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Appendix 1 

Sample Organizational Competencies 
 

Adaptability/Flexibility – Adapts well to changes in assignments and priorities. Adapts behavior 

or work methods in response to new information, changing conditions, or unexpected 

obstacles. Approaches change positively and adjusts behaviors accordingly. 

  

Communication – Clearly conveys and receives information and ideas, through a variety of 

media, to and from individuals and groups in a manner that engages the listener, helps them 

understand and retain the message, and invites response and feedback. Keeps others 

informed as appropriate. Demonstrates applicable job-related written, oral, listening and 

interpersonal skills. 

  

Customer Engagement – Identifies and responds to current and future client needs and 

provides excellent service to internal and external clients. 

  

Diversity and Inclusion - Works effectively in an inclusive workplace where individual 

differences and perspectives are respected and leveraged to achieve organizational goals. 

 

Ethics and Integrity – Exhibits trustworthiness and ethical behavior, with consideration of the 

impact and consequences. 

 

Innovative Mindset - Demonstrates curiosity, develops new insights, considers creative 

approaches and applies novel solutions. 

 

Relationships – Builds and maintains relationships internally and externally.  Works 

collaboratively with others. 

 

Safety – Provides a safe environment for employees and the public to live and work. 

 

Stewardship – Is responsible and accountable for managing resources well, choosing to use 

influence to serve the long-term collective good of the public. Places public interests above 

self-interests and focuses on the larger purpose or mission of the organization. 

 

Teamwork – Participates as an active and contributing member of a team to achieve team 

goals. Works cooperatively with other team members, involves others, shares information as 

appropriate and shares credit for team successes. 

  

Work Standards/Quality Orientation – Sets high quality work standards and well-defined, 

realistic goals for oneself. Displays a high level of effort and commitment towards completing 

assignments in a timely manner with thoroughness and accuracy. With minimal supervision, 

monitors and checks work to ensure they meet standards. Is motivated to achieve. 
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Sample Occupational Competencies 
 

Accounting - Knowledge of traditional accounting practices including accrual, obligations, and  

cost methods. 

 

Auditing - Knowledge of generally accepted auditing standards and procedures for conducting 

financial and compliance, economy and efficiency, and program audits. 

 

Chemical Engineering - Knowledge of the concepts, principles, and theories related to the 

chemical composition or physical characteristics of materials for the design, construction, 

operation, and improvement of processes or systems. 

 

Civil Engineering - Knowledge of the concepts, principles, theories, and methods required to 

plan, design, construct, operate, and maintain facilities such as buildings, transportation 

systems, water and sanitary systems, and other public works systems. 

 

Clerical - Knowledge of filing, typing, entering data, maintaining records, taking shorthand, 

and using and completing forms. 

 

Electrical Engineering - Knowledge of the concepts, principles, theories, and methods related 

to the design, analysis, test, and integration of electrical systems; energy conversion; 

electrical power generation; and energy transmission, control, distribution or use. 

 

Grants Management - Knowledge of requirements, practices, and procedures for soliciting, 

receiving, reviewing, and processing proposals, and awarding and administering grants and 

agreements. 

 

Labor Law - Knowledge of state and Federal employment laws, regulations, guidelines, and 

legal precedents related to hiring practices, equal employment opportunity, and wage and 

hour restrictions. 

 

Mechanical Engineering - Knowledge of concepts, principles, theories, and methods related 

to planning, designing, developing, testing, or evaluating thermodynamic, mechanical, 

electromechanical, pneumatic, hydraulic, or structural equipment, systems, models, tools, or 

specialized mechanical devices. 

 

Project Management - Knowledge of the principles, methods, or tools for developing, 

scheduling, coordinating, and managing projects and resources, including monitoring and 

inspecting costs, work, and contractor performance. 

 

Surveying - Knowledge of the concepts, principles, theories, and methods used in the 

measurement or determination of land boundaries, distances, elevations, areas, angles, and 

other features of the earth’s surface 
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Sample Job Specific Competencies 
 

Decision Making - Makes sound, well-informed, and objective decisions; perceives the impact 

and implications of decisions; commits to action, even in uncertain situations, to accomplish 

organizational goals; causes change. 

 

Attention to Detail - Is thorough when performing work and conscientious about attending to 

detail. 

 

Change Management - Knowledge of change management principles, strategies, and 

techniques required for effectively planning, implementing, and evaluating change in the 

organization. 

 

Decisiveness - Makes well-informed, effective, and timely decisions, even when data are 

limited, or solutions produce unpleasant consequences; perceives the impact and 

implications of decisions. 

 

Influencing/Negotiating - Persuades others; builds consensus through give and take; gains 

cooperation from others to obtain information and accomplish goals. 

 

Initiative – Identifies and deals with issues proactively and persistently, seizing opportunities 

that arise.  

 

Leadership - Influences, motivates, and challenges others; adapts leadership styles to a 

variety of situations. 

 

Listening - Receives, attends to, interprets, and responds to verbal messages and other cues 

such as body language in ways that are appropriate to listeners and situations. 

 

Oral Communication - Expresses information (for example, ideas or facts) to individuals or 

groups effectively, taking into account the audience and nature of the information (for 

example, technical, sensitive, controversial); makes clear and convincing oral presentations; 

listens to others, attends to nonverbal cues, and responds appropriately. 

 

A comprehensive list of competencies can be found in the United States Office of Personnel 

Management’s “Multipurpose Occupational Systems Analysis Inventory - Close-Ended 

(MOSAIC) Competencies.”1 

 

 

 
1 Multipurpose Occupational Systems Analysis Inventory -Close-Ended (MOSAIC) Competencies a New Day for 
Federal Service. (2013). https://www.opm.gov/policy-data-oversight/assessment-and-
selection/competencies/mosaic-studies-competencies.pdf 

https://www.opm.gov/policy-data-oversight/assessment-and-selection/competencies/mosaic-studies-competencies.pdf
https://www.opm.gov/policy-data-oversight/assessment-and-selection/competencies/mosaic-studies-competencies.pdf
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Appendix 2 

Sample Competency Surveys and Assessments 
 

Sample All Staff Survey Competency Assessment 

Communication 
Listens, writes, and presents ideas, opinions, and information in diverse situations. 
 
Key Skills 
Listening | Speaking | Writing 
 
Proficiency Level Behavior Indicators: 

Listening 

Level 1: Novice Seeks first to understand. Asks clarifying questions. 

Level 2: Basic Receptive to feedback. Uses active listening skills. 

Level 3: 
Intermediate 

Encourages feedback from others. Incorporates feedback for 
improvement. 

Level 4: Advanced Provides feedback based on listening. Models active listening in 
interactions with others. Coaches others on the art of listening. 

Level 5: Expert Creates an environment that encourages and supports active 
listening and feedback throughout the organization. 

 
1. On a scale of 1 to 5, with 1 being Novice and 5 being Expert, please select the level 

that best describes your consistent behavior or ability. 
 

Level 1 – 
Novice 

Level 2 – 
Basic 

Level 3 – 
Intermediate 

Level 4 – 
Advanced 

Level 5 - 
Expert 

     
 

2. On a scale of 1 to 5, with 1 being Novice and 5 being Expert, please rate the level of 
proficiency you wish you consistently had for this behavior or ability in your current 
position.  

 
Level 1 – 
Novice 

Level 2 – 
Basic 

Level 3 – 
Intermediate 

Level 4 – 
Advanced 

Level 5 - 
Expert 

     
  

This rating 
will help you 
establish a 
baseline 
and/or track 
the current 
level of 
proficiency 
in your 
organization.   

This rating 
will help you 
determine 
where 
employees 
desire to be 
developed.   
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Speaking 

Level 1: Novice Uses appropriate tone in one on one communication. Language is 

appropriate and respectful. Avoids distracting mannerisms. 

Level 2: Basic Uses appropriate tone in group communication. Speaks in clear 

and simple language. Speaks with clarity on own area of 

expertise; technically complex topics. 

Level 3: 
Intermediate 

Incorporates diverse information into clear, cohesive message. 

Messaging is well organized, relatable and informs audience. 

Checks for understanding. 

Level 4: Advanced Persuades and influences audience. Represents program with 

credibility, authority, and confidence. 

Level 5: Expert Speaks with confidence on complex and sensitive matters. 

Addresses most senior executive and legislative audiences. 

Speaks inspirationally. Publicly recognizes excellence in 

individual and team performance. 

 
3. On a scale of 1 to 5, with 1 being Novice and 5 being Expert, please rate your level 

of proficiency for this behavior. 
 

Level 1 – 
Novice 

Level 2 – 
Basic 

Level 3 – 
Intermediate 

Level 4 – 
Advanced 

Level 5 - 
Expert 

     
 

4. On a scale of 1 to 5, with 1 being Novice and 5 being Expert, please rate the level of 

proficiency you wish you had for this behavior your current position.  

 

Level 1 – 
Novice 

Level 2 – 
Basic 

Level 3 – 
Intermediate 

Level 4 – 
Advanced 

Level 5 - 
Expert 
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Sample Competency Assessment Survey from California Department of Public Health 
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Sample CalHR Readiness Assessment of Leadership Competencies 

 
Full Readiness Assessment can be found here.2 

 

Sample Private Sector Employee Skill Evaluation Matrix3 

Employees 

Skills 
Digital 
Fluency 

Written 
Communication 

Project 
Management 

Customer 
Focus 

Organizational 
Awareness 

Steve 1 2 3 3 3 
Anna 3 3 3 4 3 
Bob 5 2 5 3 2 

John 4 3 1 2 1 
Kari 2 5 3 4 4 

 

Skill Key 

1 Training Required 

2 Currently Trained 

3 Basic 

4 Skilled 

5 Can Coach 

 

 

 

 
2 Readiness Assessment -Leadership Competencies When should a department use the Readiness 
Assessment? Who should use the Readiness Assessment? (n.d.). Retrieved September 6, 2024, from 
https://www.calhr.ca.gov/workforce-planning/Documents/wfp-readiness-assessment-leadership-competencies-
rev-nov-2023.pdf#search=competencies%20assessment 
 
3 Athuraliya, A., & Creately. (2024, January 31). Skills Matrix Templates to Optimize and Manage Your 
Workforce. Creately. https://creately.com/guides/skills-matrix-templates/ 

https://www.calhr.ca.gov/workforce-planning/Documents/wfp-readiness-assessment-leadership-competencies-rev-nov-2023.pdf#search=competencies%20assessment


 

 

14 

Basic Insights 

o Although Customer Focus has the highest overall proficiency, no one could serve as a 

coach in this area.  

o Organizational Awareness could use further development. 

o Steve could user further development in all skills. 

o Kari could be further developed as a Lead. 
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Sample Employee Evaluation Tool from CalSTRS 
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Sample Report of Probation from CalSTRS 

Below you will find the Report of Performance for Probationary Employee (STD 636) used by 

most State Agencies.   
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This can be compared to the Report of Performance for Probation Employee used by 

CalSTRS which has been tailored to better align with their organizational competencies.  
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You may also compare the Performance Appraisal Summary of Past Job Performance of 

Permanent Employees (STD. 638) to the tailored Performance Appraisal Summary of Past 

Job Performance of Permanent Employees for CalSTRS. 
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Appendix 3 

Sample Development Tools 
 

Check out how CalSTRS cleverly tweaked the Individual Development Plan to focus on 

building higher proficiency in organizational competencies.  

 

Standard State Form 

Individual Development Plan for Future Job Performance of Permanent Employees (STD 

637) 

 
 

CalSTRS Individual Development Plan 
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Appendix 4 

Sample Franchise Tax Board Organizational Change 

Management Communication Strategy  
 

Competency Marketing Roadmap  

  Action Item Current Status Due Date Notes Individual/Team  

  Tools, Content & Marketing Development  

Backlog 
Promote Competency 

Guides 
  

Mar-25 
Sprint I 

Deliverable 

CCST, LCST & 

JSCST  
  

Create 1 page 

marketing 

"Competency Use 

Guides"  

  

Q1 & Q2 

Develop Presentation 

for GC: Goal to gain 

endorsement  

Complete -- 

need to 

schedule when 

all backlog is 

complete 

Direction 

in ODAC 

Nov. 

Sprint I 

Deliverable 
Michelle Smith  

Date Develop Facilitations 

scalable for leadership 

levels: 

        

          

  Intro to 

Competencies CBT 
In Progress Oct-24 

Sprint I 

Deliverable Sarah Tomlinson 

  Comprehensive 

Competency Based 

Culture Curriculum 

  Jun-25 
Sprint IV 

Deliverable 
Michelle Smith  

  Practical 

Applications 

Workshops/Clinics 

  Mar-25 
Sprint II 

Deliverable 

Michelle, Hector, 

CCST, TSD 

  Create posters, TV 

advertisements, carry 

brochure about 

Competencies 

  Jan-25 
Sprint I & III 

Deliverable 
Hector, CCST 

  

ID Tools incorporating 

competencies into 

employee lifecycle 

    

Sprint I 

Deliverable: 

Dependent on 

tools 

availability on 

supervisor 

portal: job opp, 

interviewing 

guide, IDPs, 

course 

catalogues 

CCST, Meghan 

  Create 1 page 

marketing 

"Competency Tool 

Guides"  

  Jan-25 
Sprint I 

Deliverable 
Hector, CCST 
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  ID Current Competency 

Matrix & assess current 

course content 

  Jan-25 
Sprint I 

Deliverable 

Hector, Michelle, 

TSD 

  Incorporate standard 

slides into training for 

competency alignment 

  Jan-25 
Sprint I 

Deliverable 
Hector, TSD 

  

  Action Item Current Status  Due Date  Notes Individual/Team  

Sprint I: 

Awareness & 

Desire 

Inform Highest Levels  

Q3 

Present to GC: launch 

competency campaign 

and toolkits 

  Jan-25   Michelle & Hector 

Date 

Inform appropriate 

service teams and 

educate  

  Jan-25   
Hector, Michelle, 

CCST, JSCT 

  

Roll out posters, 

advertisement, carry 

brochure campaign 

  Mar-25   
Hector, Michelle, 

CCST, JSCT 

  

Roll out refresh of 

training content aligned 

to competency matrix   Mar-25   Hector 

  

Develop tools and 

communication for 

service team members 

to assist in section 

level competency 

communication   Mar-25   

Hector & Michelle, 

CCST, JSCT 

  Present to Senior Staff:          

  Intro    Jan-25   Hector & Michelle 

  

High level 

practical application & 

Toolkits    Mar-25   Hector & Michelle 

  

  Action Item Current Status  Due Date  Notes Individual/Team  

Sprint II: Desire, 

Knowledge, 

Ability 

Q4 

Educate Mid Levels 

Date Prepare Service team 

members to assist in 

facilitation at a section 

level 

Check for confidence in 

competencies & 

practical application 

concepts 

Provide talking points 

and marketing toolkits 

        

  

Facilitate to BDs and 

invite ST members for 

observation 
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  Action Item Current Status  Due Date   Notes Individual/Team  

Sprint III: 

Knowledge, 

Ability, 

Reinforcement 

Equip Supervisor Level 

Q4 

Facilitate to Section 

Managers with 

assistance of ST 

members 

        

Date Intro to Competencies         

  
How to use in 

employee lifecycle 
        

  Toolkit guides         

  

Workshop on how to 

apply         

  

Ideal timing: 

Evaluation season: 

Using competencies in 

LEARN for evaluations 

and IDPs         

  

  Action Item Current Status  Due Date   Notes Individual/Team  

Sprint IV: Ability 

& 

Reinforcement 

Monitor & Support 

Q1 

Provide ongoing 

marketing and 

workshop support 

        

Date 
Continuous Learning 

and reference 
        

  

xcheck for use in 

LEARN and create a 

feedback loop 

        

  

 

 

 


