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Accomplishment Record for 
Management and Supervisory Service (MSS)






Your Name: Enter Text Here
Today’s Date: Enter Text Here
Instructions:
1. Please be sure to save this document to your computer or storage device.

2. Please name the file using the first four letters of your last name, your 2-digit birth month, and 2-digit birth day. For example, if your last name is Smith and your birthday is May 13, you should name your file “Smit0513.doc”.

3. When you are finished with your document, please submit it according to the instructions in the application.

4. Please note that failing to comply with these instructions and/or providing incomplete information could result in you being disqualified.

5. Please type all of your answers when completing this form.

Section 1: Work History

Beginning with your current position, please list the positions you have held that are relevant to positions for which you are applying. Please list one position per row; use as few or as many rows (up to 10) as necessary.

	Organization
	Position Held
	# Years Held
	Major Accomplishments

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here

	Enter Text Here
	Enter Text Here
	Enter Text Here
	Enter Text Here


Section 2: Education and Training
Beginning with your most recent educational institution, please list all relevant institutions you have attended. Please list one institution per row; use as few or as many rows (up to 10) as necessary.

	Institution
	Course(s) of Study
	GPA 
(if available)
	# Years Attended
	Diploma/Degree Obtained
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Please list any job-related certifications, training, or coursework not covered elsewhere in this section.

	Enter Text Here


Please list any job-related recognition or awards you have received not covered elsewhere in this section.
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Please list any job-related outside activities and affiliations (example: civic, professional associations, hobbies, recreational pursuits); please state why the activity or affiliation is relevant.
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Section 3: Career Accomplishments Competency Related
Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Leverages Diversity and Inclusiveness: Recruits, develops, and retains a diverse, high-quality workforce. Supports activities that ensure all staff has an equal opportunity to use and develop their skills and abilities and/or develop new skills. Demonstrates a strong commitment to diversity principles and fosters an inclusive workplace where diversity and individual differences are valued and leveraged to achieve the organization’s goals. 

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Minimal experience working with different people in different situations

· Attends workplace diversity efforts; does not interfere with those efforts 

· Does not take part in activities that marginalize groups or individuals, but also would not be comfortable taking steps to correct others' inappropriate behavior relative to others
	· Understands others' work and personal problems

· Understands others' feelings when articulated; asks others for their needs and opinions related to work issues

· Seeks ways to make those of other groups feel comfortable as valued members of work teams

· Works effectively with others in a group; respects others' opinions and contributions; works in ways that promote group cooperation and mutual respect
	· Understands and empathizes with others' problems, and often seeks out resources or other people to help others solve their problems

· Supports organizational efforts to promote diversity; actively intervenes to correct others' behavior when they marginalize others who are different

· Develops activities at work that include members of a variety of groups 

· Includes members of a variety of groups in social activities at work when possible
	· Is often consulted by others to mediate conflicts between groups

· Is particularly sensitive to and resolves issues that might occur when people of diverse backgrounds must work together

· Is sought out to provide help in developing groups with diverse membership and champions organizational efforts to promote diversity

· Seeks others' opinions on issues, problems, and situations, and makes decisions taking those into account


Self Rating:  FORMDROPDOWN 
 

Please provide a written description that supports your rating on this competency. Your response should include details related to: the situation or problem, the action taken, and the results or outcomes. Please remember your response will be limited to no more than 10,000 characters, or about two pages.
	Leverages Diversity and Inclusiveness

	Enter Text Here


Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Fosters Continuous Improvement and Innovation: Promotes efforts aimed at improving current business processes through a culture that fosters continuous improvement and innovation. Identifies and implements improvements and innovations that increase efficiency and enhance work quality. Promotes ongoing development of staff and takes initiative to assess and self-develop supervisory competencies.

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Has worked primarily within existing, minimally changing process and structures

· Prefers “status quo”, working with well-established procedures

· Sometimes allows work and other priorities to get in the way of update and development meetings with staff

· Prioritizes existing work over self- and process-development, indicating that there is just “too much to do” to think about self or process improvements
	· Implements changes that other people identify

· Adds to other people’s improvement ideas

· Follows process to provide yearly performance feedback and allows staff time to work on development areas

· Knows own development needs and makes time when possible to read about how to improve
	· Identifies opportunities for improvement within own area

· Creates new ways of doing business, fostering positive incremental change

· Encourages team members to identify improvement opportunities

· Provides regular performance feedback to staff and encourages them to seek training and development to improve those areas

· Accurately assesses own capabilities as a supervisor and seeks development opportunities to improve


	· Is often consulted by others to assist them in change initiatives

· Known as the “idea person” who creates the best innovations for the department

· Makes time for the team to identify and work on innovations/change initiatives

· Provides near constant performance feedback and specific training and development opportunities for staff

· Actively demonstrates life-long learning, seeking out personal development opportunities off the job as well as feedback from staff and peers

· Is the person others seek out for learning opportunities
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Please provide a written description that supports your rating on this competency. Your response should include details related to: the situation or problem, the action taken, and the results or outcomes. Please remember your response will be limited to no more than 10,000 characters, or about two pages.
	Fosters Continuous Improvement and Innovation

	Enter Text Here


Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Supervises and Manages Performance: Builds and manages a multi-sector workforce based on organizational goals, budget considerations, and staffing needs. Ensures staff is recruited and selected using merit principles. Ensures tasks are appropriately delegated and completed by monitoring performance against predetermined standards and requirements and holding staff accountable for meeting expectations. Trains and develops staff, provides constructive performance feedback and appraisals, and takes appropriate corrective action to address performance and conduct issues.

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Has limited experience in recruiting and hiring, primarily inheriting staff

· Has limited experience supervising others, working mostly as an individual contributor

· Often does work him/herself rather than delegate it to staff

· Operates as if individuals are interchangeable and assigns tasks based on who is immediately available

· Completes performance goal information after the fact, recording the person’s accomplishments and failings

· Has limited experience in providing structured performance feedback
	· Has participated in some interviewing of staff, making some staff selections

· Considers individual capabilities when assigning tasks, where possible

· Efficiently staffs for the immediate project needs

· Doles out performance targets to employees

· Hesitates to provide tough feedback

· Has consistent performance meetings to tell the person if they are doing well or not
	· Considers short and long-term needs when staffing

· Matches people to roles for best fit possible to benefit the person and the organization

· Empowers individuals to make decisions when assigning them tasks and checks back in to see how s/he can support them

· Actively involved in recruiting and selection

· Works with staff to set difficult and achievable goals, creating positive outcomes for the person and the organization

· Actively provides constructive feedback, not shying away from the difficult task; provides useful, specific feedback for improvement 
	· Is often consulted by others to assist in their hiring efforts because s/he is known as a good judge of talent

· Creates organizations from which others want to “steal talent” 

· Always looks for talent and draws new talent to organization in part because of his/her reputation as a leader

· Collaborates with staff to understand their development goals and actively finds projects for them to learn new skills while supporting the work of the organization

· Consulted by other leaders on difficult performance situations
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Please provide a written description that supports your rating on this competency. Your response should include details related to: the situation or problem, the action taken, and the results or outcomes. Please remember your response will be limited to no more than 10,000 characters, or about two pages.

	Supervises and Manages Performance

	Enter Text Here


Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Thinks Systemically and Inspires Change: Understands the "big picture" and the interrelationships of major agency programs, systems and activities, establishing and/or implementing a strategic vision and direction for the organization or group. Fosters knowledge of the organization and its major initiatives. Takes a long-term view and acts as a catalyst for organizational change by developing and implementing an organizational vision that integrates key agency goals, priorities, and values

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Has limited experience in large-scale, system-wide initiatives

· Mostly acts on others’ vision and direction; scope of jobs has been to follow others’ lead vs setting the direction oneself

· Focuses on the here and now and getting things done that have immediate impact

· Tells team it’s enough to know their own business; focuses team on their local work and priorities

· Sees vision as unnecessary “organizational speak”, preferring to focus on tasks and tactics over strategies
	· Has been involved in large-scale, system-wide initiatives as a team member

· Understands how own work fits with most of the rest of the organization, while having some parts of the organization that are “unknowns”

· Does not resist change that others suggest

· Has been involved in large change efforts

· Keeps organizational vision in mind when leading team
	· Has led large-scale, system-wide initiatives

· Sees the interconnectedness of own work and that of other parts of the organization

· Articulates to team how their portion of work fits in the big picture of organizational goals

· Sees the need for change before it’s too late

· Has lead large change efforts 

· Takes steps with self and team to anticipate needed change and incorporate new ideas

· Frequently references organizational and own vision to inspire team’s work
	· Is often asked by others to ad-hoc join strategic project teams 

· Actively seeks information that seems tangential to others about the business but actually is useful intelligence on external trends, organizational threats, etc. 

· Called upon by other organizations to consult with their companies/organizations’ issues

· Inspires others through crisp vision casting, making people see strategic priorities as clear and attainable

· Balances strategic vision with implementable execution plans
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Please provide a written description that supports your rating on this competency. Your response should include details related to: the situation or problem, the action taken, and the results or outcomes. Please remember your response will be limited to no more than 10,000 characters, or about two pages.

	Thinks Systemically and Inspires Change

	Enter Text Here


Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Manages Conflict and Crisis: Proactively anticipates, manages and constructively resolves conflicts and disagreements; identifies ways conflict can lead to positive change; and takes appropriate action to address conflicts following the organization’s policies and using the organization’s resources.

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Has limited experience in conflicts and disagreements

· Works from the point of view of “it’s best to just move on” vs. addressing conflict

· Gets passionate about own point of view, sometimes taking things out on the other person

· Has settled an occasional conflict that s/he was involved in, but stays out of others’ issues, even when asked
	· Addresses conflict between employees when asked.

· Steps in to manage conflict when outward signs of workplace disruption exist

· Follows policies on conflict

· Involves organization’s resources, e.g., HR, early in a conflict to avoid own direct involvement

· Handles crises professionally
	· Sees counterproductive conflicts coming and sets ground rules for working together to avoid them

· “Leans in” to healthy conflict, knowing that the best ideas come from good debate

· Remains calm during crisis, doing whatever is required of him/her in the situation


	· Is often asked by others to help them resolve difficult disputes

· Is seen as the organizational expert on conflict management, sought for opinions and for ways to address conflict issues

· Deftly fosters positive conflicts for the purpose of getting the best ideas while preserving or enhancing individual self-esteem

· Volunteers for crisis management, including involvement on crisis and early response teams
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Please provide a written description that supports your rating on this competency. Your response should include details related to: the situation or problem, the action taken, and the results or outcomes. Please remember your response will be limited to no more than 10,000 characters, or about two pages.

	Manages Conflict and Crisis

	Enter Text Here


Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Builds and Maintains Relationships: Builds and maintains effective relationships to share information, establish partnerships, and leverage expertise to accomplish the organization’s goals.

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Has limited experience in projects that cut across organizational boundaries

· Works largely on an independent basis

· Believes “knowledge is power” and it is best to keep information to one’s self unless directly asked

· Gets along with most people at work
	· Connects with people who are directly related to projects s/he is working on

· Shares information as needed with individuals who might be impacted

· Tries to incorporate the needs of other departments into considerations of work process and flow

· Maintains good relationships with people with whom s/he frequently interacts 
	· Connects with individuals outside the department, whether or not an immediate work need to do so exists

· Schedules meetings/times for the purpose of networking and building relationships

· Actively seeks to understand the needs and agendas of others throughout the organization and finds ways to create outcomes that are good for both them and self

· Maintains good working relationships across the organization; known as someone with whom others want to work
	· Has a strong reputation outside the organization, within professional organizations, and beyond

· Is known as an expert in the field, sought by others for membership on boards and in professional groups

· Sees external networking as an important part of the job and commits time to building and maintaining those relationships

· Maintains excellent working relationships across the organization, but never at the expense of organizational goals or integrity (i.e., is not just “liked” for giving in)
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Please provide a written description that supports your rating on this competency. Your response should include details related to: the situation or problem, the action taken, and the results or outcomes. Please remember your response will be limited to no more than 10,000 characters, or about two pages.

	Builds and Maintains Relationships
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Section 4: Additional Career Accomplishments
If you have additional accomplishments in your career that you would like to include in your accomplishment record, please detail your accomplishments in this section. Your accomplishments may be work or non-work related. Please provide a written description below, remember your response will be limited to no more than 10,000 characters, or about two pages.
	Additional Accomplishment(s)
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Remember: You must save and upload your Accomplishment Record to your application.
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