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APPENDIX B  
Competency Development Guide for Confidential Staff. 
 

INSTRUCTIONS: This is a reference tool for the Reviewer and the Confidential staff member. 

Development involves growing knowledge, skills, abilities and competencies through a variety of methods for the current 
job and evolving career. It can involve developing new competencies; identifying gaps through discussion and mutual 
understanding; and building on strengths identified in feedback conversations. 
 
Competencies that are most relevant to the position are reviewed and development is planned that will enhance job 
performance, provide an opportunity for career development, or address areas that need improvement. The Appendix B - 
Competency Development Guide supplements Appendix A - Competencies Worksheet to provide suggestions for 
activities the staff member may undertake to acquire the competencies. Development plans may consist of a combination 
of learning opportunities as well as formal training programs. 
 
 

 
A sample list of developmental activities follows: 
 

 For self-assessment, use the competencies worksheet or U of T online tool at 
http://www.odlc.utoronto.ca/career/skills_assessment 

 Use the U of T Organizational Development & Learning Centre resources, 

http://www.odlc.utoronto.ca/odlclibrary  e.g., training, books,  DVD’s 

 Enroll in seminars, conferences, self-study or computer based courses; 

 Maintain a developmental journal, tracking successes, failures and development goals; 

 Conduct an informational interview with someone in a career of interest to you; 

 Serve on a project or committee or cross-functional team; 

 Seek additional challenges – explore opportunities in job shadowing or job secondment; 

 Find an informal coach or mentor; 

 Spend time with an 'expert' on some aspect of the job; 

 Volunteer with non-profit organizations or committees 

 Join professional associations and networks 
 

 

Value and Definition Activities that Demonstrate Value 

Equity / Diversity / Inclusivity 

Acts towards others in a civil manner in 

support of a healthy, inclusive workplace. 

Encourages and incorporates 

contributions from diverse groups and 

individuals. Shows initiative in learning 

about the language and issues related to 

equity and diversity. Raises potential 

equity issues in relation to the normal 

operation of the unit and suggests 

methods to operationalize policies and 

directives. Promptly addresses issues of 

inequity that arise within the work unit. 

 
a. Understand the University’s policies, statements 

and priorities on equity, diversity, inclusivity and 
civility. 

b. Identify individual’s unique abilities to deal with 
them equitably. 

c. Solicit and incorporate different views in decision 
making. 

d. Consult with the equity issues officers when 
equity or diversity issues arise in a group. 

e. Attend training/workshops on 
Equity/Diversity/Inclusivity/Civility 

Accountability/Business Integrity 

Approaches work in a judicious manner 

that promotes the University’s norms, 

 
a. Read policies, statements and procedures issued 

by the University. 
b. Read current research.   

http://www.odlc.utoronto.ca/career/skills_assessment
http://www.odlc.utoronto.ca/odlclibrary
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values, beliefs, policies and procedures. Is 

knowledgeable and complies with required 

University policies and procedures such as 

Crisis Management, Health and Safety, 

Financial and Human Resources related 

policies. Does not misrepresent self or 

unit. Admits mistakes. Displays judgment 

in the release of information while 

encouraging openness. Promotes the idea 

of transparency in business engagements 

c. Know privacy and confidentiality policies and 
issues 

d. Talk to a trusted colleague for feedback on 
whether or not your behaviour matches your 
values and demonstrates integrity. 

e. Clarify your values and how you treat people.  
f. Identify the values and ethics demonstrated in 

your treatment of others. 

Competency Definition Practical Learning Activities 

Quality of Work 

The degree to which the quality of work 
meets pre-established standards of 
quality. Measures thoroughness, 
accuracy, errors, and the need for 
checking and review of work.  

a. Refer to the resources for the principles and 
standards of quality.  

b. Review work habits.  
c. Set aside time for periodic checks for accuracy. 

Job Knowledge 

Understands and appropriately applies 

technical knowledge, skills and processes 

to daily work. Interprets and applies 

guidelines and policies to resolve 

problems. Knows and applies work 

methods, standards and 

procedures/policies within the 

department/division and the institution. 

Understands departmental/divisional 

functions and services and key 

relationships. Understands the 

department/division/University 

organizational structure and culture. 

Understands the context of issues and 

decisions in relation to own position. 

a. Talk to a colleague who is a seasoned master in 
the technology or function and ask if he/she 
could tutor you. 

b. Research the standard reference tools for the 
procedure. 

c. Observe the experts. 
d. Read publications from the 

department/division/University. 

Problem Solving 

Willing to resolve problems within the area 

of responsibility. Seeks pertinent data, 

recognizes what is important, 

recommends action. Uses rigorous 

methods to solve difficult problems. Can 

see hidden problems. Knows when to 

seek out advice from others. Suggests and 

a. Search for causes, before going to solution. 
b. Be open to risk and experimentation 
c. Discuss with colleagues to get a fresh 

perspective and potential solutions.  
d. Flow chart what’s working and what’s not. 
e. Learn from other’s experiences and share 

findings with others. 
f. Find workable compromises. 
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shares solutions with others. 

Plan / Organize 

The extent to which the employee 

achieves position objectives within given 

timelines, resources and overall goals. 

Effectively and efficiently prioritizes work 

assignments. Anticipates/adjusts for 

problems. Knows how to efficiently 

organize and plan own work related to the 

unit, committee, project and/or supervisor 

schedules and activities. Understands how 

to develop and organize file systems used 

by self and others.  Learns from past 

experience. 

a. Identify what needs to be accomplished, 
timelines and resources needed. 

b. Understand project management principles. 
c. Set goals and measures. Track your progress 

against goals. 
d. Reduce redundancy.  
e. Identify priorities based on importance, not 

urgency. 
f. When you have multiple tasks, focus on realistic 

timelines. Readjust deadlines when needed. 

Initiative 

Extent to which employee demonstrates 

the ability to be a self-starter and to act 

without prompting.  Generates ideas to 

recommend change or improvement. 

Embraces changes to concepts, 

technology and procedures. 

a. Keep informed of the University’s priorities and 
senior leaders’ views. Keep abreast of the 
messages in the media. 

b. Set stretch goals for yourself.  
c. Be able to provide the rationale/business case for 

your initiative. Consider opposing views and 
prepare responses. 

d. Research the best practices for change and 
process improvement. 

Communication 

The degree to which the employee 

transmits oral/ written ideas professionally 

(tone, emotion, clarity, accuracy, logic). 

Expresses oneself confidently in 

discussions. Listens to and acknowledges 

others. Communication style is appropriate 

to the department and role. 

 
a. Prepare the message ahead of time. Create a 

logical flow. Distill the message to a single 
sentence to identify what’s important. 

b. Identify your audience. How do you need to 
adjust the style to suit the audience. 

c. Assess your listening style. Work on your non-
verbal communication style.  

d. Get feedback on your written and presentation 
style from a trusted colleague, manager, 
communications staff. 

 

Interpersonal/Teamwork 

Relates well to all kinds of people (both 

within and across groups) regardless of 

a. Read research on how people differ. Strive to 
understand yourself and others.   

b. Build win-win situations. Ask more questions, 
check out your assumptions.  

c. Ask the principles behind a rigid viewpoint. Allow 
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level inside or outside of organization. 

Builds effective relationships. Uses tact 

and diplomacy when dealing with and 

interacting with others. Works effectively 

with others to achieve common goals. 

others to save face. 
d. Create a climate inquiry. 
e. Find the common ground during tense situations 

to achieve common goals. 

*Service Orientation 

The quality of service provided to clients*, 
colleagues and the public demonstrates 
promptness, courteousness and 
sensitivity.  Dedicated to meeting the 
expectations of internal and external 
clients professionally.  Recognizes client 
needs and uses it to suggest 
improvements. Makes appropriate 
referrals as required 
* The term “client” in the Service 
Orientation competency is a broad term 
used to describe a department/division’s 
major stakeholders and/or individuals to 
whom the department/division’s provides 
service. Clients may include: students, 
staff, faculty, external organizations, 
alumni/donors, government 
representatives and others. 

 
a. Get feedback from your internal and external 

clients.   
b. Be open and ensure two-way dialogues. 
c. Create efficient work flows and processes. 
d. Analyze other service providers for best 

practices.  
e. Investigate process improvement, process 

management, creativity and innovative 
techniques. 

 

Supervision 

Coordinates a work unit including planning 

activities, motivating, training and 

evaluating activities of staff. 

a. Check on yourself.  How well do you inform, 
listen, explain, get back to people and give 
feedback? 

b. Refer to motivation resources. People are 
motivated by job challenge, accomplishing 
something worthwhile, learning new things, 
personal development, autonomy, friendliness 
and praise.   

c. Examine your leadership style(s) and flexibility by 
analyzing the situation you are facing and using 
the appropriate style. 

d. Explore the supervisory skills of hiring, coaching, 
giving feedback, motivation and recognition. 

 

 
 


