July 23, 2002





VBA Letter –20-02-29





Director (00)


All VACO Services and Offices and All Regional Offices and Centers





SUBJ: Assistant Director Development Program 





I am pleased to announce the Assistant Director Development (ADD) Program.           


This new program is designed to help high-performing employees in Grades 13, 14, or 15 with leadership potential to prepare for future Assistant Director positions. It also provides the opportunity to meet VBA's goal of improving the representation of women, minorities, and persons with disabilities in leadership roles.





The Assistant Director Development Program is open to all VBA employees in grades 


GS-13 through GS�15 who are serving on a permanent appointment. This program is designed for people willing to accept Assistant Director positions in locations other than their present stations within VBA.  Each applicant must sign a mobility agreement.





All costs, materials, travel and tuition associated with the program will be covered through reimbursement from the Office of Employment Development and Training.





Participants will remain in their current position during the training. They will be temporarily detailed, as needed, to maximize their exposure to the management of regional offices.





Participants must complete approximately 10 one-week training sessions, over a twelve to eighteen month period.  Some of the sessions will be group sessions and others will be completed on an individual basis. Approximately 6-8 sessions will require travel. Directors and supervisors will ensure that participants are released from their duties to attend mandatory sessions.





The first session, the orientation, is scheduled for September 23 – 27, 2002, in Washington DC. Topics such as Vision, Business Missions, Ethics, and Workforce Development will be covered. Individual assessment, mentoring, and IDP development will also be a focus in this session.  





Ten to fifteen participants from VBA will be selected. National Cemetery Administration (NCA) employees preparing for NCA Cemetery Director and Assistant Director positions and Veterans Health Administration (VHA) employees already participating in the VHA Executive Career Fields (ECF) leadership program will take part in some of the modules.





The ADD program will enable participants to prepare for Assistant Director positions through classroom training, e-learning, self-development, individual and group projects, and detailed assignments. 











�
Each participant will work with a mentor. Using assessment tools, each individual will target areas for improvement. The participant, mentor, and supervisor will develop and implement an Individual Development Plan (IDP) that outlines the requirements necessary to complete the program and identifies the work projects and activities they will complete to develop the identified leadership competencies. 





An Advisory Board will oversee the program and evaluate the progress of the 


program. Participants will receive individual feedback and assessment throughout the program.  	





Directors are responsible for ensuring that the program is communicated to all eligible employees. Please post the enclosed information until the deadline to submit nominations has closed. 





The ADDP application, Mandatory Activities, announcement, and mobility statement enclosures should be made available to interested applicants through their station, training coordinator, HR liaison, or the Office of Employee Development and Training. 





The selection process will consist of the following steps: 


A panel to include field and VACO personnel will rank the applications. 


Top candidates will be interviewed in person by a panel of VBA leaders during the week of August 19-23 (location to be announced.)  The Deputy Under Secretary for


      Benefits will make the final selections.


c.   Final selections will be made by August 30, 2002.  





 ADDP participants will complete all assignments in 12 to 18 months.  Upon successful completion of the program, as determined by VBA, participants will be eligible for non-competitive placement in Assistant Director positions across the nation at the GS-14, �GS-15, or GS-14 target 15 positions, subject to nomination by the Under Secretary for Benefits and approval by the Secretary of Veterans Affairs.  Selection for the ADDP and successful completion of the program does not guarantee placement into Assistant Director positions.  Relocation (at VBA expense) is expected in connection with placement into Assistant Director positions 





All applications and all supporting material must be received no later than Friday, August 9, 2002.  No additional time is allowed for submission of supporting material or for receipt of any material after August 9, 2002.  Please refer to the enclosed announcement #02-20A2-VBA-153 for complete details on application procedures.





Questions concerning the program may be referred to Karen Lunn, ADD Program 


Manager, at the VBA Office of Employee Development and Training on 


202-273-7279.   Questions concerning application procedures may be referred to �Carole Harman, Office of Human Resources at 202-273-5911.





								/s/





							Daniel L. Cooper											Under Secretary for Benefits


      Enclosures 


�
Department of Veterans Affairs


Veterans Benefits Administration


Office of Human Resources








Vacancy Announcement 


This announcement is for a developmental opportunity for 


VBA Assistant Director positions 





Announcement Number: � FORMDROPDOWN ��-20A2-VBA-153





Position:	Developmental Opportunity for the VBA Assistant Director Development Program (ADDP) for permanent employees currently at the GS-13, GS-14 or GS-15 levels �
Opening Date:	 July 23, 2002





�
�
Pay Plan Series and Grade:  current grade during ADDP �
Closing Date:	 August 9, 2002�
�
Salary:	GS-13 through GS-15 during ADDP�
Application Due Date:	 Aug. 9, 2002�
�
Promotion Potential:	Individuals who successfully complete the ADDP will be eligible for non-competitive placement into full performance AD positions at GS-14 or GS-15 or into career ladders leading to GS-14 or GS-15 AD positions.  �
Bargaining Unit: � FORMCHECKBOX ��Yes     � FORMCHECKBOX �� No





�
�
Number of Positions:	Multiple 





�
Relocation Expenses Authorized Upon placement into assistant director positions


 �
�
Position Location:	 Various                                                       Area of Consideration:   VA-Wide 





Point of Contact: Carole Harman, � FORMDROPDOWN ��, (202) 273-5911; 


      Karen Lunn, Employee Development Specialist, (202) 273-7279				





Major Duties and Responsibilities: 





ADD Program Duties.  ADDP participants will complete training on management development and personal skills development.  Training modes will include group classroom training, individual training, e-learning, group projects, and working with assigned mentors.  Each participant will complete several forms of assessment and receive feedback in order to prepare an individual development plan.  There will be approximately 10 modules, with the majority requiring travel. ADDP participants will complete all assignments in 12 to 18 months.  Upon successful completion of the program, as determined by VBA, participants will be eligible for non-competitive placement in Assistant Director positions across the nation at the GS-14, GS-15, or GS-14 target 15 level, subject to nomination by the Under Secretary for Benefits and approval by the Secretary for Veterans Affairs.  Selection for the ADDP and successful completion of the program does not guarantee placement into AD positions.  Relocation (at VBA expense) is authorized in connection with placement into AD positions.  





Assistant Director Duties.  The Assistant Director is responsible to the Director for the effective, efficient and economical direction, control, and operation of the complete departmental program of benefits and services provided by law for veterans, their dependents, and beneficiaries.  The Assistant Director assists in the management for the Regional Office in establishing policies and procedures, delegating authority as appropriate to subordinate staff, directing program planning, and directing and participating in the formulation and execution of the annual budget.  Assistant Directors should have knowledge, skills and abilities to plan, organize, control, and review the work of a Regional Office; communicate complex information to the public and employees; analyze data; understand veterans benefits and/or associated support programs; understand personnel management systems and equal opportunity requirements; and communicate effectively in writing.


�
Time In Grade Requirements: 


Applicants must meet time in grade requirements for GS-13 by the closing date of this announcement.





Application: 


Applicants should complete the attached VBA Assistant Director Development Program Application.  This application consists of a section on employment history (including education and awards), personal written statements on competencies, a supervisory evaluation, and a mobility statement.  Please read the attached program information entitled “ADD Program Information for Employees” prepared by the Office of Employee Development and Training (20T). 





Basis of Rating:


All applicants will be considered on the basis of the application as described above. 





Pay, Benefits, and Work Schedule:


All Federal employees are required by PL 104-134 to have Federal payments made by Direct Deposit.





How to Apply: 


Applicants must submit FOUR COPIES of the following documents:


VA Form 5-4078, Application for Promotion or Reassignment.  


Assistant Director Development Program Application, with original signature and date. 


Mobility Agreement 


A copy of your most recent SF-50 which shows your current title, series and grade.





Submit your application as follows:


Mail:�
Courier or FedEx:�
Hand carry�
�
Veterans Benefits Administration�
Veterans Benefits Administration�
Veterans Benefits Administration�
�
Office of Human Resources (20A2)�
Office of Human Resources (20A2)�
Office of Human Resources (20A2)�
�
Attention:  Carole Harman�
Attention:  Carole Harman�
Attention:  Carole Harman�
�
810 Vermont Avenue, NW�
1800 G Street, NW. Room 540�
1800 G Street, NW, Room 540�
�
Washington, D.C.  20420�
Washington, D.C.  20006�
Washington, D.C.  20006�
�



Due Date for Application: ALL material must be received in the Office of Human Resources (20A2) by the closing date of the announcement.  Any material received after the closing date will not be considered.  To ensure that your application is received in time, please consider possible delays resulting from mail irradiation process.  Failure to submit complete documentation may result in less than due credit in the evaluation and ranking process.  





Other Information: 





Submit FOUR copies of your application.





Your application will not be accepted if it is mailed using government postage and/or internal federal government mail systems or government-paid FedEx.  Such applications are in violation of agency and postal regulations.





Your application will not be accepted if it is submitted by fax to the Office of Human Resources.





Materials submitted as a part of application packages will not be returned.





Do not submit your application package in a notebook or binder or with extraneous information.  





If you make a false statement in any part of your application, you may not be hired; you may be fired after you begin work; or you may be subject to fine, imprisonment or other disciplinary action.





Privacy Act Notice (PL 93-579):  The information requested here is used to determine qualifications for employment and is authorized under Title 5 U.S.C. 3302 and 3361.





Actions to fill this position will not be based on discriminatory factors that are prohibited by law.  VBA provides reasonable accommodation to individuals with disabilities.  To receive a reasonable accommodation for any part of the application and hiring process, please notify the agency.  The decision on granting reasonable accommodation will be made on a case-by-case basis.





�



Assistant Director Development Program: Information for Employees





What is the ADDP? 





The Assistant Director Development (ADD) Program is designed to help high-performing employees in Grades 13, 14, or 15 with management experience and leadership potential to prepare for future Assistant Director positions in Regional Offices. It also provides the opportunity to meet VBA's goal of improving the representation of women, minorities, and persons with disabilities in leadership roles.





The ADD program will enable participants to prepare for Assistant Director positions through classroom training, e-learning, self-development, individual and group projects, and detailed assignments.





Participants will remain in their present positions during the training. They will be temporarily detailed, as needed, to maximize their exposure to the managing of a regional office. 





How many participants will be selected? 





Ten to fifteen participants from VBA will be selected.  National Cemetery Administration (NCA) employees preparing for NCA Cemetery Director and Assistant Director positions and Veterans Health Administration (VHA) employees already participating in VHA’s Executive Career Fields (ECF) leadership program will take part in some of the modules. 





What will the program content be? 





Participants must complete approximately 10 one-week training sessions, over a twelve to eighteen month period. Some of the sessions will be group sessions, and others will be completed on an individual basis.  Approximately 6-8 sessions will require travel. Directors and supervisors will ensure that participants are released from their duties to attend mandatory sessions.





The first session, the orientation, is scheduled for September 23 – 27, 2002, in Washington DC.  Topics such as Vision, Business Missions, Ethics, and Workforce Development, will be covered. Individual assessment, mentoring and IDP development will also be a focus in this session.  Not all group sessions will be held in Washington DC. 





Each participant will work with a mentor using assessment tools to target areas for improvement. The participant, mentor, and management will develop and implement an Individual Development Plan (IDP) which will outline the requirements necessary to complete the program and identifies the work projects and activities they will complete to develop the identified leadership competencies.





Who pays for the costs of the program? 





All costs, materials, travel and tuition associated with the program will be covered through reimbursement from 20T.





Who qualifies for the program? 





Applications for the ADD Program are open to all VBA employees in grades GS-13 through GS�15 who are serving on a permanent appointment.  This program is designed for people willing to accept Assistant Director positions in locations other than their present stations within VBA.  Each applicant must sign a mobility agreement.   


�
ADD Program:  Information for Employees





How do I submit an application? 





Specifics on the contents of the application are contained in the Vacancy Announcement, 02-20A2-VBA-153.  All applications and all supporting material must be received no later than Friday, August 9, 2002.  No additional time is allowed for submission of supporting material or for receipt of any material after Friday, August 9, 2002.  Four copies of the application must be submitted.  To ensure timely submission, employees should consider submitting applications by hand carry, courier or Fed Ex.  Applications will not be accepted by fax or email.  Applications with government envelopes or postage or Fed Ex receipts will not be accepted.





How will selections be made? 





A panel to include field and VACO personnel will rate and rank the applications.  Top candidates will be then be interviewed in person by a panel of VBA leaders during the week of August 19-23 (location to be announced).  The Deputy Under Secretary for Benefits will make the final selections.





Final selections will be made by August 30, 2002. 





Will I be eligible for non-competitive selection for an Assistant Director position upon completing the program?





ADDP participants will complete all assignments in 12 to 18 months.  Upon successful completion of the program, as determined by VBA, participants will be eligible for non-competitive placement in Assistant Director positions across the nation at the GS-14, GS-15, or GS-14 target 15 level, subject to nomination by the Under Secretary for Benefits and approval by the Secretary for Veterans Affairs.  Selection for the ADDP and successful completion of the program does not guarantee placement into Assistant Director positions.  Relocation (at VBA expense) is authorized in connection with placement into Assistant Director positions. 





How will participants be evaluated during the program? 





An Advisory Board will oversee the program and evaluate the progress of the participants. Periodic written feedback will be given to the participants.





Whom may I call or email with questions? 





Questions concerning the program may be referred to Karen Lunn, Program Manager, by e-mail at the VBA Office of Employee Development and Training (20T) or on 202-273-7279.  








							


      


�



�


Veterans Benefits Administration’s





Assistant Director Development Program


Mandatory Activities





Attend all training modules : You will complete training on management development issues and personal skill development. Training modes will include group classroom training, individual training and e-learning. There will be approximately ten modules. The program will be completed over a period of 12 to 18 months. The final group session will be held in September, 2003.  Some participants may take longer to complete individual assignments. 





Mobility: All participants will be required to sign a mobility agreement which states that you are willing to be placed in Assistant Director positions outside your home station after completing the program. 





Location during training.  Participants will remain in their current positions during training. 





Develop an Individual Development Plan (IDP): Based on feedback from personal assessment tools, and input from your mentor and director, you will design and implement an IDP.





Develop a Mentor- Mentoree Relationship: You will be paired with a mentor to strengthen your organizational knowledge and develop a networking system.  Your mentor will provide support throughout the program and will help you to develop your IDP.  


  


You will be expected to become a mentor to one of the next LEAD participants to develop your listening and coaching skills.





6.	Leadership VA (LVA) Program: If you have not participated in the LVA program, you will become a participant during the next program.  Travel is required for some LVA sessions. 





Community of Practice: You will become a member of a Community of Practice where you will propose a project plan and work on a relevant group issue.





Assessment Tools: You will undergo several forms of assessment to assist you with determining your strengths and development needs in core competencies.





Detailed assignments: Each participant will take part in individual assignments, special projects, and task forces as part of their self development. These assignments can be outside their area of expertise and can be in their home station or in another station.





Self-study Projects: You will work on several self-study projects, which will include extensive reading assignments and practical learning experiences to be conducted on station.








�



�
Department of Veterans Affairs


Veterans Benefits Administration�
�
Assistant Director Development Program


Application�
�
Name (Last, First, Middle Initial)�
�
�formtext ��     ��
�
Station Name, Number and Routing Symbol�
Office Mailing Address�
Office Telephone Number w/extension�
FAX Number�
�
�formtext ��     ��
�formtext ��     ��
�formtext ��     ��
�formtext ��     ��
�
�
�
Work E-Mail Address�
�
� FORMTEXT ��     ��
�
� FORMTEXT ��     ��
�
EMPLOYMENT HISTORY�
�
Beginning Date of Present Job�
Current Position (Title/Series/Grade and Step)�
�
�formtext ��     ��
�formtext ��     ��
�
List Current Responsibilities�
�
� FORMTEXT ��    ��
�
List your former positions in VA and all other employment (including military) for the last five (5) years in reverse chronological order. �
�
�
�
Dates�
�
Employer�
Title, Grade or Responsibility�
From�
To�
�
1�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
2�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
3�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
4�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
5�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�



�
SPECIAL ASSIGNMENTS�
�
Please provide a summary of significant special assignments, committees, working groups, or project teams on which you have served during the last three (3) years.  Describe your role, responsibilities, purpose of project and the internal and external benefits. �
�
Name�
Dates�
�
�formtext ��     ��
From�
To�
�
�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
Narrative�
�
� FORMTEXT ��     ��
�
�
Name�
Dates�
�
�formtext ��     ��
From�
To�
�
�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
Narrative�
�
� FORMTEXT ��     ��
�
�
�
Name�
Dates�
�
�formtext ��     ��
From�
To�
�
�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
Narrative�
�
� FORMTEXT ��     �











____________________________________________________________________________________


Have you attended LVA (VA’s Leadership Program)?      Please Circle.     YES      NO �
�
EDUCATION�
�
List beginning with high school, then college(s), business or trade schools and/or other specialized training.�
�
�
Dates�
�
�
�
Name of City and School�
From�
To�
Degree�
Major�
�
1�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
2�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
3�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
4�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
5�
�formtext ��     ��
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�formtext ��     ��
�
Extracurricular activities and special honors or awards for leadership activities while in school (Please indicate school).�
�
�
�
�



�
�
�
�
AWARDS�
�
Please list any awards, (superior performance, quality step increases, spot cash, special acts or contribution) letters of recommendation, or honors you received from any sources in the past three (3) years.�
�
Name�
Date�
Sources and Description�
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
�formtext ��     ��
� FORMTEXT ��     ��
�formtext ��     ��
�
VOLUNTEER ACTIVITIES�
�
Please describe your involvement with volunteer activities during the past three (3) years, to include your specific responsibilities.  If you are actively involved in religious activities, please do not list the denomination of your religious affiliation.�
�
1�
Organization�
Dates of Membership�
�
�
� FORMTEXT ��     ��
From�
To�
�
�
Responsibilities/Achievements�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�
� FORMTEXT ��     ��
�
�
2�
Organization�
Dates of Membership�
�
�
� FORMTEXT ��     ��
From�
To�
�
�
Responsibilities/Achievements�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�
� FORMTEXT ��     �








�
�
3�
Organization�
Dates of Membership�
�
�
� FORMTEXT ��     ��
From�
To�
�
�
Responsibilities/Achievements�
� FORMTEXT ��     ��
� FORMTEXT ��     ��
�
�
� FORMTEXT ��     ��
�
�



�
ESSAY QUESTIONS�
�
Please respond to the following questions.  Be concise. �
�
1.  Describe the qualities you feel you possess that make you an excellent candidate for the ADDP Program. �
�
� FORMTEXT ��     ��
�
�
2.  Please address your knowledge, skills and abilities in the following competencies:  (An explanation of these competencies is attached (attachment #1).  Also include which of these you feel you need more development.)� FORMTEXT ��     �Leading Change, Leading People, Managing For Results,  Business Acumen, Building Coalitions/Communication:


          �
�
�
�
3. Please address your accomplishments toward Personal Growth/Self Development.�
�
�



�
�
4. Write a 300-word essay on what you believe that it takes to be an effective leader in VBA today. �
�
� FORMTEXT ��     ��
�
�



�
5.  If given the opportunity to improve operations in a specific area within your regional office or within Veterans Benefits Administration, what exactly would you do?�
�
� FORMTEXT ��     ��
�
























EMPLOYEE CERTIFICATION�
�
�
I certify that all statements and information furnished in this application are true, complete, and correct to be best of my knowledge and belief and are made in good faith.


�
�
Your Signature and Date�
�
�
�



�
Department of Veterans Affairs


Veterans Benefits Administration�
�
Supervisory Evaluation and Narrative Comments�
�
Applicant’s Name (Last, First, Middle Initial)�
�
�formtext ��     ��
�
As the applicant’s immediate supervisor, please review the information submitted by the applicant.  Using a scale of 1 to 5, provide an overall score, which reflects the applicant’s abilities in terms of teamwork, leadership, interpersonal skills, and acceptance of change.�
�
Team Work�
Leadership�
�
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
�
Interpersonal Skills�
Acceptance of Change�
�
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ��             �formcheckbox ���
�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
1                2               3               4                5


      Below                       Average                   Outstanding


          Average�
�
Include any comments you wish to provide to support this nomination in the space below.�
�
�formtext ��     ��
�
What areas of development would you recommend be targeted to enhance the candidate’s leadership skills?�
�
�formtext ��     ��
�
Supervisor's Signature and Date�
�
�
Director's Recommendation and Comments�
�
� FORMCHECKBOX �� I highly recommend.�
� FORMCHECKBOX �� I recommend.�
� FORMCHECKBOX �� I do not recommend.�
�
�formtext ��     ��
�
Signature and Date�
�
�









�



			








GEOGRAPHIC MOBILITY STATEMENT


Department of Veterans Affairs


Assistant Director Development Program





Name: _______________________________________________________________








Position 


Title/Series/Grade: ________________________________________________________________








Organization: ________________________________________________________________








Mailing Address: ________________________________________________________________





Phone Number: _______________  


Fax Number: _______________








E-mail Address: _______________________________________________________________








I am willing to accept assignment to an Assistant Director position located anywhere within the United States.














___________________________________


Signature








___________________________________


Date





�



		


		LEADERSHIP CORE COMPETENCIES


(derived from OPM EXECUTIVE CORE  QUALIFICATIONS)�


LCC 1�Leading Change


This core qualification encompasses the ability to develop and implement an organizational vision that integrates key national and program goals, priorities, values, and other factors. Inherent to this LCC is the ability to balance change and continuity; to continually strive to improve customer service and program performance within the basic government framework; to create a work environment that encourages creative thinking; and to maintain focus, intensity and persistence, even under adversity. 


Key Characteristics:


Exercising leadership and motivating managers to incorporate vision, strategic planning, and elements of quality management into the full range of the organization's activities; encouraging creative thinking and innovation; influencing others toward a spirit of service; designing and implementing new or cutting-edge courses/processes.�


Identifying and integrating key issues affecting the organization, including political, economic, social, technological, and administrative factors.�


Understanding the roles and relationships of the components of the national policy making and implementation process, including the President, political appointees, Congress, the judiciary, state and local governments, and interest groups; formulating effective strategies to balance those interests consistent with the business of the organization.�


Being open to change and new information; tolerating ambiguity; adapting behavior and work methods in response to new information, changing conditions, or unexpected obstacles; adjusting rapidly to new situations warranting attention and resolution.�


Displaying a high level of initiative, effort, and commitment to public service; being proactive and achievement-oriented; being self-motivated; pursuing self-development; seeking feedback from others and opportunities to master new knowledge.�


Dealing effectively with pressure; maintaining focus and intensity and remaining persistent, even under adversity; recovering quickly from setbacks. 


�
LCC 2�Leading People


This core qualification involves the ability to design and implement strategies that maximize employee potential and foster high ethical standards in meeting the organization's vision, mission, and goals.�


Key Characteristics:


Providing leadership in setting the work force's expected performance levels commensurate with the organization's strategic objectives; inspiring, motivating, and guiding others toward goal accomplishment; empowering people by sharing power and authority. 


Promoting quality through effective use of the organization's performance management system (e.g., establishing performance standards, appraising staff accomplishments using the developed standards, and taking action to reward, counsel, or remove employees, as appropriate). 


Valuing cultural diversity and other differences; fostering an environment in which people who are culturally diverse can work together cooperatively and effectively in achieving organizational goals. 


Assessing employees' unique developmental needs and providing developmental opportunities that maximize employees' capabilities and contribute to the achievement of organizational goals; developing leadership in others through coaching and mentoring. 


Fostering commitment, team spirit, pride, trust, and group identity; taking steps to prevent situations that could result in unpleasant confrontations. 


Resolving conflicts in a positive and constructive manner. This includes promoting labor/management partnerships and dealing effectively with employee relations matters, attending to morale and organizational climate issues, handling administrative, labor management, and EEO issues, and taking disciplinary actions when other means have not been successful. 


�
LCC 3�Results Driven


This core qualification stresses accountability and continuous improvement. It includes the ability to make timely and effective decisions and produce results through strategic planning and the implementation and evaluation of courses and policies.�


Key Characteristics:


Understanding and appropriately applying procedures, requirements, regulations, and policies related to specialized expertise; understanding linkage between administrative competencies and mission needs; keeping current on issues, practices, and procedures in technical areas.�


Stressing results by formulating strategic program plans that assess policy/program feasibility and include realistic short- and long-term goals and objectives.�


Exercising good judgment in structuring and organizing work and setting priorities; balancing the interests of clients and readily readjusting priorities to respond to customer demands.


Anticipating and identifying, diagnosing, and consulting on potential or actual problem areas relating to program implementation and goal achievement; selecting from alternative courses of corrective action; taking action from developed contingency plans.


Setting program standards; holding self and others accountable for achieving these standards; acting decisively to modify standards to promote customer service and/or the quality of courses and policies.


Identifying opportunities to develop and market new products and services within or outside of the organization; taking risks to pursue a recognized benefit or advantage.


�
LCC 4�Business Acumen


This core qualification involves the ability to acquire and administer human, financial, material, and information resources in a manner that instills public trust and accomplishes the organization's mission, and the ability to use new technology to enhance decision making.�


Key Characteristics:


Assessing current and future staffing needs based on organizational goals and budget realities; applying merit principles to develop, select, and manage a diverse workforce.�


Overseeing the allocation of financial resources; identifying cost-effective approaches; establishing and assuring the use of internal controls for financial systems.�


Managing the budgetary process, including preparing and justifying a budget and operating the budget under organizational and congressional procedures; understanding the marketing expertise necessary to ensure appropriate funding levels.�


Overseeing procurement and contracting procedures and processes.�


Integrating and coordinating logistical operations.�


Ensuring the efficient and cost-effective development and utilization of management information systems and other technological resources that meet the organization's needs; understanding the impact of technological changes on the organization. 


�
LCC 5�Building Coalitions/Communications


This core qualification involves the ability to explain, advocate, and express facts and ideas in a convincing manner and to negotiate with individuals and groups internally and externally. It also involves the ability to develop an expansive professional network with other organizations and to identify the internal and external politics that impact the work of the organization.


Key Characteristics:


Representing and speaking for the organizational unit and its work (e.g., presenting, explaining, selling, defining, and negotiating) to those within and outside the office (e.g., agency heads and other government executives, corporate executives, Office of Management and Budget officials, congressional members and staff, the media, and clientele and professional groups); making clear and convincing oral presentations to individuals and groups; listening effectively and clarifying information; facilitating an open exchange of ideas.�


Establishing and maintaining working relationships with internal organizational units (e.g., other program areas and staff support functions); approaching each problem situation with a clear perception of organizational and political reality; using contacts to build and strengthen internal support bases; getting understanding and support from higher level management.�


Developing and enhancing alliances with external groups (e.g., other agencies or firms, state and local governments, Congress, and clientele groups); engaging in cross-functional activities; finding common ground with a widening range of stakeholders.�


Working in groups and teams; conducting briefings and other meetings; gaining cooperation from others to obtain information and accomplish goals; facilitating win-win situations.�


Considering and responding appropriately to the needs, feelings, and capabilities of different people in different situations; being tactful and treating others with respect.�


Seeing that reports, memoranda, and other documents reflect the position and work of the organization in a clear, convincing, and organized manner.


�



LEADERSHIP COMPETENCIES





Competencies are the personal and professional attributes that underpin the LCCs.





LCC1


Leading Change





Continual Learning


Creativity/Innovation


External Awareness


Flexibility


Resilience


Service Motivation


Strategic Thinking


Vision





LCC2


Leading People





Conflict Management


Leveraging Diversity


Integrity/Honesty


Team Building








LCC3


Results Driven





Accountability


Customer Service


Decisiveness


Entrepreneurship


Problem Solving 


Technical Credibility





LCC4


Business Acumen





Financial Management


Human Resources Management


Technology Management





LCC5


Building Coalitions/Communications





Influencing/Negotiating


Interpersonal Skills


Oral Communication


Partnering


Political Savvy


Written Communication
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