	POSITION GROUP
	COMPETENCIES

REQUIRED
	LEARNING SESSIONS RECOMMENDED
	DESIRED ACQUIRED SKILLS, ABILITIES AND KNOWLEDGE

	PROFESSIONAL STAFF:

Analysts, generalists, specialists, accountants, engineers, social workers, buyers…

Applies global skills and knowledge to specialized area of expertise.


	Professional Skills

Customer Focus Skills

Organizational Effectiveness Skills

Human Relations Skills

Computer Skills
	Required 7 hr Professional Series

-“Working Together” (MBTI type, temperament and motivation) = 3 ½ hr

-“Organizational Communication” = 3 ½ hr

“Quality Service” Education

delivered to each department independently

- “Managing Successful Projects”

- “Time Management”

Required Every 2 Years

-“Sexual Harassment Prevention”

-“Diversity in the Workplace”

- Instruction in Word, Excel, Power Point, GroupWise, as well as policies and procedures of the IS Department.
	-Will better understand themselves and others; the importance of listening and asking good questions.

-As “great service all the time” is part of our strategic plan and business strategy, this instruction allows leaders to better support internal and external customer service.

-identifies opportunities to streamline work flow processes; prioritize and manage personal daily work activities.

-Interface and build relationships with all levels of the organization; demonstrates and fosters respect and appreciation for diversity.

-More proficient in the Windows environment.


