can combine seeming opposites like being compassionately tough, stand up for self without trampling others, set strong but flexible standards; can act differently depending upon the situation; is seen as balanced despite the conflicting demands of the situation.

41
Patience
Is tolerant with people and processes; listens and checks before acting; tries to understand the people and the data before making judgments and acting; waits for others to catch up before acting; sensitive to due process and proper pacing; follows established process.

42        Peer Relationships          
Can quickly find common ground and solve problems for the good of all; can represent his/her own interests and yet be fair to other groups; can solve problems with peers with a minimum of noise; is seen as a team player and is cooperative; easily gains trust and support of peers; encourages collaboration; can be candid with peers.

43
Perseverance
Pursues everything with energy, drive, and a need to finish; seldom gives up before finishing, especially in the face of resistance or setbacks.

44
Personal Disclosure
Shares his/her thoughts about personal strengths, weaknesses, and limitations; admits mistakes and shortcomings; is open about personal beliefs and feelings; is easy to get to know to those who interact with him/her regularly.

45
Personal Learning
Picks up on the need to change personal, interpersonal, and managerial behavior quickly; watches others for their reactions to his/her attempts to influence and perform, and adjusts; seeks feedback; is sensitive to changing personal demands and requirements and changes accordingly.

46
Perspective
Looks toward the broadest possible view of an issue/challenge; have broad-ranging personal and business interests and pursuits; can easily pose future scenarios; can think globally; can discuss multiple aspects and impacts of issues and project them into the future.

47
Planning
Accurately scopes out length and difficulty of tasks and projects; sets objectives and goals; breaks down work not the process steps; develops schedules and task/people assignments; anticipates and adjusts for problems and roadblocks; measures performance against goals; evaluates results.
48
Political Savvy
Can maneuver through complex political situations effectively and quietly; is sensitive to how people and organizations function; anticipates where the land mines are and plans his/her approach accordingly; views corporate politics as a necessary part of organizational life and works to adjust to what reality; is a maze bright person.
49
Presentation Skills
Is effective in variety of formal presentation settings: one-on-one, small and large groups, with peers, direct reports, and bosses; is effective both inside and outside the organization, on both cool data and controversial topics; commands attention and can manage group processes during the presentation; can change tactics midstream when something isn't working.

50
Priority Setting
Spends his/her time and the time of others on what’s important; quickly zeros in on the critical few and puts the trivial many aside; can quickly sense what will help of hinder accomplishing a goal; eliminates roadblocks; creates focus.

51
Problem Solving
Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn't stop at the first answers. 

52
Process Management
Good at figuring out the processes necessary to get things done; know how to organize people and activities; understands how to separate and combine tasks into efficient work flow; knows what to measure and how to measure it; can see opportunities for synergy and integration where others can't; can simplify complex processes; gets more out of fewer resources.

53
Drive for Results
Can be counted on to exceed goals successfully; is constantly and consistently one of the top performers; very bottom-line oriented; steadfastly pushes self and others for results.

54
Self Development
Is personally committed to and actively works to continuously improve him/herself; understands that different situations and levels may call for different skills and approaches; works to deploy strengths; works on compensating for weakness and limits.

55
Self Knowledge
Knows personal strengths, weaknesses, opportunities, and limits; seeks feedback; gains insights from mistakes; is open to criticism; isn't defensive; is receptive to talking about shortcomings; looks forward to balanced (pluses and minuses) performance reviews and career discussions.

56
Sizing Up People
Is a good judge of talent; after reasonable exposure, can articulate the strengths and limitations of people inside or outside the organization; can accurately project what people are likely to do across a variety of situations.

57
Standing Alone
Will stand up and be counted; doesn't shirk from personal responsibility; can be counted on when times are tough; willing to be the only champion for an idea or position; is comfortable working alone on a tough assignment.

58
Strategic Agility
Sees ahead clearly; can anticipate future consequences and trends accurately; has broad knowledge and perspective; is future oriented; can articulately paint credible pictures and visions of possibilities and likelihoods; can create competitive and breakthrough strategies and plans.

59
Managing Through Systems
Can design practices, processes, and procedures which allow managing from a distance; is comfortable letting things manage themselves without intervening; can make things work through others without being there; can impact people and results remotely.

60
Building Effective Teams
Blends people into teams when needed; creates strong morale and spirit in his/her team; shares wins and successes; fosters open dialogue; lets people finish and be responsible for their work; defines success in terms of the whole team' creates a feeling of belonging in the team.

61
Technical Learning
Picks up on technical things quickly; can learn new skills and knowledge; is good at learning new industry, company, product, or technical knowledge; does well in technical courses and seminars.

62
Time Management
Uses his/her time effectively and efficiently; values time; concentrates his/her efforts on the more important priorities; gets more done in less time than others; can attend to a broader range of activities.

63
TQM/Re-Engineering
Is dedicated to providing the highest quality product and services which meet the needs and requirements of internal and external customers; is committed to continuous improvement through empowerment and management by date; is open to suggestions and experimentation.

64
Understanding Others
Understands why groups do what they do; picks up the sense of the group in terms of positions, intentions, and needs; what they value and how to motivate them; can predict what groups will do across different situations.

65
Managing Vision & Purpose
Communicates a compelling and inspired vision or sense of core purpose; talks beyond today; talks about possibilities; is optimistic; creates mileposts and symbols to rally support behind the vision; makes the vision sharable by everyone; can inspire and motivate entire units or organizations.

66
Work/Life Balance
Maintains a conscious balance between work and personal life so that one doesn't dominate the other; is not one-dimensional; knows how to attend to both; gets what he/she wants from both.

67
Written Communications
Is able to write clearly and succinctly in a variety of communication settings and styles; can get messages across that have the desired effect.

68
Learning From Experience
The ability and willingness to learn change, and gain from life experiences; uses failures, successes, and feedback to form rules of thumb, models, maps, paradigms, or templates; applies learning effectively in other quite different situations.

Thank you!

Questions?  Please contact the Compensation Analyst at Ext. 4519.
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