SUPERVISORY CORE COMPETENCIES

Medical Center Libraries and Technologies

	
	Entry Level
	Intermediate
	Advanced

	Associated with:
	·  Library Assistant II

· Shelving Assistants

	·  Library Assistant III/IV

· Analyst/Programmer      PG 52/53

· Secretary IV
	· Senior Library Assistant

· Library Professional II

· Analyst/Programmer   PG 54-56
· Library Professional III

· Administrator



	LEADERSHIP


	· Understands and models organizational values.

· Leads work groups by fostering team spirit and cooperation.

· Takes accountability for own work. Provides support to others in fulfilling their work.

· Encourages open expression of ideas and opinions by showing genuine interest in others feelings and concerns.

· Conveys a vision and sense of purpose for staff.

· Disseminates timely and high quality information.

· Creates a positive environment through the use of sincerity and optimism.

· Models how to handle failure by accepting setbacks with grace and renewed determination.

· Consistently invites participation and opens up communication.
	In addition to demonstrating competencies listed in “Entry Level,” also:

· Skilled at representing own staff/department positively to the rest of the organization.

· Works with department head in setting goals and objectives.

· Initiates, communicates, and manages change activities.

· Creates an environment where timely and high quality information flows smoothly and effectively among staff.
	In addition to demonstrating competencies listed in “Entry Level” and “Intermediate,” also:

· Leads department by fostering team spirit and cooperation across the organization.

· Communicates and gains commitment around the organizational mission, vision, and values.

· Sets the direction of the department by setting goals and objectives that directly relate to University goals.

· Sets high standards for the department and ensures follow-through on tasks and projects.

· Consistently communicates to staff changes and new initiatives occurring at the organizational level.
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	MANAGEMENT


	· Delegates work to staff according to their level of skill and experience.

· Plans and organizes a realistic course of action for self and others to accomplish specific objectives.

· Provides technical guidance to staff through work assignments.

· Describes, coaches, and reinforces skills in order to provide exceptional service.

· Assists in the selection of highly qualified staff using pre-determined criteria based on job content and organizational values.

· Understands financial implications of decisions.

· Anchors others in times of change by reaffirming key goals or values.
	In addition to demonstrating competencies listed in “Entry Level,” also:

· Provides day-to-day direction to staff through work assignments.

· Creates a unit/organization that is dedicated to service excellence.

· Selects highly qualified staff using pre-determined criteria based on job content and organizational values.

· Determines feasibility of capital projects or increase in expenditures.

· Promotes an environment where staff learn from mistakes.

· Presents or communicates ideas effectively.

· Detects and resolves team breakdowns resulting from change.
	In addition to demonstrating competencies listed in “Entry Level” and “Intermediate,” also:

· Plans and organizes departmental operations.

· Recognizes and helps to remedy collective or institutional barriers to the implementation of change.
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	STAFF DEVELOPMENT

	· Brings conflict out into the open and resolves it collaboratively through negotiation.

· Uses consensus-building tools to resolve issues.

· Provides specific feedback to staff on a continuing basis and in a manner, which encourages growth. 

· Provides whatever is needed to help others take charge of their work and successfully produce results.

· Gains the trust and loyalty of others by fulfilling the commitments made to them.

· Stimulates commitment to collective efforts through recognition of individual contributions.

· Inspires dedication to the organization’s shared goals and values through visible actions.


	In addition to demonstrating competencies listed in “Entry Level,” also:

· Provides coaching to continually develop staff capability.

· Empowers staff by providing the appropriate level of decision-making.

· Provides a stimulating and challenging work environment encouraging creativity, training/education, and facilitating developmental opportunities.

 
	In addition to demonstrating competencies listed in “Entry Level” and “Intermediate,” also:

· Authorizes staff to make decisions within the scope of their ability.
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	MANAGE DIVERSITY


	· Leads work groups by fostering team spirit and cooperation.

· Provides support to others in fulfilling their work.

· Encourages open expression of differing ideas and opinions.

· Plans and organizes a realistic course of action for self and others to accomplish specific objectives.

· Provides technical guidance to staff through work assignments.


	· Selects highly qualified staff using predetermined criteria based on job content and organizational values.

· Empowers staff by providing the appropriate level of decision-making.

· Recognizes staff for their contributions and growth.

· Delegates work to staff according to their level of skill and experience.

· Promotes an environment where staff learn from mistakes.

· Encourages open expression of differing ideas and opinions.

	· Delegates work to staff according to their level of skill and experience.

· Selects highly qualified staff using predetermined criteria based on job content and organizational values.

· Sets high standards for the department and ensures follow-through on tasks and projects.

· Provides coaching to continually develop each staff member.

· Recognizes and rewards staff for contributions.

· Creates an environment where all individuals are comfortable in openly expressing concerns/ opinions.
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	ACHIEVE SATISFACTION

* Please also refer to
The Strong/MCLT Commitment 
I CARE Values and Standards


	· Personally committed to understanding and meeting the unique needs of external and internal customers.

· Proactively seeks feedback from others to improve department or unit service levels.

· Demonstrates skill in resolving customer complaints.

· Models and reinforces customer service behaviors.*
· Assists with priorities and goals to ensure continuous improvement.


	· Personally committed to understanding and meeting the unique needs of external and internal customers.

· Models and reinforces customer service behaviors.*

· Describes, coaches, and reinforces skills in other staff.

· Demonstrates skill in resolving difficult customer situations.

· Creates a unit or department that is dedicated to service excellence
	· Models and reinforces customer service behaviors.*

· Describes, coaches, and reinforces skills in order to provide exceptional service.

· Demonstrates skill in resolving difficult situations.

· Creates an organization that is dedicated to service excellence.

· Authorizes staff to make decisions within the scope of their ability.
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