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INTERPRETATION OF PROFICIENCY ON EACH COMPETENCY FOR XXX XXXXX

Y our Composite Score on the three ADMINISTRATIVE Competenciesis 61%

Page 2

TIME MANAGEMENT & PRIORITIZING

YOUR SCORE:
93%

Y ou are quite proficient in managing time effectively. You
guard it and are aware of whether it is being invested or
wasted. You can prioritize your activities and change
them when the goals change. Although your day isfilled
with interruptions, you are usually able to control them

and to exercise a degree of self-discipline, doing most
important things first and negotiating priorities when
people make demands on your time.

SETTING GOALS & STANDARDS

YOUR SCORE:
76%

You are in the top quartile, indicating an ability to set

goals and standards for yourself and others. You believe
that workplace activities must be goal-directed, and that
success is measured not by how much gets done but by what
isaccomplished. You would like to see all employees

view management by objectives asaway of life.

PLANNING & SCHEDULING WORK

YOUR SCORE:
13%

You find it difficult to exert much influence over the
planning and scheduling of activities at work. A variety
of interruptions (crash projects, unscheduled delays,
non-productive activities) make it very difficult to plan
ahead. You are often forced to manage reactively
("putting out fires") rather than proactively, which can
be very frustrating.

Y our Composite Score on the three COMMUNICATION Competenciesis 25%

LISTENING & ORGANIZING

YOUR SCORE:
37%

Listening goes beyond hearing. It requires understanding
... of meaning and of the speaker's intentions. Y ou
should practice trandlating what others say into
aternative wording, then check with the speaker to
verify that what you think you understood is actually
what they meant to convey.
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GIVING CLEAR INFORMATION

YOUR SCORE: Y our ability to organize your thoughts for transmission to

32% othersisin need of improvement. Make sure your
messages are clear, complete, concise, and organized in a
way that promotes understanding. Try to overcome
physical, psychological, and language barriers that can
interfere with getting your message across.

GETTING UNBIASED INFORMATION

YOUR SCORE: Y ou have difficulty phrasing questions in a manner that gets

6% unbiased responses and accurate information. People tend
to say what they think will please or impressyou. By
working on your ability to use non-directive, neutral
questions and probes, you can greatly improve the quality
and depth of information you are getting from others.

Y our Composite Score on the three SUPERVISORY Competenciesis 48%
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TRAINING, COACHING & DELEGATING

YOUR SCORE: Y ou have demonstrated a high level of understanding of the
78% knowledge, skills, and attitudes required to develop
others effectively. By applying thesein your job, you
should be very effective in training, coaching, and
delegating to those with whom you work.

APPRAISING PEOPLE & PERFORMANCE

Y OUR SCORE: Assessing the performance strengths and weaknesses of others
18% and their root causes (the analysis of human behavior)

does not come easily for you. Giving constructive,
corrective feedback may be even more difficult. Y ou need
practice in giving feedback to others and getting them to
spell out the actions they will take to improve

performance.
DISCIPLINING & COUNSELING
YOUR SCORE: You find it difficult to discipline peoplein a
49% constructive, non-punitive manner. Improvement is

possible by mastering the half-dozen stepsin the
discipline process and by applying them in afirm but

fair manner. The morale of all employees can be affected
negatively by your failure to take disciplinary action
wheniitiscalled for.
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INTERPRETATION OF PROFICIENCY ON EACH COMPETENCY FOR XXX XXXXX

Y our Composite Score on the three COGNITIVE Competenciesis 31%
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IDENTIFYING & SOLVING PROBLEMS

YOUR SCORE:
50%

Y our problem-solving skills are below average. Perhaps you
are confusing symptoms with root causes. Perhaps you are
skipping one or more steps in the problem-solving

seguence (process that can be learned). Perhaps you have
difficulty with implementation and foll ow-through once
you've determined the best course of corrective action.

Many books and training programs exist for improving this
competency.

MAKING DECISIONS, WEIGHING RISK

YOUR SCORE:
24%

Although you make dozens of small decisions with ease every
day, you have difficulty when confronted with larger
decisions that require the evaluation of many factors.

By learning how to construct a decision matrix, how to

assign weights to these factors (the "desirables"), and

how to score each option (alternative) on each factor,

you can greatly improve your performance in this
competency.

THINKING CLEARLY & ANALYTICALLY

YOUR SCORE:
18%

Y our performance on this competency shows that you have
difficulty recognizing faulty reasoning, shaky

assumptions, and inappropriate conclusions. Y ou accept as
correct statements which, if examined in greater depth,
would proveto be false or weak. By learning the skills
associated with analytical thinking and by challenging

the information you receive for correctness, you can
improve in this competency.





