Using the competency framework to write job specifications
Competencies are personal traits, characteristics or skills, which can be shown to be directly linked to effective job performance.
The competencies are categorised into fourteen different areas, grouped under four broad areas of management and focus exclusively on the management component of a role rather than on specific technical skills such as accounting or professional clinical skills.
	Area of management
	Management competency

	Managing the service
	1. Knowing and understanding the health service
2. Planning and managing resources
3. Decision-making and judging situations
	4. Setting standards and assuring quality
5. Ensuring a service-user-centred service

	Managing people
	6. Influencing people and events
7. Managing individual performance
8. Being the communication channel
	9. Creating team spirit
10. Supporting personal development

	Managing yourself
	11. Being a leader and role model
12. Maintaining composure and quality of working life
	

	Managing change
	13. Working towards an integrated service
14. Embracing change and service development
	



This allows you to prioritise those most important for your specific role.
Five of the management competencies in each framework do not change across the levels. These are:
· Being a leader in one’s profession (Health and Social Care Professional framework)
· Being a role model (Clerical Administrative framework)
· Maintaining composure and quality of working life
· Creating team spirit
· Being the communication channel
· [bookmark: _GoBack]Managing individual performance
Each competency is presented in the following format.
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The competencies are presented under a number of levels. For example, there are two levels in the health and social care professional framework, that is operational and strategic and four levels in the clerical administrative framework as follows:
· Grades IV, V and some Grades VIs ➜ Level one.
· Some Grade VIs, Grade VII and some Grade VIIIs ➜ Level two.
· Some Grade VIIIs and General Managers ➜ Level three.
· Senior Management Teams ➜ Level four

1. Start by selecting the level that best matches the demands of your specific role, bearing in mind the direction in which the role needs to go in the medium term.
2. Select the 8 – 10 most important competencies relevant to your specific role, based on the responsibilities of job. 
3. Consider how the role may evolve in the short to medium term. Input from other key stakeholders and team members can be useful.
4. Select the behavioural indicators from the types of effective behaviours listed under each competency. Ideally no more than five behavioural indicators for each competency.
5. Use these to help you assess if candidates have demonstrated the necessary competencies during the selection process.
Remember competencies cover a broad range of skills and attributes from “hard skills” such as “planning and organising” to softer qualities such as “creating team spirit” or “influencing”. The behavioural indicators are the types of behaviours that people who are effective in their role tend to display. 
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