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  ̭ϜϸцϜ ϢϼϜϸϖ

ϸ .иϽуІ ϹЛЂϒ Эвϒ

 Ѐϼϝв̷̷̹̀
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 ϢϽЎϝϳгЮϜ РϜϹкϒ

сϦцϜ пЯК ϝзТϽЛϦ ϹЦ днЫзЂ ̪ ϢϽЎϝϳгЮϜ Ϝϻк ϣтϝлзϠ:

ò  ̭ϜϸцϜ бууЧϦ ̭ϜϽϮϖ ϽЊϝзК бкϒ

ò ев ϣϠнЯГгЮϜм ϤϜ̭ϝУЫЯЮ ϣуЃуϚϽЮϜ ϽЊϝзЛЮϜ ϣТϽЛв м ЉϳТ

ЬϝЛТ ЭЫЇϠ бууЧϧЮϜ ϢϼϜϸϖ ЭϮϒ

ò бууЧϦ ХуϡГϦ м ϤϜ̭ϝУЫЮϜ ϣугкϒ ϣТϽЛвм ̪ РϜϹкцϜ ЙЎм

̭ϜϸцϜ.

òсУуЖнЮϜ ̭ϜϸцϜ бууЧϦ ̭ϝзϪϒ йϡзϯϦ сПϡзтϜм йЯгК ϟϮнϧт рϻЮϝв

òϣУЯϧϷгЮϜ ̭ϜϸцϜ бууЧϦ ИϜнжϒ

буϲϽЮϜ егϲϽЮϜ ύϜ бЃϠ

 Ϲгϳв ϝжϹуЂ пЯК аыЃЮϜм ϢыЋЮϜм

еуЛгϮϒ йϡϳЊм йЮϐ пЯКм
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  ЬϝЛУЮϜ ЭгЛЮϜ ϣТϝЧϪ ̭ϝзϠ

 еуУЖнгЮϜ ̭Ϝϸϒ бууЧϦ ϣгЗзв рϒ ϬϝϧϳϦ ϜϺϝгЮ:

ò  ϝлТϹкϒ ХуЧϳϧЮ ϸнлϯЮϜ йуϮнϧЮ

òиϾϝϯжϖм йЧуЧϳϦ ϸϜϽТцϜ ев ЙЦнϧгЮϜм ϞнЯГгЮϜ ϱуЎнϦ

òϸϜϽТцϜ ̭Ϝϸϒ ϝлуЯК ЀϝЧт сϧЮϜ ϽутϝЛгЮϜм ЁутϝЧгЮϜ ϰнЎм аϹК

ò  ЭгЛЯЮ ϣϠнЯГгЮϜ ϣузЧϧЮϜ ϤϜ̭ϝУЫЮϜ ϽЊϝзКм ϭϚϝϧзЮϜ пЯК ϿуЪϽϧЮϜ
ϣувнуЮϜ ϣГЇжцϜ ев ъϹϠ

ò Йв ЭвϝЛϧЮϜ ев ъϹϠ буЯЂ ЭЫЇϠ ЭгЛЮϜ ФϽТм ϸϜϽТцϜ ϢϼϜϸϖ ЭуЛУϦ
Ш ̭ϜϸцϜ бууЧϦ )ϬϺнгж ϣϛϡЛϦ(
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̭ϜϸцϜ бууЧϦ ̭ϜϽϮϖ ϢϹϚϝТ

ò

ò

ò

ò

ò

ò

ò

ò
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̭ϜϸцϜ бууЧϦ ϼмϸ

ò анЧт )̭ϜϸцϜ бууЧϦ ( Ϝϻк ϝкϻ϶ϓуЂ ϢϝϯϦϖ рϖ пЮϖм ̪ ϣгЗзгЯЮ сЮϝϳЮϜ ЙЎнЮϜ ϱуЎнϦм ϹтϹϳϧϠ

 пЮϖ ЬнЊнЮϜ йϡЯГϧт рϻЮ ϝв м йуЮϖ  РϹлϦ дϒ ϟϯт рϻЮϜ буЯЃЮϜ иϝϯϦъϜ нк ϝвм ̪ ЙЎнЮϜ

 РϹлЮϜ ЩЮϺ.

  ХЧϳж СуЪ        ̬йϯϧж дϒ ϟϯт етϒ пЮϖ        ̬йϯϧж етϒ пЮϖ       ̬дфϜ еϳж етϒ

̬ЩЮϺ)ϸϼϜнгЮϜ(

ò ХуЧϳϦ пЯК ϸϜϽТцϜм ЭгЛЮϜ ХтϽУЮ ϣуЯЛУЮϜ ϢϼϹЧгЮϜ ϣТϽЛв пЯК ̭ϜϼϹгЮϜ ̭ϜϸцϜ бууЧϦ ϹКϝЃт

 ϝлЧуЧϳϧЮ йЯуЋϳϦ блуЯК ϟϮнϧт рϻЮ ϝвм ̪ блЮ ϣКнЎнгЮϜ РϜϹкцϜ ) ϽтнГϧЮϜ / СуЖнϦ(

òϣгЗзгЮϜ РϜϹкϒм ϤϝуϯуϦϜϽϧЂϜ еК СЖнгЯЮ ϣϳЎϜм ϢϽЗж ̭ϜϸцϜ бууЧϦ сГЛт

òϣгЗзгЯЮ иϝϯϦъϜ ϹтϹϳϦ бϪ евм  ϣϳЎϜм ϣтϔϼ пЯК ЬнЋϳЮϜ ев ϝуЯЛЮϜ ϢϼϜϸшϜ еЫгт.

 ) ϣгЗзгЮϜ ϩϳϦм пІϝгϧϦ сϧЮϜ ϣтϸϝгЮϜ ϹϚϜнЛЮϜм ϣгЗзгЮϜ ϣТϝЧϪ ЁЂϒ ЙЎм блзв ЩЮϺ ϟЯГϧт

ϝлТϜϹкц ЬнЊнЮϜ пЯК(

ò ев ϣгЗзгЮϜ ϣТϝЧϪ ϽууПϦ )анЯЮϜ ( пЮϖ ) ЬϝЛУЮϜ бууЧϧЮϜ (ϽтнГϧЮϜм.



̭ϜϼϹгЯЮ ̭ϜϸцϜ бууЧϦ ϤϝтϹϳϦ ев

̭ϜϸцϜ ϢϼϜϸш ̭ϜϼϹгЮϜ ϝлϮϝϧϳт сϧЮϜ ϣУЯϧϷгЮϜ ϤϝлϮнϧЮϜ

йуϮнϦ /ϢϼϜϸϖ

б
К
ϸ

/
Ϣ
Ϲ
ж
ϝ
Ѓ
в

ϣЪϼϝЇв йуϮнϦ

ϼϝϡ϶ъϜЍтнУϦ

ϢϽϡϷЮϜ ЩЯϧгт
ϹЦм  ϽЧϧУтϣЧϫЮϜ ϣтϜϼϹЮϜм

ϣЧϫЮϜм ϢϽϡϷЮϜ ЩЯϧгт

 Экϕв /ϢϽϡ϶ дмϹϠ
̭ϜϸцϜ СуЛЎ

̭оϹϧϡв
̭ϜϸцϜ ̭сЂ

 рϹϳϧЮϜ :ЭЏУв рϼϜϸϖ ϞнЯЂϒ блЮ ̭ϜϼϹгЮϜ бЗЛв
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̭ϜϸцϜ бууЧϦ ϤϜмϸϒ

̭ϜϸцϜ бууЧϧЮ ̭ϜϼϹгЮϜ ϝлвϹϷϧЃтм ϝлϮϝϧϳт сϧЮϜ ϤϜмϸъϜ:

-  РϜϹкцϜ ЙЎмðиϾϝϯжϖ ϸϽУЮϜ ев ϞнЯГгЮϜ нкϝв

- ϤϜ̭ϝУЫЮϜ ϹтϹϳϦðРϜϹкцϜ ХуЧϳϦ ϸϽУЯЮ еЫгт СуЪ

- ̭ϜϸцϜϽтнГϦм бууЧϦ ϬϺнгж)̭ϜϸцϜ ХуϪнϧЮ(

-ϣуЋϷЇЮϜ ϽтнГϧЮϜ ϣГ϶

- Эϫв ̭ϜϸцϜ бууЧϦ ϤϜϼϝлв : ̪ йуϮнϧЮϜ ̪ ЬϝЛУЮϜ ИϝгϧЂцϜ ̪ дϝуϡϧЂцϜ

̭ϜϸцϜ ϣЛϠϝϧв
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̭ϜϸцϜ бууЧϦ аϝЗж нкϝв  

ЉϷЯв

 Шϝзк ̻ ̭ϜϸцϜ бууЧϦ ̭ϜϽϮш ϣуЃуϚϼ ЭϲϜϽв:

- БуГϷϧЮϜ : ϸϜϽТцϜ ев ϸϜϽт ϜϺϝв\ ЭгЛЮϜ ХтϽТ
̬иϾϝϯжϖ

- ЭгЛЮϜ : ϸϜϽТцϜ ев Ϲтϼϒ СуЪ\  дϒ ХтϽУЮϜ
̬имϿϯзт

- ϣЛϮϜϽгЮϜ :̬сПϡзт ϝгЪ йϠ днвнЧт Эк

- ϻуУзϧЮϜ : ϽЗϧзгЮϝв\ ̬ЩЮϺ ϹЛϠ блзв ЙЦнϧгЮϜ

PLAN

БуГϷϧЮϜ

ACT

ϻуУзϧЮϜ

CHECK

ϣЛϮϜϽгЮϜ

DO

ЭгЛЮϜ

ϣЯϲϽв ЭЪ ХϠϝГуЮ ̭ϜϸцϜ бууЧϧЮ йϦϼϜϸϒ ϣЧтϽВ ЙтнГϦ пЯК ϽтϹгЮϜ ϢϼϹЦ ϝзк ϽлЗϦ
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 ̭ϜϸцϜ бууЧϦ ̭ϜϽϮϖ

ϤϝуЮнϛЃгЮϜм аϝлгЮϜ

ò ϽтϹгЮϜ ϼмϸ :днгЏгЮϜ еК ЬнϛЃв

VϸϽУЮϜм ХтϽУЮϜ РϜϹкϒ ϣЛϮϜϽв м ЙЎм

VϣзЃЮϜ Ьы϶ ϸϽУЯЮ ϤϝуЪнЯЃЮϜм ϣуЮϝЛУЮϜ еК ϼнЋϦ ЙЎм

VϸϽУЮϜ ̭Ϝϸϒ еК етϽ϶цϜ ев ϣУЯϧϷгЮϜ ̭ϜϼцϜ ϟЯВ

VбϚϜϸ ЭЫЇϠ СЖнгЯЮ ϣуϮнϧЮϜм ϱЋзЮϜ ϽуТнϦ

VϜϽЫϡв ̭ϜϸцϜ сУуЛЎ Йв ЭвϝЛϧЮϜ

V  Э϶Ϝϸ ϝлУууЫϦм ϣтϽтнГϧЮϜ ϣГЇжцϜ ев ϸϽУЮϜм ХтϽУЮϜ ϤϝϮϝуϧϲϖ ϣЛϮϜϽв
ϣужϜϿугЮϜ ϼϝВϒ

V̭ϜϸцϜ ϽутϝЛгЮ сгЂϼ ϽуО ϽтϹЧϦ ЭгК

VаϝЛЮϜ ϣтϝлзϠ ϣтϽЇϡЮϜ ϸϼϜнгЯЮ ϝлЮϝЂϼϒм ϝлЛуЦнϦм ϬϺϝгзЮϜ ЬϝгЪϖ ев ϹЪϓϧЮϜ

V̭ϝзϫЮϜм ЙуϯЇϧЮϜм ϣтнзϧЮϜ
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 ̭ϜϸцϜ бууЧϦ ̭ϜϽϮϖ

ϤϝуЮнϛЃгЮϜм аϝлгЮϜ

òСЖнгЮϜ ϼмϸ

üϽтнГϧЮϜ ϤϝϮϝуϧϲϖм РϜϹкцϝϠ ϢϸнЃв ϰϜϽϧЦϖ

üйϧтϸϓϦ ϞнЯГв нк ϝгв ϹЪϓϧЯЮ ϤϜ̭ϝУЫЮϜм ϤϜϼϝлгЮϜ ϣЇЦϝзв

üаϝЛЮϜ ЬϜнВ ̭ϜϸцϜ еК ϱЋзЮϜм рϒϽЮϜ ϟЯВ

ü ϤϝКϝгϧϮш ϽуЏϳϧЮϜм ϤϜϼϝлгЮϜм РϜϹкцϜ ϤϜϾϝϯжϖ еК ϣЯϫвцϜ ЙгϮ

̭ϜϸцϜ бууЧϦ

ṷ̈ϜϽϮъϜ ϰϝϯжϖ сТ ϣгкϝЃгЮϜ
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 ̭ϜϸцϜ бууЧϦ ̭ϜϽϮϖ

ϤϝуЮнϛЃгЮϜм аϝлгЮϜ

ò ϝуЯЛЮϜ ϢϼϜϸшϜ ϼмϸ-  

ÅЭгЛЮϜ аϝЃЦϒ СЯϧϷв сТ ϣуЮϝЛУϠ ̭ϜϽϮцϜ ХуϡГϦ ев ϹЪϓϧЮϜ

Å бууЧϧЮϜ ϤϝϮϼϹЮ ϽгϧЃгЮϜ ХуϡГϧЮϜ ев ϹЪϝϧЮϜ

ò ϣтϽЇϡЮϜ ϸϼϜнгЮϜ ϼмϸð̭ϜϽϮшϜ пЯК ϣЗТϝϳгЮϜ

ÅаϝЗзЮϜ аϜϹϷϧЂϖ пЯК ϟтϼϹϧЮϜ

ÅϣуЮϝЛУϠ ХϡГт ̭ϜϽϮшϜ дϒ ев ϹЪϓϧЮϜ

Å̭ϜϸцϜ бууЧϦ пЯК ϽтϹгЮϜм СЖнгЮϜ еуϠ Ры϶ ϨмϹϲ ϹзК ϢϹКϝЃгЮϜ бтϹЧϦ

ÅϽтнГϧЮϜ ϤϝϲϜϽϧЦϖм бууЧϧЯЮ ϣуϚϝлзЮϜ ϭϚϝϧзЮϜ ЉуϷЯϦм ЙгϮ
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̭ϜϸцϜ бууЧϦ ̭ϜϽϮϖ Ϙϸϝϡвм ϤϝуЂϝЂϜ

ò бууЧϧЮϜ ϤϜ̭ϜϽϮϖ дϒЭгЛЮϜ ϤϝлϮ ЭϡЦ ев ϣКнЎнгЮϜм сТ егЫϦ ̭ϜϸцϜ бууЧϦ ϢϼϜϸш :

-  рмϝЃϦ\ϣгЗзгЮϜ ϤϝуϯуϦϜϽϧЂϖм РϜϹкϒ Йв ϸϽУЮϜ РϜϹкϒ ЭϪϝгϦ

-ХтϽУЮϜм ϸϽУЮϜ Йв ̭ϜϸцϜ ϤϝЛЦнϦ ϣЇЦϝзв

- ϽтнГϧЮϜ ϣГЇжϒ м ϣЛЦнϧгЮϜ Ϥ̭ϝУЫЮϜ м ̪ ϣглгЮϜ РϜϹкцϜ пЯК ϿуЪϽϧЯЮ ϸϜϽТцϜ ϣуϮнϦ

ϣгЗзгЮϜ ϰϝϯжш ϝгϧϲ рϸϕϦ сϧЮϜм.

- бууЧϧЮϜм йуϮнϧЮϜм ϣЗϲыгЮϜ сТ ϣтϼϜϽгϧЂшϜ.

-ϽгϧЃгЮϜ еуЃϳϧЮϜм ϽтнГϧЮϜ нϳж ϤϝВϝЇзЮϜ ϣуϮнϦ

 ̭ϜϼϹгЮϜ ЭЫЮ ϣуЂϝЂцϜ ϤϜ̭ϝУЫЮϜ ев нк ϣуЯКϝУϠ ̭ϜϸцϜ бууЧϦ ХуϡГϦ
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ϬϺнгзЮϜ ϣϛϡЛϦ ЁуЮм ϭϚϝϧзЮϜм ϤϝуГЛгЮϜ пЯК ϿуЪϽϧЮϜ

Ϲϲнв блТ

 ϝлϦϝтнЮмϒм ϣгЗзгЮϜ РϜϹкц

ϣϳЎϜм ϤϝЛЦнϦ

 ϸϽУЮϜ ЬϝгКϒм ϤϝТϝЎш

ϣКϝгϯЮϜм

аϜϿϧЮъϜ ϢϹКϝЦ

йϦϓТϝЫвм ̭ϝзϡЮϜ ЭгЛЮϜ пЯК

ϤϜϼϹЧЮϜ ̭ϝзϠ  

 ϣЛϠϝϧгЮϜ ХтϽВ еК

буЯЛϧЮϜм
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 ЭгЛЮϜ РϜϹкϒ еуϠ ϣгϚыгЮϜм БϠϜϽϧЮϜ

 ϸϽУЮϜ РϜϹкϒм

ñсϡкϻЮϜ БуϷЮϜò

̬РϜϹкцϜ сϦϓϦ етϒ ев
РϜϹкцϜ ϬϼϹϦ ̭ϜϽϮϖϣтϽЗзЮϜ сЏϧЧϦ  Ϝϻк дϓϠ

 днЫт дϒм ϹϠъ  БϠϜϽϧЮϜ

 ϝуЮϸϝϡϦ )еуЧтϽГϠ БГϷв(

  Ϝϻк дϗТ ЙЦϜнЮϜ сТм

 еК ϝгϚϜϸ днЫт БϠϜϽϧЮϜ

пЯКчЮ ЭУЂцϜ ев ХтϽВ

        ϸϽУЮϜ РϜϹкϒ

ХтϽУЮϜ РϜϹкϒ

 бЃЧЮϜ РϜϹкϒ\ИϽУЮϜ

ϣгЗзгЮϜ РϜϹкϒ

пЯКчЮ ЭУЂцϜ ев ϻуУзϧЮϜ днЫт дϒм ЭУЂчЮ пЯКцϜ ев ϢϸϝуЧЯЮ  ϬϝϧϳϦ ϣϳϮϝзЮϜ ϤϝгЗзгЮϜ

ϻуУзϦ

ϢϸϝуЦ
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THE PERFORMANCE MANAGEMENT PROCESS

OVERVIEW:

3.Appraisal Meeting
To evaluate to which extent Business & 

Personal Development Objectives have been achieved

1.Objective Setting Meeting
To identify and agree on Business &

Personal Development
Objectives 

2.Mid Year Review
To evaluate the progress on the 

achievement of Objectives 
and make adjustments when necessary

December / January

July ïAugust
November/ 
December

Coaching

Coaching

Competency Feedback
To evaluate to which extent 

your employees display the competencies 
required in his/her function.

Coaching

Result: no surprises by the end 

of the year



16

ϤϝуЂϝЂцϜ        :̭ϜϸцϜ бууЧϧЮ БуГϷϧЮϜ

 ЭϲϜϽв ϨыϪ пЯК ̭ϜϸцϜ бууЧϦ БуГϷϦ бϧт:

 ̸. РϜϹкцϜ ЙЎм

ð ев ̻ пЮϖ пжϸϒ ϹϳЪ РϜϹкϒ ̽пЯКϒ ϹϳЪ РϜϹкϒ.

ð ̸ мϒ ̹ ̭ϜϸчЮ ϤϜϽІϕв ϽЇК бкϓϠ ϣГϡϦϽв днЫϦ дϒ ϟϯт РϜϹкцϜ ЩЯϦ ев )KPI  (

ЭгЛЮϜ ϤϝуϯуϦϜϽϧЂϒ Йв БϠϜϽϧЮϜ ев ϹЪϓϧЯЮ.

2 . ϤϜ̭ϝУЫЮϜ ϤϝЛЦнϦ ЙЎм )ϤϜϼϝлгЮϜм ϤϝуЪнЯЃЮϜ (

ðϣЛЦнϧгЮϜ ϣузЧϧЮϜм ϣуЋϷЇЮϜ ϤϜϼϝлгЮϜм ϤϝуЪнЯЃЮϜ ϣЇЦϝзв .

.̺ ϣϳЯгЮϜ ϽтнГϧЮϜм ϟтϼϹϧЮϜ ϤϝϮϝуϧϲϖ ЙЎм.

 ϣϯуϧзЮ :ϣзЃЮϜ Ьы϶ ХЧϳϧтм Ͽϯзт дϒ ϟϯт ϝгуТ ϣуЛЦϜнЮϜм ϰнЎнЮϜ
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ϣЊϝ϶ Ϥъϝϲ

¤ϸϹϯЮϜ днУЖнгЮϜ

¤ ЭгЛЮϜ сТ ϽуПϧЮϜ

¤ϹтϹϮ ϽтϹв

¤ϣуЎϽв ϢϾϝϮϒ

¤ ϝлЮ БГϷгЮϜ ϤϜϾϝϮцϜ ) ϣуЂϜϼϸ ̪ ϣвнвϒ(

¤ ϣϧЦϕгЮϜ ϣуЦϽϧЮϜ
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PRINCIPLES FOR OBJECTIVES: SMART

XSpecific ïwhat is to be achieved described as a single 

outcome

XMeasurable ïexpressed in a measurable, tangible and 

quantifiable term and is how progress and achievement 

will be measured

XAttainable ïrealistic, yet challenging (not aspirational) 

XResults oriented ïproduce a meaningful business result

XTime-based ïthe timeframe of completion is clearly 

specified



S SPECIFIC Ϝ̯ϸϹϳвм ϝ̯ЧуЦϸ РϹлЮϜ днЫт дϒ

M MEASURABLE ЀϝуЧЯЮ ы̯ϠϝЦ днЫт дϒ

A ATTAINABLE ϝ̯уЛЦϜм днЫт дϒ

R RESULT -

ORIENTED

ϣϯуϧж сГЛт дϒ

T TIME- BASED сзвϾ ϹЛϠ йЮ днЫт дϒ

̸̀
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SMART = SPECIFIC

WHAT IS TO BE ACHIEVED DESCRIBED AS A SINGLE 

OUTCOME

Beginning Middle End

Verb Product / Service Measure and Date

To improve The top speed of our water-
powered car

From 40mph to 60mph by 
31/03/200̀

Achieve
Analyse
Assess
Assign
Assist
Compile
Contribute
Co-ordinate
Deliver
Design
Develop

Establish
Evaluate
Formulate
Identify
Implement
Improve
Issue
Maintain
Manage
Meet
Monitor

Motivate
Participate 
Perform
Plan
Prepare
Present
Process
Produce
Provide
Receive 
Recruit

Recommend
Report on
Represent
Review
Secure
Select
Sell
Set
Specify
Standardise
Structure

Study
Submit
Supply
Survey
Take
Target
Train
Write
Win

Here is a list 
of typical 
action verbs 
which you 
might find 
useful:



SMART = ATTAINABLE

A CHECKLIST TO ASSESS WHETHER AN OBJECTIVE IS 

REALISTIC, YET CHALLENGING

Ç Stretching, but achievable

Ç Set within the departmental and organisationalenvironment/ constraints, e.g.

ÇFinancial resources/budget

ÇPeople/time resources

ÇEquipment/materials

Ç Is help and support required by others - do they know about it and have they agreed to it? 

Ç Are there known risks to delivery ðhave these been discussed and noted?

Ç Are there inter-dependencies between objectives ðhave these been discussed and 

noted?

ÇInward (other objectives/outcomes need to be achieved before this objective can 

progress) 

ÇOutward (other objectives/outcomes depend on the achievement of this objective)
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SMART = RESULTS ORIENTED & TIME-BASED. 

PRODUCING A MEANINGFUL BUSINESS RESULT BY A 

SPECIFIED DATE

Outputs:

Intermediate
consequences

leads to

Inputs:

The resources
and activities 

needed to make
it happen

Outcomes: 

The planned
results (linked to 

the business 
priorities)

Æ Does it say when the outcome/output will have been achieved by?

Æ Is it a specified date or a defined time period?

Æ Is the date set within the performance review period?

Æ Has it been noted if  there a benefit to completing the objective earlier (i.e. as 

a demonstration of exceeding performance - or does it make no difference)

leads to

ÁA tool to help ensure the objective is as results (outcome) focused as 

possible.  The measurement of success should be an outcome, or an output 

(milestone) if necessary, but rarely an input.
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SETTING COMPETENCY EXPECTATIONS

WHAT ARE COMPETENCIES?

òCompetencies are the mixture of applied knowledge, skills and 

behavioursthat a person needs to carry out his or her job 

effectivelyó.

Key = How would we see it being displayed in the role?
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WHY DO WE USE COMPETENCIES? 

COMPETENCY 

PROFILES 

Succession Planning

The organization is able 
to define and implement a 

succession planning 
framework

Talent Management

Clear criteria to identify 
and develop key players 

in the organization

Recruitment

A management tool to 
recruit against consistent 

standards  resulting in 
lower turnover and 

increased performance 

Performance
Management

Clear standards can be 
used to neutrally evaluate 

performance

Career Management

Employees can identify 
what is needed in terms 
of competencies for a 

future aspired role

Learning & Development

Employees can identify 
their own strengths and 

weaknesses against 
defined standards, 
enabling focussed 

development
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EXAMPLE : COMPETENCIES

3 types of competencies

Core : applicable to EVERBODY regardless of position

( e.g. Communication, teamwork, etc.) .                     
Donõt put conflict creating comp. Like integrity .

Leadership : applicable to managerial staff only . E.g: 

strategic thinking, innovation , etc.

Role Related and Technical Proficiency : very specific 

to the nature of the business and roles
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NCB COMPETENCY FRAMEWORK

Leadershi
p

Building 

Quality

Knowledge Sharing 

& Collaboration

Personal 

Accountability & 

Ownership

Innovation & 

Flexibility

Data 

Analysis
Measurement 

& Reporting

Regulatory & 

Commercial 

Expertise

Decision 

Making
Problem 

Solving

Project 

Management

Clear 
Communication

Building 

Customer 

Relationship

Negotiation & 

Influencing

Banking 

Know-how

Financial 

Operations

Treasury

Marketing

Risk 

Management
Human 

Resources

Economics

Legal

Individual 

Banking

Corporate 

Banking Support Sector

Vision & Strategic Thinking

Focus on Implementation and ExecutionMotivating & Developing Others

Core

Leadership

Compliance

Audit

Role Related and Technical Proficiency

Â 4 core competencies, basic or advanced depending on the role

Â 2ï3 role related skills

Â 1 area of technical knowledge

Â 1ï2 leadership competencies, depending on role requirements

Each individual

People managers
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Stream 5 

BU MDôs

Express Board

Stream 4 

BU Functional Directors

Div. Functional Directors

Country GMôs

Regional GMôs

Stream 3

Country Functional 

Managers/Directors

Depot Managers

Regional Depot Mgrs

Stream 1 

Individual Contributors

Stream 2 

Team Leaders

Supervisors

Strategic Awareness Strategic Orientation

Change Management

People Management

Communication

Managing Results

Delighting Customers

Social Responsibility

Teamwork

Continuous Improvement

Integrity

Social Awareness

Leadership

Business Development
Maximum

7

Maximum

4

Maximum 

2

TNT EXPRESS FRAMEWORK ðFUNCTIONAL COMPETENCIES



COMPETENCY FEEDBACK - PURPOSE 

To evaluate to which extent someone displays the competencies 

required in his/her function. To identify development gaps.

ü Is designed to give the person being assessed specific and 

structured feedback on their performance against their 

orgnization Competency Profile.

ü Allows person being assessed to compare their perception 

with the perception of the people he/she works with (direct 

manager, colleagues and direct reports)

ü Different types exist : paper-based versus on-line, 360º or 

180º Feedback Tools depending of the number of 

respondent groups.
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SETTING COMPETENCY EXPECTATIONS 

1. Team meeting with team members who share a similar competency profile 

to discuss the competencies and explore how they are displayed at 

expected and outstanding. Encourage self-reflection

2. Individual meetings with each team member to discuss particular 

strengths, areas of development/concern or aspects of the competencies 

that are key for the individual in the coming year

3. Team and individual discussions throughout the year covering:

ð Areas of strength (reinforcement)

ð Areas for development/concern

ð Agreed next steps

Â
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RUNNING EFFECTIVE PERFORMANCE PLANNING MEETINGS

THE PERFORMANCE PLANNING MEETING TIPS

ò Fully prepare and ensure employee has prepared

Å This may have included a team meeting to set the context of cascaded 

goals and competencies

ò Go through areas for objectives and agree targets

ò Discuss key areas for competencies and set competency expectations

ò Give appropriate performance feedback and discuss immediate training and 

development requirements

ò Agree Next Steps actions at end of meeting 

ò Manager/employee completes the relevant sections of the form either during 

the meeting or immediately afterwards and both keep copies
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TWO TYPES OF PERFORMANCE FEEDBACK

òMotivational or reinforcing feedback

What you want someone to continuedoing

òDevelopmental or corrective feedback

What you want someone to start or stop doing
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A WAY TO FRAME COMPETENCY DISCUSSIONS

More oféLess ofé

Starté
Stopé



A MODEL FOR GIVING CORRECTIVE FEEDBACK

òBe specific

òGive the feedback

V Describe what you have seen

V Explain the impact on the company / department

V Describe what needs to be changed

òListenand resolve

Ç Listen to their reaction

Ç Get suggestions and summarise action

ò It must be accepted for change to take place
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TIPS FOR THE COMPETENCY REVIEW MEETING

o Encourage your direct report to prepare for the meeting by completing 
the development guide.

o Share the purpose of the meeting : Review the report and  agree on 
the personal development objectives and the personal development 
plan

o Ask your direct report to share his main conclusions and to provide 
his/her rationale. 

o Ask you direct report what he would like to develop and why. Only then 
share your point of view. 

o It is ok to further develop a competency even if he/she is already good 
at it !

o Do not interrupt your direct report.

o Agree on :

o Min. of 1 SMART personal development objective

o The actions for the Personal Development Plan


