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Staff Competencies Self Evaluation Form


Name:  _______________
Read each competency description and then mark the number that corresponds to your self-assessment of your knowledge and skills for each competency category. Make any reminder notes to yourself in the comment section below the scale.  Once completed it is recommended that you work with a supervisor to establish professional development goals in 5 competency areas.  
	Professional Competency Category
	Self Assessment
Please use the following scale to assess the degree to which you currently possess skills and knowledge for each area:
1 = no degree; 2 = low degree; 3 = moderate degree; 4 = high degree; 5 = exceptional degree


	1.
	Application of Technology
	1
	2
	3
	4
	5

	Maintain knowledge of technological advances and how they apply to/effect housing and higher education. Continuously improve technological capabilities of housing organization for administrative efficiency and to enhance student learning. Require technical competence throughout organization.
	Comments:
 

 


	2.
	Budget Development and Resource Allocation
	1
	2
	3
	4
	5

	Understand and manage the basic components of a housing budget and effectively provide for each component.


	Comments:
 

 


	3.
	Conference Planning
	1
	2
	3
	4
	5

	Oversee coordination, planning and preparation for use of residence facilities for groups other than resident students. 
	Comments:
 

 


	4.
	Construction and Renovation
	1
	2
	3
	4
	5

	Understand and manage the processes, techniques, and personnel related to building and altering physical facilities.
	Comments:
 

 


	5.
	Contract Management
	1
	2
	3
	4
	5

	Understand and manage the processes related to contracting with outside service providers (i.e., dining, laundry, telephone, custodial, and the like). 
	Comments:
 

 


	6.
	Facilities Management
	1
	2
	3
	4
	5

	Effectively and efficiently manage the operations of housing facilities through staffing, supervision, assessment, and procedures. Be knowledgeable of facility layout and operation of building systems. Understand procedures for addressing various facility issues.
	Comments:
 

 


	7.
	Financing of Higher Education
	1
	2
	3
	4
	5

	Maintain working knowledge of how major sources of revenue are obtained and managed within an institution.
	Comments:
 

 


	8.
	Long Range Planning
	1
	2
	3
	4
	5

	Set goals to support the vision of the operation (i.e., 5-10 years).
	Comments:
 

 


	9.
	Marketing
	1
	2
	3
	4
	5

	Oversee production/publication of printed and electronic materials to effectively market housing facilities and services for internal and external use.


	Comments:
 

 


	10.
	Occupancy Management
	1
	2
	3
	4
	5

	Manage a plan to maintain maximum occupancy of facilities. Possess knowledge of local temporary housing and marketing conditions.
	Comments:
 

 

	11.
	Personnel Management
	1
	2
	3
	4
	5

	Work effectively with and be knowledgeable of institutional personnel policies and/or labor unions (i.e., contract negotiations, grievances, and the like).  


	Comments:
 

 


	12.
	Political Astuteness
	1
	2
	3
	4
	5

	Recognize and analyze political processes in higher education. Navigate campus politics. Identify stakeholders and understand their priorities. Understand influence of local, state, and national politics on institution. Lobby for organization as necessary.


	Comments:
 

 


	13.
	Short Range Planning
	1
	2
	3
	4
	5

	Set semester/quarter and annual goals for operation (i.e., 6 months - 1 year).
	Comments:
 

 


	14.
	Change Management
	1
	2
	3
	4
	5

	Assist staff in creating a readiness for change as necessary, while maintaining stability within the organization.


	Comments:
 

 


	15.
	Staff Evaluation
	1
	2
	3
	4
	5

	Provide staff with formal and informal appraisal of their performance.


	Comments:
 

 


	16.
	Staff Selection
	1
	2
	3
	4
	5

	Maintain qualified staff and adhere to selection policies.


	Comments:
 


	17.
	Staff Supervision
	1
	2
	3
	4
	5

	Provide staff with appropriate direction and coaching. 


	Comments:
 


	18.
	Strategic Thinking and Planning
	1
	2
	3
	4
	5

	Define a clear organizational mission; envision future of organization and develop strategies, goals, objectives, and action plans to achieve it. Empower staff to accomplish goals.
	Comments:
 

 


	19.
	Behavioral Education
	1
	2
	3
	4
	5

	Use current principles of students' rights and responsibilities to maintain and monitor a student judicial system.
	Comments:
 


	20.
	Cooperation and Collaboration
	1
	2
	3
	4
	5

	Work with all levels of staff, students, and colleagues to achieve a common goal.
	Comments:
  


	21.
	Crisis Management
	1
	2
	3
	4
	5

	Effectively plan for, recognize, and respond to critical situations.
	Comments:
  


	22.
	Customer Service
	1
	2
	3
	4
	5

	Deliver service to all customers in an effective and efficient manner. Assess delivery of services through customer satisfaction surveys.


	Comments:
 

 


	23.
	Decision Making
	1
	2
	3
	4
	5

	Make wise, timely decisions; understand how decisions directly and indirectly affect other people and/or units. 


	Comments:
 

	24.
	Interpersonal Communication
	1
	2
	3
	4
	5

	Relate to others on an individual basis. Effectively utilize oral and written communication 
	Comments:
 


	25.
	Interpretation of Institutional Goals, Issues, and Concerns
	1
	2
	3
	4
	5

	Understand the institution and effectively interpret its messages to various constituents (i.e., students, staff, parents, colleagues, etc.). Act as a liaison. 


	Comments:
 

 


	26.
	Networking
	1
	2
	3
	4
	5

	Construct and manage essential relationships with a variety of people (i.e., faculty, staff, colleagues, administrators, parents, students, governing units, etc.) and represent organizational interests.
	Comments:
 


	27.
	Policy Development and Interpretation
	1
	2
	3
	4
	5

	Develop policies which are best suited for personnel, students, and institution. Interpret policies for constituents as necessary.
	Comments:
  


	28.
	Public Relations
	1
	2
	3
	4
	5

	Articulate information related to housing, students, personnel, and the like, to campus, community, and collegial populations.
	Comments:
  


	29.
	Public Speaking/Presenting
	1
	2
	3
	4
	5

	Convey thoughts, ideas, and practices to a variety of audiences on behalf of housing and higher education
	Comments:
 


	30.
	Advising Groups and Organizations
	1
	2
	3
	4
	5

	Serve in the role of consultant, mentor, coach, and/or role model


	Comments:
 

	31.
	Conflict Management
	1
	2
	3
	4
	5

	Recognize and manage conflict effectively among staff, students, colleagues, and the like. 


	Comments:
 


	32.
	Diversity Awareness
	1
	2
	3
	4
	5

	Understand the unique needs of and be an advocate for diverse groups of students and personnel. 


	Comments:
 

 


	33.
	Ethics
	1
	2
	3
	4
	5

	Internalize and balance professional sets of ethics. Establish a culture that incorporates, encourages, and recognizes ethical action throughout the housing organization.
	Comments:
 


	34.
	Helping Skills
	1
	2
	3
	4
	5

	Aid students, staff, or colleagues with personal or professional concerns as needed. Act as a referral agent to appropriate resources.
	Comments:
  


	35.
	Motivation
	1
	2
	3
	4
	5

	Provide support, inspiration, and motivation for staff and students.
	Comments:
  


	36.
	Organization/Management Theory
	1
	2
	3
	4
	5

	Understand the basis and method by which a leader manages an organization.

	Comments:
 


	37.
	Organizational Culture
	1
	2
	3
	4
	5

	Create an environment where staff and students are valued and empowered to succeed.


	Comments:
 

	38.
	Personal Characteristics
	1
	2
	3
	4
	5

	Possess personal characteristics to complement knowledge, skills, and abilities related to job roles and responsibilities. These include traits such as compassion, ability to maintain balance, confidence, and sense of humor, patience, serving as a role model, emotional intelligence, critical thinking, courage, humility, risk taking, and wisdom.
	Comments:
 


	39.
	Professional Development
	1
	2
	3
	4
	5

	Engage in academic work, writing, studying, reading, and working toward the advancement of new approaches in housing, student affairs, and higher education. Continually assess and enhance professional skills and knowledge through conferences, workshops, meetings, and the like.
	Comments:
 

 


	40.
	Recognizing and Evaluating Group Dynamics
	1
	2
	3
	4
	5

	Observe and understand the interactions among diverse members of a group/team/staff.


	Comments:
 


	41.
	Representing Student Concerns
	1
	2
	3
	4
	5

	Understand and interpret student concerns, needs, and goals to various constituents who have a vested interest in the institution. Act as a liaison.

	Comments:
  


	42.
	Staff Training
	1
	2
	3
	4
	5

	Provide professional training and development for staff to perform effectively and to their highest potential.


	Comments:
  


	43.
	Teaching/Instruction
	1
	2
	3
	4
	5

	Impart one's own knowledge on a subject to others.


	Comments:
 


	44.
	Understanding and Application of Various Leadership Styles
	1
	2
	3
	4
	5

	Utilize appropriate leadership styles to most effectively lead organization and work with personnel at all levels of organization.
	Comments:
 


	45.
	Assessment of Student Needs & Interests
	1
	2
	3
	4
	5

	Determine student needs, interests, and satisfaction through formal and informal assessment measures. Develop and implement a plan to address resulting data.
	Comments:
 

 


	46.
	Awareness of College Student Characteristics
	1
	2
	3
	4
	5

	Be aware of/recognize current, changing, and diverse characteristics and needs of college students.


	Comments:
 


	47.
	Conducting Independent Research
	1
	2
	3
	4
	5

	Assess need for research, obtain and analyze data, report results, and implement changes or enhancements as necessary.


	Comments:



	48.
	Curricular & Co-curricular Programming
	1
	2
	3
	4
	5

	Articulate to various constituents the benefits of curricular and co-curricular programs, activities, and communities in residence halls. Establish learning outcomes for programs. Implement and provide resources for programs that support student development and the educational mission of the institution.

	Comments:
  


	49.
	Enrollment Management
	1
	2
	3
	4
	5

	Understand how institutional enrollment policies affect residence hall occupancy.

	Comments:
 

	50.
	Familiarity with Current Issues in Literature
	1
	2
	3
	4
	5

	Stay informed of current issues and trends featured in the professional literature, pertaining to residence life and housing, student affairs, and higher education. 
	Comments:
 


	51.
	Foundations of Higher Education
	1
	2
	3
	4
	5

	Be able to articulate historical, philosophical, social, and cultural aspects of higher education.
	Comments:
 


	52.
	Global Awareness
	1
	2
	3
	4
	5

	Maintain awareness of current events - local, regional, national, global. Recognize, articulate, and respond to potential effects on students and staff.


	Comments:
 


	53.
	Interpretation of Research in Professional Literature
	1
	2
	3
	4
	5

	Analyze and synthesize information/data published in journals related to housing and higher education.


	Comments:



	54.
	Knowledge of Student Affairs Functions
	1
	2
	3
	4
	5

	Understand the student affairs profession. Be highly knowledgeable of specialized functions of student affairs on respective campus and how all parts of the organization operate, interact, and affect one another. Know how to utilize these resources to obtain best results for students and the institution.


	Comments:
  


	55.
	Knowledge of Student Development Theory
	1
	2
	3
	4
	5

	Have a working knowledge of and be able to articulate basic student development theories and how to apply them to resident students.


	Comments:
 

	56.
	Legal Issues
	1
	2
	3
	4
	5

	Be cognizant of the laws pertaining to higher education (i.e., FERPA, ADA, tort liability, landlord-tenant, parental notification, etc.) and know when to seek legal assistance.


	Comments:
 


	57.
	Program Evaluation
	1
	2
	3
	4
	5

	Assess effectiveness of a program and understand if/how it met the needs of the personnel it was intended to address.


	Comments:
 


