Department of Personnel – Recruitment & Assessment 


Qualifications Catalog:  Management

Gen Quals – Management
	QK
	93000000
	Management
	Proficiency with Experience

	Q
	94000001
	Strategic planning:  Experience developing and implementing long-term strategic direction for an organization.  This includes developing, planning, organizing, and administering policies and procedures for organization to ensure administrative and operational objectives are met.
	

	Q
	94000002
	Budget development: Experience preparing budgets for approval, including those for funding and implementation of programs.  This includes directing and monitoring expenditures of department funds.
	

	Q
	94000003
	Project management: Experience in project management which includes creating project plans including goals, timelines, constraints, risks, which include all affected parties, and identifying outcomes and assignments.
	

	Q
	94000004
	Public presentations: Professional experience preparing and presenting reports concerning activities, expenses, budgets, government statutes and rulings, and other items affecting businesses or program services.  This may include delivering speeches, and writing articles to promote services, exchange ideas, and accomplish objectives.
	

	Q
	94000005
	Political process:  Experience with the political/legislative process.  This experience may include researching and providing information as testimony before a legislative or other government committee.  
	

	Q
	94000006
	Contract negotiation: Experience negotiating and/or approving labor contracts and collective bargaining agreements with governmental agencies and/or private businesses.
	

	Q
	94000007
	Project proposals:  Experience developing high quality project proposals for presentation to executive management or stakeholders which are included in the RFP/RFQ bid process.
	

	Q
	94000008
	Mediation/dispute resolution: Experience in mediation, interest-based negotiating, or dispute resolution.
	

	Q
	94000009
	Public/media relations: Experience establishing and maintaining effective working relationships with local and municipal government officials and media representatives.  This may include writing interesting and effective press releases, preparing information for media kits and develop and maintain company internet or intranet web pages.
	

	Q
	94000010
	Policy development/implementation:  Experience developing policies, procedures, methods, or standards for an organization to ensure administrative and operational objectives are met.  This may include evaluating findings of investigations, surveys, and studies to formulate policies and techniques and recommend improvements for personnel actions, programs, or business services. 
	

	Q
	94000011
	Review legislation:  Experience analyzing proposed legislation, regulations, or rule changes in order to determine how an organization’s services could be impacted.
	

	Q
	94000012
	HR functions:  Experience or overseeing those personnel processes, which includes interviewing, hiring and training new employees.
	

	Q
	94000013
	Prepare work schedules:  Experience preparing effective work schedules that meet organizational staffing as well as employee needs.
	

	Q
	94000014
	Determine staffing requirements: Experience determining staffing needs in order to meet an organization’s business requirements.
	

	Q
	94000015
	Performance objectives: Experience developing performance objectives for an organization as a whole.
	

	Q
	94000016
	Performance reviews: Conduct employee performance reviews and review with employee to determine a plan of action to accomplish performance goals/expectations.
	

	Q
	94000017
	Performance development: Experience developing performance expectations/plans for individual employees.
	


PROFICIENCY SCALES

Proficiency with Experience:

1. Willing (Little or no experience or training regarding this competency, but interested and willing to learn.)
2. Developing (Developing knowledge and skills regarding this competency through completion of an employer-sponsored training or higher education program, OR, through at least 6 months of experience applying this competency in the workplace.)
3. Skilled (Has successfully and regularly applied this competency in the workplace.  Recognized by others as demonstrating ample knowledge and skills regarding this competency.  Generally, this is achieved through 1 to 3 years of experience.)
4. Expert (Application of this competency is polished to excellence and is extensive in nature.  Recognized by others as demonstrating exceptional knowledge and skills regarding this competency.  Generally, this is achieved through 3 or more years of experience.)
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