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Department of Health and Human Services 

Competency Assessment for Social/Clinical Research Banded Positions
Division/Facility/School: _DPH_____________
	 X      Rollover to Banded Class
           New Hire

Annual Assessment              Other:    



	Employee Name:  
                                   Position Number:
 Ima Sasser                                              4431-0000-0000-000     
	Overall Employee Competency Rating:             Date of Assessment:

___ Contributing   X      Journey     __  Advanced   __11/29/06___ 

	Banded Position Title:  _Social Research Assistant______
Current Position Title (if different): ______________________________

	Person Conducting Assessment (Please Print):  
__Sally Supervisor_______________________________
Signature: _Sally Supervisor_________    Date: 11/29/06_____


	Employee signature: _Ima Sasser_________ Date: 11/29/06__

This signature documents that the employee has reviewed the assessment but does not necessarily indicate agreement. 

	HR mgr or designee:                               Date:  12/1/06
Signature__I.M. Incharge________________________
	Div/Fac/Sch  Director or designee                     Date: 12/1/06
Signature_I. B. Reallyincharge____




	Employee’s Description of Work (from the position description): 
Position is responsible for providing research support to the federally funded “Healthy Americans” initiative.  The project is operated out of the Department of Healthy Living in conjunction with the UNC Department of Disease Prevention. The position assists in the development of survey tools used to gather data on lifestyle choices of the American population.  The position will also assist in the collection of data, oversee the student temps who enter the data, assist in the database form design, and export data from Survey Monkey and access databases into spreadsheet format.  The position will provide initial raw data reports to others on the project for further analysis.  




For New Hires and any other career banding salary decisions, complete and attach a salary decision worksheet. 

Instructions for Assessing Competency Levels
Important Note: All Hiring Managers and Supervisors must complete training before being authorized to assess employee competency levels. The following instructional notes are reminders from the classroom sessions.

Purpose: Complete this assessment to determine an employee’s overall competency level of contributing, journey, or advanced for a banded position. The level of the position should already be set based on your work unit’s organizational needs. 

Section 1: Complete applicable blocks and sections depending on the type of competency assessment you are completing. You will be checking the “Overall Employee Competency Rating” and getting the signatures after you complete the rest of the form.

Employee’s Description of Work: Insert the description of work from the employee’s up-to-date position description.
Competency: Review the current job description and competencies listed on the competency profile for this banded class. 

Documentation of Demonstrated Competencies: As you review the employee’s records (workplans, STARs, etc.) and other methods of evaluation (supervisor observance, monthly reports, etc.), write 2 to 3 summary statements for each competency to document the employee’s demonstrated competency levels. Note: If the employee is not consistently demonstrating a competency in the current position, you cannot rank the employee’s competency level based solely on the employee’s “ability to” demonstrate a competency or obtaining a certification or training.
Special Note for New Hires: Review the application and interview notes on the applicant’s history of demonstrating the competencies required for the position. In some cases, you will be able to readily link past experience to match the competencies needed but in other situations, you may have to use your best judgment on the expected competency level of the applicant. Remember to plan ongoing measurements during the probationary period to confirm or change the newly hired employee’s preliminary competency levels at their probationary review.

Initial Level: After writing your documentation, check the level that best fits the employee’s competency level for each competency listed.
Supervisor Comments:  Document any objectives, expectations, opportunities for competency development, problems, and/or deficiencies not captured in the competency documentation. Enter the banded class title and check the overall competency level (based on the employee’s level on the majority of the competencies).  Get the required signatures on the form. The original should be maintained in the departmental personnel file. Forward a copy of the document to your local Human Resources Office.  Keep a copy for yourself and give one to the employee.
Other Required Form: If you are completing this assessment on a new hire or to recommend a salary increase for an employee in a banded class, you must also attach a Salary Decision Worksheet.
Note: See the Competency Assessment Guide for Rollover to Banded Classes for more details on the process for assessing employee levels at the time of rollover to banded positions
	Competency 


	Documentation of Demonstrated Competencies


	Initial Level



	Analytical Thinking

	Ima collects the data from all survey instruments and arranges the information into standard format.  She documents the data source and summarizes the data into tables and graphs for others to interpret.
	Contributing X
Journey       (
Advanced    (

	Attention to Detail

	Ima uses the database and spreadsheet formats to ensure accuracy and quality of the data.  She reviews all information to ensure completeness.  She uses the standards for record keeping and documentation.  She created the record keeping tools for the project.
	Contributing (
Journey      X
Advanced    (

	Communication
	Ima communicates the research protocols to other project assistants and coordinates the standard protocol management between UNC and DHL.  She attends monthly project status meeting and provides the data collection summary report for the Project Manager
	Contributing X
Journey       (
Advanced    (

	Customer Service
	Ima serves as the primary liaison with UNC in ensuring that information between the two divisions meets the needs of the Federal initiative.  She is constantly developing solutions to meet the needs of the both agencies.  She understands the need for a cooperative relationship with UNC and is always proactive to ensure that their needs are met.  She has developed rapport with project staff at UNC and here as well
	Contributing (
Journey      X
Advanced    (

	Technical/ Professional Knowledge

	Ima possesses more than just a basic knowledge about disease prevention because of her degree in Health Management, and her work on the Carolina Partners in Health Cooperative in Wake, Orange and Durham counties.  Her technical knowledge has helped with establishing the data collection methods used in the project
	Contributing (
Journey       X
Advanced    (

	Training/Instruction
	Ima hires the part time student workers and trains them on the data collection methodology.  She has visited UNC twice to provide training to project assistants at that site.  She tracks the work of the students to ensure accuracy.
	Contributing X
Journey       (
Advanced    (

	
	
	Contributing (
Journey       (
Advanced    (

	
	
	Contributing (
Journey       (
Advanced    (

	
	
	Contributing (
Journey       (
Advanced    (

















Overall Level  _____J_______



EMPLOYEE COMMENTS:


I enjoy my work on the Healthy Americans project.  I especially like the interaction with UNC.   I would like to have the opportunity to use my data analysis skills more and feel like I could expand my involvement in writing reports.  





SUPERVISOR COMMENTS:    


Ima’s skill set has been a bonus to this project.  She is detail oriented and provides accurate data for others  She understands the relationship with our counterparts at UNC.  She has the capability to grow in this position.  We will discuss this during her career planning meeting in January 2007. 








