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Candidate Application
Candidate Application
What is the Candidate Application?The purpose of the Candidate Application is for departments to have a formal process for any employee to self-nominate or apply to participate in succession planning strategies, typically in the form of leadership development. The application is a “snapshot in time” of each candidate that provides a common way to understand the employee’s background and evaluate their competencies for leadership succession.
When should a department use the Candidate Application?The Candidate Application is used in Part 2 of the State of California Succession Planning Model, when a department wants to identify candidates to participate in succession planning strategies.  A department may choose to identify candidates prior to, or after, having developed the succession planning strategy or program.
Who should use the Candidate Application?The Workforce Planning Steering Committee, or individual(s) responsible for establishing succession planning at the department, can distribute the Candidate Application to department employees.  Any employee, not just executives, who are interested in departmental leadership positions (permanent or interim) should have the opportunity to express an interest via the Application, if this is the department’s preferred method of identifying candidates.
How does a department use the Candidate Application?The individual(s) responsible for succession planning will fill out the Program Coordinator Information at the bottom of the Candidate Application, then distribute the Application to employees.  The employee completes both parts of the Application: the Candidate Profile, which aims at collecting the employee’s professional and educational experience; and the Self-assessment, which allows the employee to self-assess current performance strengths.  The employee submits their completed Application to the Program Coordinator identified at the bottom of the Application.
The applications submitted represent the candidate pool of employees interested in participating in succession planning.  If objective eligibility criteria has been established, compare it to the employee’s information within the Application to determine eligibility. In either case, the Application is recommended for use in conjunction with the Readiness Assessment to gain a 360* perspective on the employee’s readiness for leadership succession.   
For AssistanceContact CalHR’s Statewide Workforce Planning and Recruitment Unit at wfp@calhr.ca.gov or (916) 322-0742 with any questions or feedback on the Steering Committee Roles and Responsibilities.
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CANDIDATE PROFILE
CANDIDATE PROFILE
Job and Performance Information
Job and Performance Information
Relevant Internal Experience
Relevant Internal Experience
Indicate prior positions held within the past ten years at this department.
Indicate prior positions held within the past ten years at this department.
JOB TITLE
JOB TITLE
CLASSIFICATION
CLASSIFICATION
START DATE (MM/YY)
START DATE (MM/YY)
END DATE (MM/YY)
END DATE (MM/YY)
DIVISION/UNIT
DIVISION/UNIT
Relevant External Experience
Relevant External Experience
Indicate prior positions held with organizations external to this department (including volunteer, private sector, or community-based roles).
Indicate prior positions held within the past ten years at this department. Indicate prior positions held organizations external to this department (including volunteer, private sector, or community-based roles).
JOB TITLE
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Higher Education
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DEGREE EARNED/COURSES STUDIED
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END DATE (MM/YY)
INSTITUTION
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Professional Credentials
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DESCRIPTION (SPECIAL LICENSES, CERTIFICATIONS, ETC.)
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DEVELOPMENT ACTIVITY DESCRIPTION
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Evaluate your own performance strengths and areas for improvement, using the State of California Leadership Competency Model, as you consider future opportunities to promote and obtain assignments with greater responsibility.  Consider information from a variety of other sources when completing this self-assessment, including:
     •Feedback provided to you from your peers, direct reports, supervisors and coaches as part of a 360 survey.
     •Any performance appraisal conducted in your current classification within the last three years.
     •Other feedback provided by managers or colleagues regarding performance strengths and opportunities for improvement.
Evaluate your own performance strengths and areas for improvement, using the State of California Leadership Competency Model, as you consider future opportunities to promote and obtain assignments with greater responsibility.  Consider information from a variety of other sources when completing this self-assessment, including:     •Feedback provided to you from your peers, direct reports, supervisors and coaches as part of a 360 survey.     •Any performance appraisal conducted in your current classification within the last three years.     •Other feedback provided by managers or colleagues regarding performance strengths and opportunities for improvement.
Performance Strengths
Performance Strengths
Document two of your greatest performance strengths.  Identify the particular competency and provide some description and examples of your strengths.
Document two of your greatest performance strengths.  Identify the particular competency and provide some description and examples of your strengths.
Competency
 
Example: Communication
Competency Example: Communication
Description
 
My current job, and those over the last 10 years in which I've led teams, require me to have frequent and ongoing communication with team members and supervisors, and ensure that I clearly communicate with other stakeholders, when appropriate. 
Description My current job, and those over the last 10 years in which I've led teams, require me to have frequent and ongoing communication with team members and supervisors, and ensure that I clearly communicate with other stakeholders, when appropriate. 
SELF-ASSESSMENT
SELF-ASSESSMENT
Performance Strengths Continued...
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Competency
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Description
Description
Areas for Improvement
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Competency
Competency
Description
Description
Document two areas that you would like to improve upon related to performance. Identify the particular competency (gap) and provide a description of why this is an area that needs improvement.  Also, explain what activities or development would help you minimize the gap.
Document two areas that you would like to improve upon related to performance. Identify the particular competency (gap) and provide a description of why this is an area that needs improvement.  Also, explain what activities or development would help you minimize the gap.
Competency
 
Example: Conflict Management
CompetencyExample: Conflict Management
Description
 
I would benefit from having more experiences in which I need to engage internal and external team members to manage conflicts effectively.
DescriptionI would benefit from having more experiences in which I need to engage internal and external team members to manage conflicts effectively.
Areas for Improvement Continued...
Areas for Improvement
Competency
Competency
Description
Description
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