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Building Supervisory Skills – A Job Aid 
 

Competency Beginning Developing Accomplished Exemplary 

LEADERSHIP 

• Influencing Describes own basic 
leadership preferences. 
Explains differences 
between leadership role 
and individual 
contributor role  

Experiments with 
leadership and 
communication styles, 
with mixed results. 
Usually remembers to 
model appropriate 
supervisory behavior 

Uses a variety of 
leadership and 
communication styles 
successfully. Is aware 
that employees watch 
behavior and acts 
appropriately while at 
work.  

Investigates new ideas 
in leadership and 
communication styles. 
Acts as role model at 
work and in professional 
activities beyond 
workplace. Works to 
influence peers and 
supervisor. 

• Writing and Speaking Presents written and 
spoken ideas logically 
and clearly.  
 
 

Adapts communication 
style to increase 
effectiveness. Able to 
use media for 
documents and 
presentations. 

Demonstrates ease in 
communicating one-on-
one and with audiences 
of different sizes and 
organizational levels. 

Works to polish 
communication skills. 
Represents the 
organization well to 
outside audiences. 
Uses media expertly. 

• Listening Actively attends to 
spoken communication. 
Asks questions to clarify 
meaning. 

Works to improve ability 
to hear underlying 
messages, especially 
from direct reports. 

Is valued by peers and 
direct reports for ability 
to listen thoroughly and 
respond only when 
needed. 

Is sought out by people 
with diverse 
backgrounds and 
viewpoints as someone 
who listens well. 

• Decision-making Steps forward and 
makes decisions when 
needed. 

Makes decisions based 
on logical reasoning. 
Takes responsibility for 
incorrect decisions. 

Able to make decisions 
when circumstances 
limit available data. 

When decision is 
beyond authority, takes 
calculated risks or refers 
to other authority. Able 
to judge when stepping 
beyond limits is OK. 

SELF DEVELOPMENT 

• Coping Skills Recognizes own 
feelings of frustration 
and anger. Generally 
avoids public displays of 
negative emotions.  

Works to remain in 
control of emotions. 
Seeks clarification and 
understanding when 
faced with difficult 
problems. Attempts to 
understand all sides of 
issues. 

Continuously able to be 
engaged and effective 
in stressful situations. 
Displays outward calm 
and effectively uses 
personal stress relieving 
techniques. 

Considers long term 
impact of situation. 
Remains focused on 
“big picture” while 
working to direct current 
situation toward work 
group’s mission and 
goals. 

• Change Management Recognizes 
responsibilities of 
supervisors in managing 
change. 

Develops plans to 
manage change. 
Handles employee 
resistance and 
acceptance easily. 

Anticipates change.    
Identifies variety of 
responses to change in 
work unit. Acts as role 
model in adapting to 
change. Evaluates and 
learns from results. 

 Actively involves and 
assists others in 
managing change. 
Helps others to clarify 
concerns and develop 
positive approaches to 
change. 

• Time Management Maintains a schedule 
and list of activities. 

Can describe work 
priorities and goals. 
Prioritizes work to 
match essential purpose 
of the job. 

Directs staff time and 
efforts in ways that 
demonstrate 
understanding of work 
priorities and goals. 

Uses variety of formal 
and adapted techniques 
to accomplish personal 
work in available time. 
Continually improves  
personal time 
management practices 

• Functions of Supervisors Can describe how the 
supervisory function 
differs from technical or 
production work. 

Seeks coaching on how 
to best apply all four 
supervisory functions: 
planning, organizing, 
leading, controlling.in 
the organization. 
Practices building skills. 
 
 

Balances planning, 
organizing, leading and 
controlling functions to 
accomplish all 
supervisory tasks. 

  Builds skills of 
subordinates in all four 
supervisor functions.  
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Competency Beginning Developing Accomplished Exemplary 
BUSINESS SKILLS 

• Basic Financials Learns about the 
financial records used 
by supervisors. 

Properly enters data 
and uses reports 
essential to the job. 
Ensures checks and 
balances protect 
resources. 

Uses financial records 
for budgeting, planning, 
and decision making. 

Identifies opportunities 
to improve financial 
processes. 

• Organizational Goals and Priorities Has basic knowledge of 
goals and priorities for 
supervisory position. 

Actively seeks 
information about 
organizational goals. 

Asks for clarification 
when goals or priorities 
conflict, as applied to 
work group. 

Uses knowledge of 
organizational structure 
and culture to 
accomplish goals. 

• Business Management Forms and implements 
action plans for work. 

Uses systematic 
problem-solving method 
for planning. Uses 
conclusions from data 
analysis to form and 
implement action plans. 

Follows up on action 
plans. Adjusts plans on 
the basis of new 
information. Creates 
tools and techniques to 
gather data about work 
group performance. 

Builds problem-solving 
skills in staff. 
Encourages staff to self-
monitor and adjust 
action plans. 
 

STAFFING 

• Hiring Recognizes value of a 
structured hiring 
process to meet 
requirements for 
fairness and legality. 

Uses objective criteria in 
making hiring decisions.  
Works to build 
consistency. Makes 
increasingly successful 
hiring decisions. 

Identifies skills required 
to perform specific 
business unit or work 
group tasks. Evaluates 
hiring situations for legal 
liability and resolves 
issues with Human 
Resources in advance. 

Anticipates changes in 
skills required for work 
group as work changes 
and hires accordingly. 
Looks for ways to 
improve hiring process. 

• Discipline Learns organizational 
categories for discipline. 
Learns organization’s 
established guidelines 
for documentation.  
 

Clearly documents 
disciplinary activities. 
With coaching, follows 
organization’s 
established disciplinary 
guidelines. 

Uses documentation to 
support disciplinary 
activities. Is familiar with 
changing legal issues in 
managing employees. 
Works with others to 
establish guidelines if 
none exist. 

Takes reasoned action 
to manage problems 
early. Uses initiative to 
address unique 
situations within spirit of 
disciplinary policy.   

• Incentives/Rewards Describes how 
incentives and rewards 
are typically used in the 
organization to motivate 
employees and 
recognize outstanding 
performance  

Regularly offers praise 
and recognition for good 
performance of staff. 
Will offer constructive 
feedback to poor 
performance.  

Considers individual 
interests when creating 
incentives and providing 
rewards. 

Consistently uses 
incentives  and rewards 
to achieve high 
performance in direct 
reports 

• Retention Learns responsibilities 
of supervisor in 
retaining employees. 

Describes business 
case for retaining well- 
performing employees 
Applies organization’s 
common methods for 
retaining employees. 
 

Identifies key personnel. 
Actively manages 
budget and work 
environment to retain 
these employees. 

Works to improve 
overall work unit staffing 
through use of standard 
and innovative retention 
methods 

• Termination Describes variety of 
situations where 
employee termination  
may be necessary for  
both employee and 
organization. 

Follows recognized 
procedures for 
termination. Uses peers, 
supervisors, or Human 
Resources in team 
approach as required 

Takes appropriate 
action to protect 
remaining employees 
from possible physical 
harm if needed during 
termination action.  

Takes steps to provide 
psychological support 
for remaining staff. 

PERFORMANCE 

• Process Management Describes major steps 
in work group’s primary 
business processes – 
identifying major 
outputs, inputs and 
needed resources. 

Establishes work goals 
linked to organizational 
objectives. Manages 
work processes and  
staff to support goals. 

Seeks to improve work 
group’s major 
processes in ways that 
are valuable to the 
organization. 

Adjusts processes and 
employee tasks to 
insure intra-
departmental goals can 
be met. 
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Competency Beginning Developing Accomplished Exemplary 

• Motivation Can describe 
supervisor’s 
responsibility in building 
intrinsic incentives to 
perform work 

Supports individual 
competency and sense 
of self-worth in 
performing the job 

Establishes relevant 
boundaries while 
encouraging autonomy 
within established limits. 

Works to build 
community among 
employees ensuring 
new challenges to 
stimulate engagement 

• Performance Management Describes how to set 
and communicate 
performance 
expectations.   

Monitors, manages and 
documents daily 
performance. Practices  
communicating clear  
behavior / performance 
expectations. 

Effectively uses regular 
feedback to improve 
employee performance. 
Confirms expectations 
are understood. 

Uses individual and 
group management 
techniques to 
coordinate performance 
of work group. 

• Appraisal Describes value and 
limitations of 
performance appraisal 
process. 

Prepares regular 
evaluations, usually 
annual. Recognizes 
personal limitations that 
can influence fairness of 
employee evaluations.  

Uses performance 
management 
documentation to 
support appraisals. 
Presents reasoned 
arguments for decisions 
to management. 

Incorporates additional 
appraisal activity with 
employees in addition to 
standard organizational 
schedule. 

• Creativity and Innovation Recognizes that 
members of work group 
are valuable sources for 
innovation. Has 
encouraged others to be 
creative. 

Establishes variety of 
methods for employees 
to recommend 
improvements and 
changes to processes 
and procedures. 

Implements ideas where 
possible. Recognizes 
employee suggestions 
to others.  

Celebrates employees 
for inventive and original 
ideas in both work unit 
and the wider 
organization. 

GROUP DEVELOPMENT 

• Teamwork Describes how teams 
are used in the 
organization. 

Uses variety of 
techniques to 
encourage employees 
to act as a team. 

Guides team in setting 
goals and resolving 
conflicts. Helps 
employees to value 
individual differences. 

Coaches team to 
achieve increasing 
levels of performance.  

• Team Growth Recognizes how growth 
can contribute to 
continued high 
performance of mature 
teams.  

Supports and values 
existing successful team 
processes. Provides 
support as needed 
when team members 
changes. 

Assists team to set 
“stretch” goals for team 
learning.  Assigns 
projects that allow team 
to work in new ways. 

Encourages team 
members to challenge 
assumptions, seek 
continuous 
improvement and take 
responsibility for real 
team consensus. 

• Employee Training Recognizes problems 
where training is, and is 
not, the solution. 
Describes how 
supervisors support 
training. 

Evaluates work unit for 
performance gaps that 
can be remedied 
through training. 
Creates plan and 
ensures employees 
receive training. 

Defines “ideal” skill and 
knowledge needs for 
work unit. Supports 
training to move work 
unit to ideal. Coaches 
employees to apply 
training on the job. 

Seeks innovative 
learning opportunities 
as needed to build 
necessary job skills 
within budgetary limits.  

• Employee Development Recognizes that 
employee development 
is not limited to formal 
instruction provided by 
the organization. 

Establishes individual 
development plan for 
each employee based 
on employee goals and 
organizational needs. 
Encourages the use of 
new learning in the 
workplace. 

Creates “learning 
opportunities” within 
workplace environment 
and from outside 
sources. 

Supports employees to 
develop not just for 
current position but for 
future positions in the 
organization.  

SYSTEMS THINKING 

• Organizational Awareness Values learning about 
organizational goals and 
strategies. Links 
personal goals with 
organizational ones. 

Communicates 
organizational strategy 
and goals to work unit. 
Uses knowledge of 
organizational culture to 
get work accomplished 
effectively. 
 
 

Develops flexible plans 
to minimize impact on of 
change on employee 
and team performance. 

Works proactively to 
discover changes in 
strategic direction and 
organizational goals. 
Mentors employees on 
connections with other 
departments. 
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Competency Beginning Developing Accomplished Exemplary 

• Process Re-Design and Improvement Has suggested 
improvements or 
revisions to processes 
while work group 
member. 

Occasionally identifies 
processes that no 
longer function 
effectively and proposes 
changes. 

Regularly compares 
processes with 
organizational goals and 
proposes revisions 
necessary to achieve 
closer alignment. 

Looks beyond work unit 
to suggest changes or 
reorganization of 
processes for better 
results. 

• Environmental Awareness Demonstrated broad 
awareness of how 
global economic and 
political factors can 
affect organizations. 

Develops resources to 
provide information 
about comparable 
organizations and 
industries. 

Establishes network of 
sources to provide 
information about 
external factors 
affecting organization’s 
role, functions and 
operations. 

Actively seeks 
information and learning 
beyond the 
organization. Identifies 
issues that are likely to 
affect the organization.  

 


