Department of Secretary of State

Competency Assessment

For Career-Banded Positions

NC Department of Commerce
Competency Assessment for Career-Banded Positions


	Position #:
	
	
	Division / Commission:
	

	Applicant / Employee:
	
	
	Date of Competency Assessment:
	
	

	Job/Classification:
	
	
	Supervisor:
	

	Position/Working Title:
	


	Position’s Role Description (Description of Work from Band Specification):




	Functional Competency 
No less than 3-No more than 5
	Demonstrated Knowledge, Skills and Abilities Supporting Level Assignment
	Level

	
	Position: 

   
	Contributing (
Journey         (
Advanced      (

	
	Employee:
	Contributing (
Journey         (
Advanced      (

	
	Position: 


	Contributing (
Journey         (
Advanced      ( 

	
	Employee:

	Contributing (
Journey         (
Advanced      ( 

	
	Position:

	Contributing (
Journey         (
Advanced      (

	
	Employee:

	Contributing (
Journey         (
Advanced     (

	
	Position: 

	Contributing (
Journey         (
Advanced      (

	
	Employee:

	Contributing (
Journey         (
Advanced      (

	SUPERVISOR COMMENTS:    

Band Placement:  

Band Level:   Contributing  (       Journey  (         Advanced   (
Note:   Band Level is subject to change based on performance/competencies demonstrated during the probationary period or any period of evaluation.
___________________________________    _____________________________________ 
____________________________________
  
Supervisor Signature 

           Date
    Division Director Signature
                            Date

     Employee Signature 

            Date


· Employee signature does not imply agreement with band placement or salary - only that the employee was given the opportunity to discuss it with the supervisor.

· Employees may add their comments as appropriate. 



	Human Resources Use Only:
	Assessment review:  Yes  (  No  (    
	
	

	
	
	
	Career Banding Administrator
	Date


Competency Assessment Instructions

· Insert identifying information: position number, employee or applicant name, classification (assigned by HR), working title (assigned by supervisor), division and section assignment, current date and supervisor’s name.
· Insert employee’s/ applicant’s role description from the career band “Description of Work” specifications provided by HR.  This may be tailored to specific needs.  Consult with the HR office regarding adding additional information.
· Column 1: Core Competency – DEF.   Functional Competency - DEF
· Column 2:  Demonstrated Knowledge, Skills and Abilities Supporting Level Assignment – Indicate the demonstrated competencies based on supervisory observance and other methods of evaluation, as documented on interim/annual reviews, in disciplinary proceedings, and other documented performance discussions.  For new hires, document competencies based on review of applicant materials, interview content, and reference information.

· Column 3:  Level – Check the appropriate level based on consistently demonstrated competencies.

· Document any objectives, expectations, problems, and/ or deficiencies not captured in the above documentation.  Indicate the career-band placement and level.

· For new hires, indicate the starting salary and effective date of hire.  Forward completed assessment form to the Human Resources Office.

· Document will need to be signed by the supervisor, division director, and the employee.   The original should be maintained in the division personnel file. A copy of the document must be forwarded to the Human Resources Office.  A copy should be kept by the supervisor and given to the employee.
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