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Key Competencies 
Competency – A cluster related knowledge, skills, and abilities that affects a major part of one’s job (a role or 
responsibility), that correlates with performance on the job, that can be measured against well accepted standards, and that 
can be improved via training and development efforts.  

Motivation 
Pursues work with energy, drive, and a strong accomplishment orientation; persists and expends extra effort to accomplish tasks even 
when conditions are difficult or deadlines are tight; persists at a task or problem despite interruptions, obstacles, or setbacks. Works 
independently, develops own ways of doing things; is able to perform effectively even with minimal direction, support or approval 
and without direct supervision. 

Timeliness 
Behaves consistently and predictably; is reliable, responsible and dependable in fulfilling obligations; diligently follows through on 
commitments and consistently meets deadlines. Demonstrates regular and punctual attendance; rarely is late for meetings or 
appointments. 

Organization 
Estimates resources needed for project completion; allocates time and resources effectively and coordinates efforts with all affected 
parties; keeps all parties informed of progress and all relevant changes to project timelines. Keeps clear, detailed records of activities 
related to accomplishing stated objectives 

Professionalism: Image / Presentation 
Demonstrates self-control by maintaining composure and keeping emotions in check even in very difficult situations; deals calmly and 
effectively with stressful situations. Maintains a professional demeanor; dresses appropriately for occupation and its requirements; 
maintains appropriate personal hygiene. 

Quality of Communication 
Expresses information to individuals or groups effectively, speaks clearly and confidently; information is organized in a logical 
manner; receives, attends to, interprets, understands, and responds to verbal messages and other cues; picks out important information 
in verbal messages; understands complex instructions; appreciates feelings and concerns of verbal messages. 

Resource Administration 
Continually seeks to identify resources that can be useful to unit and assist in work accomplishment; consistently seeks to perform 
work unit tasks in a cost efficient manner; identifies ways to produce the same level and quality of work while utilizing fewer 
resources; creates an organizational climate in which cost effectiveness is valued and rewarded. 

Planning Effectiveness 
Approaches work in a methodical manner; plans and schedules tasks so that work is completed on time; keeps track of details to 
ensure work is performed accurately and completely, determines the length and difficulty of tasks and projects; sets clear, realistic, 
and measurable goals; sets priorities and time parameters to accomplish tasks and projects. 

Decisiveness 
Uses logic and rationale in decision making ability to make timely and effective decisions. Identifies and evaluates all information that 
has important impact and evaluation of activities and results; makes difficult decisions even in highly ambiguous or ill-defined 
situations; quickly chooses an effective solution without assistance when appropriate.  

Collaborative Relations 
Develops constructive and cooperative working relationships with others; exhibits tact and diplomacy and strives to build consensus; 
shows sensitivity to the thoughts and opinions; delivers constructive criticism and voices objections to others’ ideas and opinions in a 
supportive manner; responds appropriately to positive and negative feedback. Brings others together to reconcile differences by 
exercising “give and take” to achieve mutual goals and interests, and obtains commitment from appropriate individuals or groups. 

Mission Advancement  
Demonstrates a basic understanding of and respect for the Catholic and Lasallian Mission of the University. Shows an appreciation for 
the Mission value of Association (an institutional commitment to student success in the spirit of the Mission) and is engaged in the 
educational experience of our students at the level appropriate to his/her position. Sees the Mission of Lewis University as a lived 
reality.  

University / Community Involvement 
Treats others with honesty, fairness and respect; makes decisions that are objective and reflect the just treatment of others. 
Accepts responsibility for one’s decisions and actions and for those of one’s group, team, or department, has attended University 
functions/activities (as available), and participates in external community volunteer efforts. 

Currency of Required Skills 
Demonstrates an interest in personal learning and development; seeks feedback from multiple sources about how to improve and 
develop, and modifies behavior based on feedback or self-analysis. Takes steps to develop and maintain knowledge, skills, abilities 
and expertise necessary to achieve positive results; participates fully in relevant training programs and actively pursues other 
opportunities to develop knowledge, skills and abilities. 
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