HR Professional Competencies in a
Performance Development Plan

* By Using the HR Professional Competency Document, you may use:

* The competency definition fo develop a PDP Key Competency
* A developmental opportunity to create a PDP Key Result

* An example of training to draft a PDP Training Opportunity



Definition
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)
accaptance of ideas, and commitment to actions that support specific
werk outcomes,

Using effective involvement and persuasion shiategtas is g

| Importance

InAuanEmg koAl fn achisvina indii E—— g
organizational performance at levels beyond those met meraly
through requlation, compliance, and enforcement Individuals at all
levels with influence skills that include interpersonal <kills, aral and
warittan cormmunication skills, emipathic sensitivity, and technical
cradibility, exhibit parsonal autharity that is not dependant solely on
farmal authority. This personal sutharity anables them to guide
change in good times or in Himes of turmail. The sbility to influence
facilitates dialog, and Hius enhances ane’s ability to gain
cooparation, to develop optimal sclubions, to wark betier with others
who may be seen as "difficult,” 2nd to resobva issuas that impede
arganizational or parsonal success.

L

How do Washington State Humian Resource Professionals

Demanstrate This Competency?

Key Elements

Distinguishing Behaviors

Clarifies the
‘gituation.

¢ Listens to all positions an an issus and providas oppesing
viewpoints when and whers appropriats.

Claiifies positions held by patticipants.

Identify behavior pattens that undermine-the sbility &t addiess
issues constructively.

Frame the conversation za that lzadar= and influsncars will get on
board, :

Assasses oot causes of issues mther than breating symptoms.

-

Sharas own
perspactiva to
build trust.

Fosters a climate that allows sthers to challanga Tdaas or
processes and develop sitamative approaches.

« Demonstratss a strategic understanding of the issuas and of how
harriers to sclutions might be addresead,

Knews and understands tha cantext for policy/piocass
development and sarving as zn zffective and active particioant.
Undarstandz the wider econamic, sadal 2nd political coste and
Lenefits of & specific askian.

Challenge your parsana! srsumptions about youwr asiity to exert
mare influence.

Build and leverage the powss base you alisady possass. |
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Performance and Development Plan (PDP)
Expectations

Fosftion Descnpbon Renswed? Paston Dascription Updated? Performance Pericd
s 1 Ne [ vas e O Frem Te

Purpose of Plan and Review
D annusl (] TnaiServes [ Probatansry (1 Transmional 7] Other (speaify)

Employes Last Mams Employee First Hame Employee Middle Initial

Personnel Mumber Class Tillz Working Tl

Position Humber AgencyDivision/Unit Evaluator's Name

Position Linkage With Organirational Mission and Straiegic Plan

What is the organization’s mizsion and how do the dulieas and respansibilities of this position ink or conribute to the
achievement of the m:ssion goals. and objectives of the organizalion”? Provids bnel summary

. Part 1: Performance Expectations
Basad on the position’s major respensitiliies, outiine the key resulls and compelencies expected of the employes during
this performance petiod. Limit the ilst to those that are key. Check with your Human Resources office regarding any special

mstructions around d g what jes 13 use. .
Key Results :
What a
during th

the most imponant objectivas, aulcomiss, andlor specisl assignments to ascomplish in arder io ba successtul
time perind?

Key Competencies
Whal are the most impontant knowledge. skifts, abiibes, and banavices thal the employes shou:d demoenslrala n ofdsac §

5L

Pari 2: Trzining & Development Needs/Oppertunities

Whal training and Jevstepme

zads ard opponuniks should e employes focus an duning this padformancs pencd?

Part 3: Organizational Soppor (Cptional)
o bag

Part 3 is-opdonal and tnba p 1 ondy by live emplayes, at th ing of the performance period.

Whst suggestions do you have 35 (o hew yout supsndser, co-workars, andior agensy management can baiter suppor you
M your preseot job and ffure carear gosls?

Acknowledgement Of Performance Plars
The signatures betow indicate that the supervisor and smployes have discussed the cantstds of this plan at the beginning
afthe perfarmance period.

Sgnaiurs

Daw L Evaluater’s Signamre Date } Employes’

NOTE: Typwally, cone the perfvmanos evaliafion s complafed ana sigozd by &l parties, e sureqvisor prowides die employes a copy
ard e ongnal 3 feowardisd 10 Homan Rescurcas 19 be paced i the amployes’s personne! e, Supersors sheuld check with thair
Human Reseurces offioe or oganeanen specifc seratnns

LFN 12098 (200113} Perpamanss & Devsnoment Plan S
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Performance and Development Plan (PDP)

Expectations
Position Description Reviewed? Position DescriptionUpdated? Performance Period
YesC]  No[] Yes(] Mol From _To
Purpose of Plan and Review
[ Annual [] TrialSewvice [ ] Probationary [ Transitional [ 1 Other (specify)
Employee LastName Employee FirstName Ernployee Middle initial
Personnel Numher ClassTitle Warking Title
Position Nurnber AgencyiDivisionfUnit Evaluator'sName

Position Linkage With Organizational Mission and Strategic Plan

Whatis the organization's mission and how do the dulies and responsibilities of this pesilion link or contribute to the
achievement of the mission doals, and objectivesof the organzation? Provide brief summaty.

Part 1: Performance Expectations
Based onthe position's major responsbilities, outline the key resulis and competencies expected of the employes during
thisperformance period. Limitthe listio those that are key. Checkwith your Human Resources office regarding any special
insiructions around determining what compatenclesto use,

Key Results

What are the mostimportant objectives, oulcores, andior special assignmentsto accomplishin orderto be successful
during thistime period?

Key Competencies

Whaiarsefﬂ[i?e mostimporant knowledge, skllls, abilities, and hehaviorsthatthe employee should demonstrate in orderto be
successfu

Influence

15 that stippoit specific worl

Part 2; Training & Development Needs/Opportunities

Whattralning and developmerntneeds and opporiurities should the employee focus on during this performance period?

Part 3: Organizational Support (Oplional)
Part 3is optiohal andto be completed only by the emplayee, atthe beginning of the perfoimance period.

What suggestions doyou have asto howyeur supervisor, co-workers, and/or agency management can hetter supportyou
inyour presentjob and future career goals?

Acknowledgement Of Performance Plan

The signalures belowindicate thatthe supervisor andemployee have discussed the contents of this plan atthe bedinning
ofthe performance period.

Date Evaluator's Signature Date Employee'sSignature




Personal Growth Activities mayinclude, but are not limited to, on-the-
job experience, developmerital assignments, shadowing, experiential learning,
participating in traihing as aleader or participant and ather life experiences.
Remember that m any developmental activities can and will occur outside of work
as part of your personal life,

Specific EXAMPLES of developmental oppertunities forthis competency
include:

EXAMPLES of Developmental Activities

+  Gain greater expenence in the state |eaislative .
¢+ Wark % Shagernent groups to influence oUtEBTEE adeiastivaly
ssEftribute to collec’cwe bargammg agreement processes, '
Volunteer to lead a workgroup or committee where you will be required to mfluanoe '
~aa [cspan‘cs towards a specific outcorne.

13 e van
i e Hess can include prm‘asslan

Drganizat\uns, cornmunity hased m‘gan[zatmns ynur PT#, sparts organization or
chureh, service clubs, and similar organizations.,

s Mentor subnrdlnate staﬁ on influencing, ar find a mentor for yourself,

+ Read books such as Getling to Yes, Negotiating Agreement Withaut Giving In by Rogar
Fisher and William Llry.

¢ Listen to books or podeasts such as Buitto Last: Successful Habits of Visionary
Companies by Jirm Collins andJerry Parras (Harper Audia, 1994) during your comm
to and from work,

o Watch a TED TALK, such as*How Great Leaders Inspire Acion” by Simon Sinek
(2010); use the included *reading list” provided with TED TALKs to further explore
topics you find interesting.

* Pursue professional certification through IPMA-HR, SHRM, ATD, and/or HRCI,

EXAMPLES of Training

s Formal training on team/group dynamics,

* ATD, SHRM, Labor and Employment Relations Assodation (LERA) or IPMA-HR local,
reglonal or nat(onai organization-provided webinar, training or conference offering
specific sessions or training on Influence for Human Resources Professionals,

* Specialized focused meetings and trainings for Washington State human resource
employess offered by State HR and the Office of the Atturney General Labor and
Personnel section.

s Consider attending programs offered by the Cascade Exacutlve Programs at the
University of Washington’s Daniel 3. Evans Schoal of Public Affairs,

+ Consider obtaining an advanced degree in your arsa of spedalization.

Pertormance and Levelopment Flan (FUP)

Expectations
Position Description Reviewsd? Position DescripfionUpdaled? Perfarmance Period
Yesi] Nof[j Yesil MNolj - From To
Purpose of Plan and Review
{J Annual 7} TrialService ([ Probationaty |7 Transitional |7 Other (specify)

Employee LastMName Emplayee FirstName Employee Middle Initial

Persohnel Mumber ClassTitle Working Title

Position Number Agency/Division/Unit Evaluator'sName

Position Linkage Viith Organizational Mission and Sirategic Plan

Whatisthe organization's mission and how do the duties and respansibililies of this position link ot contribute o the
achievamentof the mission goalg and objeclives of the arganization? Provide briefsummary.

Part 1: Performance Expectations
Based onthe position's major rasponsibilities, outline the key results and cormpetencles sxpected of the ermployee during
thisperformance period. Limitthe listto those thatare key. Checkwithvour Human Resourcesoffice regarding ary special
ingtructions around determining what competenciesto use.

Key Results

What are tha mostimpartant objectives, outcames, andlor spemal assignmentsto accomplish in orderto be successtul
duting thistime period?

ST

Key Competencies

Whatare the mostimportant knowledge, skills, abilities, and behaviorsthatthe employee should demanstrate In orderto be
successful?

Influencs: Use effective involvement and persuasion strategies o gain acceplance of
ideas, and comimitrnent to actions that support specific work outcomes.

Part 2: Training & Development Meeds/Opportunities

Whattraining and development nesds and oppeorunities should the employee focus on during this performance period?

Part 3: Organizational Support (Optionaly
Part 3 |s optiohal and to he wmpleted only by the employves, atthe beginhing of the perfarmance period.

What suggestionsdoyou have asto huwyuursupewlsur co-workers, andior agancy managsment can befter supportyou
inyour presentjob and future career goals?




Performance and Development Plan (FDP)

Expectations

Position Description Reviewed?
Yes(] Noll

Position Description Updated?
Yes{1 Mol)

Performance Period
From To

Purpose of Plan and Review
L1 Annual [ Tiial Sewvice

~| Proba

tionary [ ! Transitional

11 Other (specify)

Employee LastName

Employes FirstName

Empioyee Middle initial

Personnel Mumber

ClassTille

Working Title

Position Number

Evalualor'sName

Agency/Division/Unit

Position Linkage With Organizational Mission and Strategic Plan

Whatis ihe organizalion's mission and how dothe dulies and responsihilities of this position link or coniribute tolhe
achlevemeni of the mission goals, and objectives of the organization? Provida brief summary,

Part 1: Performance Expectations
Based onthe position's majorresponsiniities, outline the key resuits and competencies expected of the employee during
this performance period. Limitthe listto those that are key. Checkwithyour Human Resources office regarding any special
instructions around determining what competenciesto use.

Key Resulis

What are the mostimportant objectives, outcomes, andfor special asswgnmemstu accomplish in orderto be successful
during thistime pBl’IUd‘?

| {from initial
holders and

Key Competencies
What a;efi:’a?e mostimportant knowladge, skills, abilities, and behaviorsthatihe emplwee should demonstrate in orderto be
successfu

Influence: L acceplance of

Parl 2: Training & Development Needs/Opportunities

Whattraining and development needs andopporiunities should the employee focus on during thisperformance period?

Part 3: Organizational Support (Optional)
Part 3is optional and to be completed only by the empioyes, atthe beginning of the performance period.

What suggestionsdoyou have asto howyour supervisor, co- workers andfor agency management can better supportyou
inyourpresentjob and future career goals?




Personal Growth Activities may include, but are not lim ited to, on-the-
job experience, developmental assignments, shadowing, experiential learning,
participating in training as aleader or participant and other life experiences.

Rem ember that m any developmental activities can and will occur outside of work
as part of your persanal life,

Specific EXAMPLES of developmental opportunities for this competency
include:

EXAPMPLES of Developmental Activities
* Gain greater experience in the state legislative procass.

Wark on joint labor-management groups to influence outcomes and effedively
contribute to collective bargaining agreement processes,

Voluntesr to lead a workgroup or committee where you will be requiredto influence
participants towards a spacific cutcome.

Participate in formal orinformal groups of like-rinded individuals where you can
discuss, practice and leam about influending others, These can include professional
organizations, cornmunity based organizations, your PTA, sports organization or
church, service clubs, and similar nrganizations,

Mentor subordinate staff on influencing, or find a mentor for yourself,

Read books such as Getting ta Yes, Neqotisting Aoreement Withaut Giving In by Roger
Fisher and William Ury,

Listen to books or podcasts such as Built to Last; Successful Habits of Visionary
Corpanies by Jim Collins and Jerry Porras (Harper audio, 1994) during vour commute
to and from work.

Watch a TED TALK, such as*How Great Leaders Inspire Action” by Simon Sinek
(2010); use the included *reading list” provided with TED TaLKs to further explore
topics you find interesting.

Pursue professional certification through IPMA-HR, SHRM, ATD, and/or HRCI,

.

-

EZAMPLES of T

Farmal training on team/group dynamics, Do,
M, Labor and Emplovmesns ons Assoriation (EER) or IPMA-HR lacal,
regional or national organization-provided wehinar, training or contéenoe offering
specific sessions or training on Influence for Human Resources Professiotwls,
Spacialized focused mieetings and trainings for Washington State human refgurce
employees offered by State HR and the Office of the Attorney General Labor $nd
Personnel section, 2
Consider attending programs offered by the Cascads Executive Programs at thes
University of Washington’s Daniel 3, Evans School of Public Affairs.
Consider abtaining an advanced degree in your area of spedalization.

Peﬁormance and Development Plan (PDP)
Expectations

Posifion Description Reviewed?
Yes{J Mofl

Position Deseriptlon Updated?
Yes{i  Mof]

Performance Period
From To

Purpose of Plan and Review

Ll Annual 7 TrialService 1) Probationary [ Transiliohal |} Other (spacify)

Employee LastName Ernployee FirstName Employes Widdle Initial

Rersonnel Number ClassTitle Warking Title

Paositlon Nurmber Agency/DivlsoniUnit Evaluator'sName

Position Linkage With Organizational Mission and Strategic Plan

Whatisthe organization's mission and how dothe dufiesand responsililities of thisposition link or cantribute to the
achlevement of the misslon goals and objedtives of the organization? Provida brief summary.

Part 1: Performance Expectations
Based on he position's majar raspensibillties, outiine the key results and competencies expected of the employee during
thisperfarmance period. Limiithe listio thase thatare key. Checkwithyour Human Resources office regarding any special
Ingtructions around determining what competenciesto use. | B

Key Results

VWhatare the mostimportant ohjectives, outcomes, andior speclal assignmentsto accomplish in orderta be successful
duting thistime period?

Develop stan dard oparating procedures (SCP) for grisvance o
contact by union through arbiation praparation) including i
rscaiving buyaff from them,

sing (frorm initial
nitifying stakeholdsrs and

Key Competencies

Whatagtil]?a mostimportant knowledgs, skills, ablities, and behaviorsthatthe employee should demonstrate in orderto be
suceessfu

85 (o galn acceptance of
L OLICOTES

Influence: Use sffective involvernentand persiiasion str
tdeas, and commitmeant fo scifons that support specifi

Part 2; Training & Development Needs/Opportunities

Whattraining and development needs andopportunities should the smployes focus on during this performanceperiod?

=g

Part 3: Organizational Support (Optional)
Part 31s oplional and to be completed only by the empicee, atthe baginning of the performanca period.

Whal suggestions doyou have asto howyour supetvisor, co-workars, andlar agency management can heftersupportyou
Inyour present]ob and future career goals?




Performance and Development Plan (PDP)

Expectations
Position Description Reviewed? Puosition DescriptionUpdated? Performante Period
Yes{] Mol Yes{] MNoll Fram To

Purpose of Plan and Review
[T Annual [ TrialService {3 Probationary [[1 Transitional ] Other (specify)

Employee LastName Employee FirstName Employee Middie Initial
Personnel Number ClassTille Working Title
Puosltion Mumber Agency/Oividon/Unit Evaluator's Name

Position Linkage With Organizational Mission and Strategic Plan

Whatis the organization's mission and how do the duties and responsibilities of this position link or contribute to he
achievement of tha mission goals and objectivesof the organization? Provide brief summary.

Part 1: Perfor Expectations
Based anthe position's majot responsibliities, outline the key resulisand competenciesexpected of the employee during
this performance period. Limithe listto those that are key. Checkwith your Human Resources office regarding any special
Ingtructionsaround determining what competenclestouse.

KeyResults

What are the mostimporant objectives, outcomes, and/or special assignmentsto accomplish in orderto be successful
during thistime period?

d ope

{Ctrly ~

Key Competencies

What aalrger "|199 mostimponantknowledge, skills, abilities, and behaviorsthatthe employee should demonstrate in ordertio be
successful?

Infiue

oulcomes

Part 2; Training & Development Needs/Opportunities

Whatlraining and developmentneeds and opportunities should the employee focus on during this performance period?

- State Leading from the Middie: infiuencing

Part 3: Organizational Support (Optional)
Par 3is optional and 1o be completed only By the employes, atthe heginning of the performance period.

What suggestionsdo you have asto howyour supervisor, co-workers, andior agency management can better supportyou
inyourpresentjob and future career goals?




