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Office of the Chief Financial Officer Accomplishment Record for Class II Jobs






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
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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.

	Enter Text Here


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
The following competency is related to the finance function. Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Interpersonal Skills: Demonstrating the ability to work effectively with others.

	· Demonstrating sensitivity/empathy (vs. sympathy) 

· Demonstrating insight into behavior 

· Maintaining open relationships
	· Respecting diversity 

· Working with diverse people (e.g., different backgrounds, different departments, internal and external customers)

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Minimal experience working with people from diverse backgrounds

· Supports workplace diversity efforts; acknowledges others

· Does not take part in activities that marginalize groups or individuals, but also would not take steps to correct others' inappropriate behavior relative to others
	· Understands and sympathizes with others' work and personal problems, but may have difficulty empathizing

· Understands others' feelings even when they have not been articulated; asks others for their needs and opinions related to work issues

· Listens carefully to others 

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

· Includes members of a variety of groups in social activities at work when possible

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

· Notices when a person is upset and seeks to understand and react appropriately according to the situation

· Is a quick read of others' emotions and feelings, and takes steps to understand and address their concerns

· 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 
	· Is often consulted by others to resolve interpersonal problems or mediate conflicts; is willing to help others when needed

· Understands when others are upset, and addresses problems before they are articulated or become a source of conflict

· Is particularly sensitive 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

· Skillfully makes others feel "at home" in group situations

· Seeks others' opinions on issues, problems, and situations, and tries to accommodate them in arriving at action plans


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.

	Interpersonal Skills

	Enter Text Here


The following competency is related to the finance function. Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Integrity and Ethics: Displaying accepted social and work behaviors.

	· Behaving ethically 

· Acting fairly
	· Taking responsibility

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Follows rules and gets work done in a timely and responsible manner

· Expects to be held accountable for own actions

· Is aware of timelines and the importance of meeting them
	· Demonstrates commitment to building trust and being dependable in dealing with others

· Admits and acknowledges own mistakes 

· Maintains accountability for organization-defined standards
	· Demonstrates commitment to being fair and dependable in dealing with others

· Openly accepts responsibility for mistakes

· Projects high ethical standards; is looked to as a model in demonstrating ethical behavior

· Assumes personal responsibility for work assignments, and always meets timelines or communicates in advance when not feasible

· Makes sure that work results and outcomes are as intended; holds self strictly accountable for work tasks

· Understands and monitors own progress toward goals

· Fosters a culture of high ethical standards
	· Sets and maintains high standards of ethical behavior for self and others, and monitors accountability; is looked to as a model of fairness and accountability

· Demonstrates commitment to consistently being fair and accountable in all performance aspects

· Takes responsibility for meeting standards that may not be articulated in specific terms by the organization, even when doing so is outside of one’s role

· Helps others understand standards and the importance of meeting them
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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.

	Integrity and Ethics
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The following competency is related to the finance function. Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Professionalism and Credibility: Displaying responsible behaviors at work.

	· Demonstrating self-control 

· Maintaining a professional appearance 
	· Substance abuse free

· Maintaining a positive attitude

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Strives to project a positive image of oneself and the organization in appearance and behavior

· Strives to appear professional; behavior and dress reflect a positive image

· Adheres to being credible and professional in most circumstances

· Does not have any substance abuse problems
	· Behaves in a professional manner

· Strives to project a positive image of the organization, while recognizing opportunities for improvement

· Maintains an aura of credibility and professionalism even when challenged
	· Excels when working in difficult or high-pressure situations

· Thrives on the challenge of working in stressful situations and maintaining professionalism

· Helps others deal with setbacks and stress

· Strives to maintains a positive attitude even when things go wrong

· Recovers quickly in stressful situations

· Is looked to as a positive example of credibility and professionalism 
	· Maintains control of oneself in unusual or trying circumstances; helps others cope with stressful situations

· Uses humor or other diversions to defuse stressful situations while maintaining a strict sense of professionalism

· Takes special note of those adversely affected by situations and seeks to help them cope

· Continues to focus on accomplishing important work outcomes in stressful situations

· Helps others adhere to strict standards of professionalism even under high stress
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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.

	Professionalism and Credibility

	Enter Text Here


The following competency is related to the finance function. Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Initiative and Self-Management: Seeking out new work challenges and increasing the variety and scope of work.

	· Persisting 

· Taking initiative 

· Setting challenging goals 
	· Working independently 

· Demonstrating the motivation to achieve

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Demonstrates openness to learning new things when appropriate

· Is willing to try new approaches

· Shows commitment to the job/organization and becomes involved, but is not comfortable when the job cuts into personal time

· Demonstrates an ability to solve problems using “tried and true” approaches
	· Demonstrates an orientation toward learning new things

· Chooses to try new approaches when appropriate and feasible

· Embraces change

· Demonstrates an ability to derive novel solutions to problems and see things from a different, and useful, perspective

· Sets high standards for self and others
	· Works independently and often finds work that needs to be done without being prompted

· Shows high levels of commitment to the job/organization

· Is driven to succeed in everything attempted

· Focuses on the success of the broader group
	· Works well without supervision, frequently identifying objectives that need to be met and ensuring that they are addressed

· Is driven to succeed in everything attempted, and is focused on deriving novel solutions to problems

· Follows up ideas with plans of action, and completes work necessary to accomplish important and novel tasks

· Proactively researches issues and/or potential solutions; performs due diligence in one’s work
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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.

	Initiative and Self-Management

	Enter Text Here


The following competency is related to the finance function. Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Dependability and Reliability: Behaving consistently and predictably in fulfilling obligations.

	· Showing up on time 

· Attending to details 

· Detecting errors 
	· Complying with policies 

· Honoring commitments 

· Accountability

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Follows rules (e.g., policies, procedures, standard work instructions) and gets work done in a timely and responsible manner

· Takes responsibility for own problems and mistakes

· Knows what comes from own actions

· Expects to be held accountable for own mistakes

· Is aware of timelines and the importance of meeting them
	· Assumes personal responsibility for completing work assignments and meeting timelines

· Makes sure that work results and outcomes are as intended

· Holds self strictly accountable for work tasks

· Understands and monitors own progress toward goals

· Is consistently attentive to detail
	· Own performance, timeliness, and dependability do not need to be monitored by others

· Sets high standards for self and others, and always provides an accurate report of what has been accomplished

· Understands the need to attend to details in work and how a lack of attention to detail can affect work products

· Is consistently accurate in work tasks

· Double-checks work to make sure that it is complete and accurate
	· Always keeps commitments in a timely manner, and makes others aware of own ability to assist on joint projects

· Monitors projects to ensure timely completion, and seeks needed help well ahead of deadlines

· Is sought for assistance when a difficult project needs to be accomplished in a timely manner

· Is known as a “detail person”
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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.
	Dependability and Reliability

	Enter Text Here


The following competency is related to the finance function. Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Critical and Analytical Thinking: Processing information to make logical decisions.
· Reasoning – Possesses sufficient inductive and deductive reasoning ability to perform job successfully; critically reviews, analyzes, synthesizes, compares and interprets information; draws conclusions from relevant and/or missing information; understands the principles underlying the relationship among facts and applies this understanding when solving problems.

· Mental agility – Identifies connections between issues; quickly understands, orients to, and learns new assignments.

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Has some difficulty understanding the logic of work processes and integrating information from various sources

· Needs explanations of data and their implications for various organizational processes
	· Understands the logic of most work processes and other pieces of information, and grasps what needs to be done with minimal explanation

· Understands and uses data to analyze work processes

· Recognizes patterns and trends in data, and understands their implications

· Draws appropriate conclusions from data and information, but occasionally needs the direction of others
	· Possesses a solid knowledge of work processes and the implication of various information

· Reaches appropriate conclusions based on information

· Uses data effectively to predict future problems and needs, and can express these issues to others
	· Appreciates the logic of work processes

· Seeks out information on own, proactively considers alternatives and their potential impact, and comes to appropriate conclusions

· Often explains problems to others

· Is quick to analyze data and reach appropriate conclusions

· Recognizes and understands the implications of patterns and trends in data

· Explains the implications of data to others
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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.
	Critical and Analytical Thinking
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The following competency is related to the finance function. Please review the following competency, its definition, and four levels of proficiency as defined. Then select the level that best describes you.

	Customer Service/ Service Orientation: Actively looking for ways to identify market demands and meet the customer or client need.
· Understanding customer needs 

· Providing personalized service 

· Acting professionally 

· Keeping customers informed

	Proficiency Levels

	Little or No Experience/Education
	Basic Competence
	Solid Competence
	Expert

	· Assists others when time permits

· Has had little experience in serving customers

· Tries to be professional in dealing with customers
	· Treats customers with respect

· Expresses a willingness to help customers resolve issues

· Seeks out information that contributes to resolving customer needs
	· Sees it as own responsibility to help others

· Supports a climate of timely service in the workplace

· Places the concerns and needs of others above own

· Organizes efforts to help colleagues with work problems

· Is perceived by others as always willing to help others
	· Is primarily motivated to serve customers' needs

· Promotes a climate of timely service in the workplace

· Seeks to understand customer problems before suggesting solutions

· Treats co-workers as customers, and seeks to resolve any workplace problems

· Seeks to get feedback from customers on the resolution of their problems, and follows up with any corrective action
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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.
	Customer Service/ Service Orientation
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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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