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Competency Definitions

Competency

Definition

Accountability

Willingness to accept responsibility, answerability, liability, with the expectation of accountgiving.

Accuracy

Work is correct and error free within the company policies and guidelines.

Active Listening

Attends to, conveys, and understands the comments and questions of others.

Adaptability

Ability to accept changes readily, both in job responsibilities as well as in the work
environment. Accepts criticism and feedback. Adapts to environmental change.

Ambition

Demonstrates drive and initiative in seeking personal advancement or recognition

Analytical Skills

Synthesizes complex information; collects and researches data; uses intuition and experience
to compliment data; and identifies data relationships and dependencies. This competency is
important when a significant portion of the duties require data analysis. Such jobs might
include financial analyst, programmer, or reporter. Some of the factors in this competency
may overlap with factors under Problem Solving.

Applied Learning

When an individual takes part in needed learning activities in a way that makes the most of
the learning experience.

Assertiveness

Assertiveness looks at whether the individual is self-confident and can support and defend
decisions. Assertiveness is a communication style that a person can use to facilitate the
completion of a work assignment.

Attendance and Punctuality

An account of person’s presence and being on time and ready. Monitor and keep records
scrupulously.

Autonomy

The ability to complete assigned tasks with little oversight.

Business Acumen

To understand and discriminate between various business related topics and issues. This
includes insight into, and understanding of, specialized business concepts.

Business Ethics

Business ethics are a commitment to demonstrating both personal and organizational
character, values and integrity – maintaining both your own professional reputation as well as
the reputation of the institution. Support of the organization’s values and guiding principles
of good business behavior and conduct.

Change Management

To encourage others to seek opportunities for different and innovative approaches to
addressing problems and opportunities.

Coaching and Development

Provide guidance and feedback to help others strengthen specific knowledge/skill areas
needed to accomplish a task or solve a problem.

Collaboration

Develop and maintain responsive, cooperative, mutually beneficial and ethical internal and
external relationships that nurture diversity; promote the success of students and employees,
and sustains the community college mission.

Communications

Use clear listening, speaking, and writing skills to engage in honest, open dialogue at all levels
of the college and its surrounding community, to promote the success of all students and
employees, and to sustain the community college mission.

Communication, oral

Expresses ideas and facts to individuals or groups effectively; makes clear and convincing
oral presentations; listens to others; facilitates an open exchange of ideas.

Communication, Written

Expresses facts and ideas in writing in a succinct and organized manner.

Community College
Advocacy

Understands, commits to, and advocates for the mission, vision, and goals of the community
college.
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Competency

Definition

Competitiveness

The willingness of the individual to compare their results against the results of others; a desire
to “get ahead.” Competitiveness is a trait that is better suited for some positions, but may not
be sought for other positions.

Conceptual Thinking

Understanding a situation or problem by identifying patterns or connections between ideas or
situations that are not obviously related; to recognize and organize the parts of an issue in a
systematic way; and to frame new ideas and courses of action.

Conflict Resolution

Effectively dealing with others in an antagonistic situation. Confronting, investigating, and
resolving difficult situations. Competency typically helpful for managers, supervisors, team
leaders and other positions with the responsibility for resolving conflicts and problems.

Consensus Building

Willingness or ability of the individual to interact with others resulting in group solidarity or
an agreement, or solution.

Contracting/Procurement

Knowledge of various types of contracts, techniques for contracting or procurement, and
contract negotiation and administration

Cooperation

Establishes and maintains effective relations. Exhibits tact and consideration. Displays
positive outlook and pleasant manner. Offers assistance and support to co-workers. Works
cooperatively in group situations. Works actively to resolve conflicts.

Cost Consciousness

Works within an approved budget. Conserves institutional resources. Develops and
implements cost saving measures and / or contributes to profits and revenue. This
competency applies to positions which truly have a level of financial discretion and
accountability.

Creative

To think in ways that produce something new or which lead to novel ideas.

Customer Oriented

A desire to serve both external and internal clients by focusing effort on meeting the client’s
needs, understanding their concerns, and seeking to build trust.

Customer Service

Skills needed to successfully complete any customer interaction, whether it be in person, via
phone or online. Balancing interests of a variety of clients; readily readjusts priorities to
respond to pressing and changing client demands. Anticipates and meets the need of clients;
achieves quality end-products; is committed to continuous improvement of services.
Important when all or part of the employee’s job involves working with the public–
customers, students, clients, vendors, patients, or internal customers.

Decision Making

To select an effective course of action while controlling resources and expenditures.

Deductive Reasoning

Apply principles of logical or scientific thinking to a wide range of intellectual and practical
problems and the ability to deal with a variety of abstract and concrete variables.

Delegation

Allocate authority and/or task responsibility to appropriate people to maximize the
organization’s and individuals’ effectiveness. To commit or entrust to another; authorizing
subordinates to make certain decisions.

Dependability

Actions and behaviors that significantly contribute to both internal and external success.
Employees who exhibit dependability help create a positive working environment.

Detail Oriented

Pay meticulous attention to all aspects of a situation or task, no matter how small or seemingly
unimportant.
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Diversity Oriented or
Leveraging Diversity

Support the company diversity goals by using ethnic, gender, religious, or socio-economic
inclusiveness. Recruits, develops, and retains a diverse high quality workforce in an equitable
manner. Leads and manages an inclusive workplace that maximizes the talents of each person
to achieve sound business results. Respects, understands, values and seeks out individual
differences to achieve the vision and mission of the organization. Develops and uses measures
and rewards to hold self and others accountable for achieving results that embody the
principles of diversity.

Empathetic

Identify with or be sensitive to the feelings and experiences of others.

Energetic

How much force or stamina the individual can bring to the position.

Enthusiastic

Eagerness or sense of excitement the individual brings to the position.

Ethical

To be guided by the company’s accepted principles of moral conduct.

External Awareness

Identifies and keeps up-to-date on key agency policies/priorities and economic, political, and
social trends which affect the organization; understands where the organization is headed and
how to make a contribution.

Financial Aptitude

Understand and explain economic and accounting information, prepare and manage budgets,
and make sound long-term investment decisions.

Friendly

To behave in a beneficial, amicable, or favorable manner toward someone.

Goal Oriented

To act to ensure that they and others stay focused on the task objective and perform in
accordance with clear expectations and goals.

Honesty / Integrity

To act in a fair and just manner, free from deception.

Initiative

Act and take steps to solve or settle an issue.

Innovative

Go beyond the conventional, a willingness to try different solutions, and to encourage new
ideas from employees and co-workers.

Interpersonal

Develop and maintain relationships with others.

Internal Controls/Integrity

Assures that effective internal controls are developed and maintained to ensure the integrity of
the organization.

Job Knowledge

The skills and knowledge the employee possess, acquired on the job, through training and
education or from previous experiences, to identify areas for improvement. Technical skills
or knowledge required to perform the essential duties as described in the job description.

Judgment

Judgment is the act of decision making. While judgment is closely tied to Problem Solving,
many people prefer to separate these competencies. Problem solving involves being able to
gather data, analyze it, and develop options. Judgment is making decisions based on options.

Leadership

How well the individual motivates and guides others to ensure performance in accordance
with clear expectations and goals. It involves attracting, supporting, developing, and
retaining a talented and diverse workforce. Leadership skills include confidence in self and
others, inspire respect and trust, react well under pressure, and show courage to take action.
This competency is appropriate when reviewing managers and supervisors.

Loyal

Feeling a duty to or showing alliance to the organization.

Managing People

Includes only skills related to working directly with people. Use this competency for
managers, supervisors and team leaders. Managers explain purposes, clarify expectations,
ensure employees have skills, and verify understanding. Mangers should have established
regular processes for monitoring and reporting. Assumes responsibility and takes steps to
address problems. Clarify expectations for the amount of time managers spend
communicating and working directly with their staff.

Management Skills

Achieve desired outcomes by setting goals and priorities that deliver results.
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Motivation

To urge or drive forward. Inspire and encourage self and others to reach a goal.

Negotiation Skills

To reach outcomes that gain the support and acceptance of all parties.

Organization Support

Follows policies and procedures. Completes administrative tasks correctly and on time.
Supports organization’s goals and values. Benefits organization through outside activities (if
outside activities are requirement of job). Supports affirmative action and respects diversity.

Organizational Strategy

Improves the quality of the institution, protects the long-term health of the organization,
promotes the success of all students, and sustains the community college mission, based on
knowledge of the organization, its environment, and future trends.

Patience

Display good-natured tolerance of delay or adversity, or not being hasty when acting under
strain.

Persistence

To continue in a course of action in the face of adversity.

Persuasive

Ability to influence others toward some action or point of view; for example, recommending
an innovative solution to a problem.

Planning & Organization

Prioritizes and plans work effectives. Uses time efficiently. Plans for additional resources.
Integrates changes smoothly. Sets goals and objectives. Works in an organized manner.

Presentation Skills

Effectively present information to a group.

Problem Solving

Problem solving is the ability to cope with problem situations of varying degrees of
complexity or challenge. It includes evaluation, analysis, information gathering, timeliness,
and interpretation. Most jobs require some degree of problem solving as a component.
Note: problem solving excludes decision making – which is the result of the problem solving
process.

Professionalism

Works ethically to set high standards for self and others, continuously improve self and
surroundings, demonstrate accountability to and for the institution, and ensure the long-term
viability of the college and community.

Project Management

Demonstrate an understanding of planning, organizing, staffing, directing, and controlling
work tasks.

Quality

Demonstrates accuracy and thoroughness. Displays commitment to excellence. Looks for
ways to improve and promote quality. Applies feedback to improve performance. Monitors
own work to ensure quality.

Quantity

Meets productivity standards. Completes work in timely manner. Strives to increase
productivity. Works quickly. Achieves established goals. Quantity can apply to work that has
a quantifiable product or service measured against a specific time frame.

Relationship Building

Establish and maintain a good rapport and cooperative relationship with customers and coworkers.

Reliability

Being dependable and trustworthy.

Research Skills

Designing and conducting a systematic, objective, and critical investigation.

Resilient

Recover from or adjust to change or misfortune.

Resource Management
(People & Equipment)

Equitably and ethically sustain people, processes, and information as well as physical and
financial assets to fulfill the mission, vision, and goals of the institution. Obtain and
appropriate the proper usage of equipment, facilities, materials, as well as personnel.

Responsible

To be trustworthy or answerable for their conduct.

Risk Taker

The degree to which the individual balances calculated risks against potential returns.

Safety and Security

Identifies and corrects conditions that affect employee safety and upholds safety standards.
Employees are often expected to apply the training they have received and think
independently when a situation arises that is outside the normal guidelines.
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Sales Ability

Use appropriate interpersonal styles and communication methods to gain acceptance of a
product, service, or idea from prospects and clients.

Self Confident

An individual’s belief in themselves and their abilities.

Self Management

Sets well-defined and realistic personal goals; displays a high level of initiative, effort, and
commitment towards completing assignments in a timely manner; works with minimal
supervision; is motivated to achieve; demonstrates responsible behavior.

Self Motivated

Ability to reach a goal or perform a task with little supervision or direction.

Strategic Planning

Develop a vision for the future and create a culture in which the long range goals can be
achieved.

Systems Analysis

Determine how a system should work and how changes in conditions, operations, and the
environment will affect outcomes.

Tactful

Show consideration and avoid giving offence in dealing with others.

Team Builder

Help ensure that team members are invested in team activities and decisions, and that the team
works together to achieve a goal.

Technical Competency

Understands and appropriately applies procedures, requirements, regulations and policies
related to specialized expertise, e.g., engineering, physical science, law, or accounting;
maintains credibility with others on technical issues.

Tenacious

Persistent in maintaining, adhering to, or seeking something valued or desired.

Time Management

Effectively utilize available time for the completion of necessary job tasks.

Tolerance

Show respect for the rights and opinions of others.

Training

Ability to develop a particular skill in others to bring them up to a predetermined standard of
work performance.

Use of Technology

Demonstrates required skills. Adapts to new technologies. Troubleshoots technological
problems. Uses technology to increase productivity. Keeps technical skills up to date.
Include this competency if the position requires the use of technology or equipment to
perform essential duties. This can include, but is not limited to, computer skills.

Working Under Pressure

Maintain composure when exposed to stress.
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Critical Position Identification Form
Instructions: The incumbent currently occupying the key position, in a collaborative effort with the supervisor, will document the
essential functions of the position and the knowledge, skills, abilities and critical competencies leading to success for the position.
The supervisor will review the competencies identified by the incumbent, add any additional competencies, and submit the form to the
Unit Administrator
The Unit Administrator will review the form for accuracy and collaborate with the supervisor and incumbent for any revisions or
changes. After the final document is completed, the Unit Administrator will forward the form to the Director of Human Resources.
Identify Essential Job Functions, Competencies, Knowledge, Skills, Abilities, Certifications, and/or Licensures of this position. The
list specific examples of how these competencies, functions, etc. are exhibited in this job. Provide sources of training or activities to
acquire the qualifications for the position. (Use additional pages as necessary).
Critical Position Title or Proposed Title:
Anticipated time frame position will need to be filled: __1-3 years __3-5 Years __5-10 Years __10+ years
Responsibilities - Essential Job Functions

Knowledge, Skills, Abilities, and
Competencies

Behavioral Examples

Training, Experience, or Activity to
Acquire

Certifications, and/or Licensures

Specific Examples

Training, Experience, or Activity to

Acquire

Unit Administrator
Comments:

Unit Administrator’s Signature:

Date:

Human Resources
Comments:

Director of Human Resources’ Signature:

Date:

President
Comments:

President’s Signature:

Date:

Southern West Virginia Community and Technical College
Succession Management Program
Individual Learning Plan
Employee Name: ___________________________ Current Title: __________________________
Current Department: _________________________________ Current Date: ________________
Time in Position: ____________________________ Appraisal Rating: ____________________
Time Line for Proposed Plan:

91-3 Years

93-5 Years

95-10 Years

910+ Years

Use this planning document for your professional development proposal. Indicate your preferences and desires for your future career path.
Consult with your supervisor on the Action Plan elements that may be appropriate for your situation and goals.
Goal: Desired Career Path or Development Strategies
Please indicate which of the following job strategies would interest you:
___ Remain in current position as it is.
___ Remain in current position but take on greater responsibilities.
___ Promotion to a higher level position in same field.
___ Promotion to management position or higher level management position.
___ Move to a position of less responsibility that is currently a better fit.
___ Lateral transfer to a job at a similar level to learn new duties.
___ Relocate to another department, unit, location, or institution.
___ Career change to a new field of work.
Comments on Job Strategies:
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
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Assessment of Current Knowledge, Skills and Abilities
Knowledge, skills, abilities, certifications, and licensures you
currently possess

Knowledge, skills, abilities, certifications, and licensures
required for Goal

Assessment of Current Competencies compared to those required for Proposed Development Strategy
You may refer to the competency library, job descriptions of desired career path position, or your own research for determining
competencies needed for career goals.
Current Competencies

Competencies Needed

Page 2 of 4

Action Plan for Development with Time Line
The action plan may include some or all of the following: On-the-job training, cross-functional training, job rotation, special project work,
formal training, formal education, mentoring, job shadowing, or other development opportunity.
Action Plan for Development

Proposed Completion Date

Support Needed from Southern:
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
I understand that approval of this Individual Learning Plan and successful completion of the goals contained herein do not guarantee I will be
selected for promotion or movement to vacant positions in the future. I understand this Individual Learning Plan represents an investment in
my future and will help me to prepare for opportunities that may become available at Southern or at other institutions.
___________________________________________
Signature of Employee
Date
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President’s Future Leaders Academy Instructor’s Comments:
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
____________________________________
Signature of Instructor
Date

Supervisor’s Comments:
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
____________________________________
Signature of Supervisor
Date

Unit Administrator’s Comments:
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________
____________________________________
Signature of Unit Administrator
Date

The final completed Individual Learning Plan is to be submitted to the Director of Human Resources for retention and support for
development of learning opportunities for program participants.
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1

According to the U.S. Department of Labor, the number of
people between the ages of 16 and 24 will decrease during the
next decade, while the 55 and over age group will dramatically
increase.

2

At Southern West Virginia Community and Technical College,
35% of all employees and 52% of non‐classified employees will
be eligible for retirement within the next five years (March
2015). Within ten years (March 2020), 53% of all employees
and 72% of non‐classified employees will attain retirement
eligibility.
li ibilit

Consequences of retirements and resignations:
Loss of intellectual capital in key positions
Loss of knowledge about key processes and programs
Loss of training investment in our people
Loss of organizational history
3

4

5

6

The concept to promote a succession management program
already exists in our policy SCP – 2624 – Employee
Development.

7

The term “learning
learning organization”
organization is heard often but rarely
implemented with specific, measurable objectives as a key
component of institutional planning. The Employee
Development policy approved by Southern’s Board of
Governors promotes the concept of a learning organization,
and providing these opportunities in a fair, structured and
creative manner is exceptional and unique.

8

Being “eligible” for retirement doesn’t always mean an
individual will be leaving the organization or creating a vacancy
for consideration by program participants.

HOWEVER . . . . .

9

be e es that
believes
t at identifying
de t y g future
utu e ccritical
t ca positions,
pos t o s, communicating
co
u cat g
minimum requirements and competencies for success, and
supporting individual growth and development of the future
workforce is critical.

AND . . . .

10

. . . whether it be at Southern or in another institution in the higher education systems
of West Virginia.

11

President
‐ Provides
P id executive
i level
l l concept and
d oversight
i h
‐ supports and encourages active participation of employees.
‐provides financial support for program initiatives which promotes and supports the concept of a learning
organization.
Director of Human Resources
Provides program oversight under the direction of the President.
‐prepares a fiscal note of costs for the program and/or develops the budget proposal.
‐manages program communications,
‐provides advice and assistance with selection of critical positions and establishment of position criteria,
‐‐creates the competency dictionary to provide uniform definition and identification of competencies,
‐ supports the concept of a learning organization.
‐advises in the development of Individual Learning Plans,
‐ coordinates and arranges learning opportunities which may be coordinated through Workforce
Development to provide continuing education credit to participants.
‐maintains the Intranet web pages of plan documents and learning opportunities,
‐documents progress and
‐evaluates the program success to ensure it is on track and meeting the future needs of the college.
Director of Community Development
‐has the responsibility of coordinating the President’s Future Leadership Academy.
‐seeks, recommends, and arranges learning opportunities for attainment of the identified competencies;
‐works with Human Resources to document and measure effectiveness of the program;
‐and supports
pp
the concept
p of a learningg organization.
g

12

For previous slide:
Unit
i Administrators
d i i
‐identify current and future critical unit positions,
‐establish and write competencies with behavioral examples,
‐seek and recommend learning opportunities for attainment of the identified
competencies,
‐work with Human Resources to document and measure effectiveness of the program
‐and promotes and supports the concept of a learning organization.
President’s Future Leadership Academy (PFLA)‐Second Year Participants
‐participants with advice and assistance of the President, PFLA coordinators, and the
Director of Human Resources,
‐acts as the pilot group for the beginning of the succession management program.
‐‐Participants will establish Individual Learning Plans to guide personal development
toward growth and attainment of goals which includes the active participation in
identification, design and development of learning opportunities.
Managers and Supervisors –
‐work with unit administrators in identifying critical current and future positions.
‐encouraged to support participants in their departments who are members of PFLA and
participants in the succession management program
‐‐will identify and provide learning opportunities for participants as well as promote and
support the concept of a learning organization.

13

14

15

16

17

Human Resources will use the information submitted on the Critical Position Identification
Form to update and expand the Competency Dictionary.

18

Looking for a software program to help manage the process.

19

Earning CEUs through Workforce Development will provide a formal transcript of activities
in which the participant participated.

20

ILP is an outline of the employee’s desired program of development to prepare
hi /h for
him/her
f succession
i into
i t future
f t
key
k positions
iti
att Southern
S th
or att other
th community
it
and technical colleges in the system. The plan should outline specific activities in
which the employee can participate to develop needed competencies.
The plan must be developed by the individual with assistance and approval of PFLA
instructor.
The employee’s supervisor must also review and approve the plan.
Prior to approval,
pp
, the instructor and supervisor
p
must consult the succession p
plan
documents to make sure the planned career path will lead to skills and or abilities
necessary to fill future anticipated positions, or consider the plan in relation to
other opportunities in the Community and Technical College System of West
Virginia.
The Human Resources Office will provide assistance to the supervisor and
incumbent with development of Individual Learning Plans.
The development of an Individual Learning Plan must include a
current assessment of the employee’s existing knowledge, skills, abilities, and
competencies.
This assessment may include accountability methods such as testing or submission
of documents supporting the acquired competency.
The plan will also include the field of study, type of position desired, or goal of the
plan;
the knowledge,
g skills, abilities, and competencies
p
necessaryy to attain the ggoal; t
he steps to be taken for individual development,
and finally, a time table for completing the desired goals.

21

A Succession Management Program cannot be successful without evaluation, analysis, and
improvement.

22

23

Southern West Virginia Community and Technical College
Succession Plan
“Securing the Future”
Succession Management Program (SMP)

According to the U.S. Department of Labor, the number of people between the ages of 16 and 24
will decrease during the next decade, while the 55 and over age group will dramatically increase.
At Southern West Virginia Community and Technical College, 35% of all employees and 52%
of non-classified employees will be eligible for retirement within the next five years (March
2015). Within ten years (March 2020), 53% of all employees and 72% of non-classified
employees will attain retirement eligibility. The Succession Management Program addresses
the loss of intellectual capital in key positions of upper management as they become eligible to
retire, and how Southern can assist younger and new employees to attain and develop the skills
necessary to move into higher-level positions.
Other initiatives in this plan include providing opportunities for re-engagement of employees
nearing retirement; transition planning for mid-career employees who may wish to broaden or
diversify career paths within the institution, and transition planning to ensure familiarity with
and mastery of job skills in positions where there is possible or imminent retirement. The goal
of the program is to ensure continuity of services to our students and preparedness of our
workforce to meet the challenges of the future.
Being “eligible” for retirement doesn’t always mean an individual will be leaving the
organization or creating a vacancy for consideration by program participants. There is no
guarantee that program participants will be promoted in the future, but Southern believes that
identifying future critical positions, communicating minimum requirements and competencies
for success, and supporting individual growth and development of the future workforce is
critical. We are committed to providing learning opportunities to prepare our workforce for the
future, whether it be at Southern or in another institution in the higher education systems of West
Virginia.
Key components of the Succession Management Plan (SMP) are to promote a culture of learning
and development throughout the institution, provide individualized learning plans to prepare for
mid and upper management succession, or movement to higher level or positions with expanded
responsibility that may not be in management.
The term “learning organization” is heard often but rarely implemented with specific,
measurable objectives as a key component of institutional planning. The Employee
Development policy approved by Southern’s Board of Governors promotes the concept of a
learning organization, and providing these opportunities in a fair, structured and creative manner
is exceptional and unique.
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The Succession Plan Program on the Intranet
The Succession Plan document will be available on Southern’s Intranet. It will contain a
summary of the purpose, an explanation of program components and an explanation of the
responsibilities of teams, committees, or individuals involved in the program. The Succession
Plan Document will serve as a guide for supervisors and employees in identifying critical
positions and developing individual learning plans. As the program progresses, the Intranet page
will be appended with a list of the critical positions identified in the succession planning process
and the requirements (knowledge, skills, abilities, and competencies) for these positions.
Whenever possible, the estimated time frame for the completion of skills and competencies will
be provided. Additionally the Intranet page will include a Competency Dictionary to assist in
providing explanation and behavioral examples that demonstrate achievement of the particular
competency. This information should resident’s Future Leadership Academy participant in
planning for their individual development. As funding becomes available, on-line learning
opportunities will also become available through the Succession Plan Intranet site.

Key Individuals
President The President provides executive level concept and oversight for the Succession
Management Program and supports and encourages active participation of employees. The
president provides financial support for program initiatives which promotes and supports the
concept of a learning organization.
Director of Human Resources The Director of Human resources has program oversight under
the direction of the President. He/she prepares a fiscal note of costs for the program and/or
develops the budget proposal. This individual manages program communications, provides
advice and assistance with selection of critical positions and establishment of position criteria,
creates the competency dictionary to provide uniform definition and identification of
competencies, and supports the concept of a learning organization. He/she advises in the
development of Individual Learning Plans, and coordinates and arranges learning opportunities
which may be coordinated through Workforce Development to provide continuing education
credit to participants. The Director of Human Resources maintains the Intranet web pages of
plan documents and learning opportunities, documents progress and evaluates the program
success to ensure it is on track and meeting the future needs of the college.
Director of Community Development This individual has the responsibility of coordinating the
President’s Future Leadership Academy. He/she seeks, recommends, and arranges learning
opportunities for attainment of the identified competencies; works with Human Resources to
document and measure effectiveness of the program; and supports the concept of a learning
organization.
Unit Administrators The Unit Administrators identify current and future critical unit positions,
establish and write competencies with behavioral examples, seek and recommend learning
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opportunities for attainment of the identified competencies, work with Human Resources to
document and measure effectiveness of the program and promotes and supports the concept of a
learning organization.
President’s Future Leadership Academy (PFLA)-Second Year Participants The Second
Year President’s Future Leadership Academy participants with advice and assistance of the
President, PFLA coordinators, and the Director of Human Resources, acts as the pilot group for
the beginning of the succession management program. Participants will establish Individual
Learning Plans to guide personal development toward growth and attainment of goals which
includes the active participation in identification, design and development of learning
opportunities.
Managers and Supervisors - Managers and Supervisors work with unit administrators in
identifying critical current and future positions. They are encouraged to support participants in
their departments who are members of PFLA and participants in the succession management
program. These individuals will identify and provide learning opportunities for participants as
well as promote and support the concept of a learning organization.

Critical Position Identification by Unit
Critical positions are those that are essential for the College, department, division, or work unit,
to achieve the necessary work results (VP, Chiefs, Directors, Assistant Directors, Supervisors,
Middle Managers, Specialists and Key Support Staff). A critical position can be one that does
not yet exist, but will meet future needs of the organization.
The unit administrator should conduct an introductory session for employees of the unit. The
Director of Human Resources will be available to assist and answer questions. Working with
his/her employees, the unit manager will identify critical positions for each unit using a
collaborative decision making process.
The unit administrator will use Southern’s organization chart as a guide to identifying key
positions. Key characteristics may include:
*
*
*
*
*

A position requiring specialized knowledge/skills.
A position requiring leadership competencies.
A position requiring a deep historical perspective of College.
A position supervising a substantial number of employees.
An employee in a position whose decision has significant impact the organization.

The unit manager will identify an estimated time frame in which the position/s may need
to be filled (e.g. within 0-3 years, 3-5 years, 5-10 years, 10+ years or no replacement
needs to be predicted).
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Identification of Competencies for each Critical Position
Once key positions are identified, the competencies for the job can be identified by the person
currently holding that position in collaboration with the supervisor. The process will enable the
supervisors to keep job descriptions/position information questionnaires (PIQs) accurate and
updated. The process will also help identify a possible need for position realignment,
restructuring, or duty modification. The job description will provide the minimum qualifications
(education and experience requirements) for the positions and a limited list of knowledge, skills,
abilities (KSAs), and competencies required for success in the position.
1.

The Unit Head will initially charge the person currently occupying the critical
position with identifying additional competencies (in collaboration with
supervisor) using the provided “Critical Position Identification Form.”
Behavioral examples are to be listed.

2.

The “Critical Position Identification Form” will be reviewed by the supervisor.
The supervisor will ensure the competencies identified are those leading to
success in the position. Competencies are to be those of the position, not the
incumbent. An example catalog/list of competencies will be provided to
supervisors, though not all inclusive, to provided for consistency. The
Competencies Dictionary will grow and expand with identification of new or
different levels of competencies identified through this process.

3.

The critical position document will be forwarded to the unit administrator for
review.

4.

Upon review and approval, the unit administrator will forward the document to
the Director of Human Resources for review of identified key positions and
competencies. This review is essential to ensure that job requirements meet labor
law criteria for job relatedness. Information obtained will be compiled to create a
list of position titles and competencies for which to develop broad based learning
opportunities.

5.

The KSA section of the job description must be revised to reflect the additional
competencies once they are approved. The final job description will be signed
and submitted to Human Resources.

6.

The President will consider the key positions and competencies for possible
realignment of the job or purposeful restructuring if deemed necessary.

7.

The Director of Human Resources will work with the President and the Director
of Community Development to determine what learning opportunities can be
developed and provided.
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Information Sharing
The Director of Human Resources will inform all employees of the succession planning process
including the competencies necessary to prepare for future opportunities. Once learning
opportunities and programs are established, information about participation in these programs
will be communicated to employees. The pilot program will focus on year two participants of
the President’s Future Leaders Academy. However, information about all components of the
program will be available for all employees via the Intranet.
Competencies of key positions will be available during communication efforts to enable
employees to be able to develop Individual Learning Plans to prepare for future opportunities.

Development of Learning Opportunities
Succession Plan administrators will develop opportunities, such as programs, training, short
classes, internships, or other activities from which participant can acquire the knowledge, skills,
abilities, and competencies needed for individual growth and development. The employee is
expected to seek out other opportunities that may not be offered by Southern, such as
baccalaureate and graduate courses of study. Employees participating in any programs or
training opportunities offered by Southern will be provided continuing education unit credit
through the Workforce Development Unit, enabling the employee to receive documented
acknowledgment of their efforts. Development and learning opportunities will be made
available first to year two participants of the PFLA. As space becomes available, other
employees may participant in sponsored program and training opportunities.
Competency building on line training programs will be offered via the Intranet Web Page. These
programs can be purchased or developed in house. Successful completion of the
courses/programs will serve as an indicator that the employee has attained the necessary
competency. The on line training program would be especially helpful for those employees
seeking to move into supervisory or management positions.
The Director of Human Resources will continuously inform employees of the competency
development opportunities being offered, and what types of positions for which these
competencies may prepare them.

Establish Individual Learning Plans
Year two participants of the President’s Future Leadership Academy will be the initial pilot
group to develop and submit Individual Learning Plans outlining his/her desired competency
development program. Successful performance in his/her current position is a pre-requisite for
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approval of the employee’s Individual Learning Plan. The Individual Learning Plan will outline
the employee’s desired program of development to prepare him/her for succession into future
key positions at Southern or at other community and technical colleges in the system. The plan
should outline specific activities in which the employee can participate to develop needed
competencies. Activities can include job shadowing, attending meetings, training sessions,
college or other classes, working toward a certification, or any activity that provides the desired
results. The plan must be developed by the individual with assistance and approval of PFLA
instructor. The employee’s supervisor must also review and approve the plan. Prior to approval,
the instructor and supervisor must consult the succession plan documents to make sure the
planned career path will lead to skills and or abilities necessary to fill future anticipated
positions, or consider the plan in relation to other opportunities in the Community and Technical
College System of West Virginia. The Human Resources Office will provide assistance to the
supervisor and incumbent with development of Individual Learning Plans.
The development of an Individual Learning Plan must include a current assessment of the
employee’s existing knowledge, skills, abilities, and competencies. This assessment may include
accountability methods such as testing or submission of documents supporting the acquired
competency. The plan will also include the field of study, type of position desired, or goal of the
plan; the knowledge, skills, abilities, and competencies necessary to attain the goal; the steps to
be taken for individual development, and finally, a time table for completing the desired goals.
The Individual Learning Plan will include a statement indicating promotion is not guaranteed.
The intent of the plan is to help the employee prepare for future opportunity for promotion at
Southern or other institutions. The final approved plan is to be submitted to the Director of
Human Resources. Individual personnel and program files ill be housed in the Human resources
office to be used as support for the development of learning opportunities.
The final expected outcome of the Succession Management Program, the President’s Future
Leadership Academy, and the Individual Learning Plan process is to improve Southern’s
workforce by providing them with the necessary knowledge, skills, abilities, and competencies
to fill key positions in the future. It is expected that employees who successfully complete the
President’s Future Leaders Academy, prepare learning plans for their future development and are
successful in preparing themselves for future opportunity will become what is referred to in
traditional succession planning as “high potential employees.” High potential employees are
those who have the capability to advance to one of the following:
* A critical position.
* A higher level of responsibility.
* A higher level of technical proficiency.
Southern’s goal is to develop a learning organization with high potential employees prepared to
meet the demands of the future.

Succession Management Program Evaluation
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A Succession Management Program cannot be successful without evaluation, analysis, and
improvement. Southern’s Succession Management Program will be reviewed for effectiveness in
the following manner:
1. Individual participant satisfaction and progress will be evaluated yearly by:
* Evaluating employee satisfaction with their Individual Development Plan.
* Documenting the employee’s progress through developmental experiences.
* Documenting competency attainment by employees.
2. Evaluating Organizational Results (Year 3 to 5)
* Are PFLA participants learning and growing? Are they meeting goals of their
Individual Learning Plans?
* What time lines should be established for degree attainment versus competency
development? Should the Succession Management Program focus more on one than
the other?
* How quickly are internal replacements able to perform to the level required in the
position?
* Based on the results, what successes or failure in the organizational plan can be
identified?
* What changes would make the succession plan more effective?
* What percentages of vacancies in positions are filled internally?
* How quickly are vacancies filled?

The Succession Management Program will be revised periodically based on review and analysis
and the identification of new critical positions.
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