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 ______________________________________________________________________________________________________________________________
 MSPB Performance Development Assessment                                                                                                                                                    Page  of 
Mississippi State Personnel Board
Performance Development Assessment
(Non-Management)
 
A.  Demographics/Signatures
 
Section 1.  Employee Demographics
Reason for Assessment:
The supervisor has reviewed with me the Job Duties, Individual Development Plan, Competencies and Behavioral Anchors.
 
Employee Signature:  _____________________________________________________   Date:  ____________________
 Supervisor Signature:  ____________________________________________________    Date: _____________________
 
First Level Reviewer Signature:  ____________________________________________    Date:  ____________________
 
Section 2.  Review and Feedback Acknowledgement
 
Employee Signature:  ____________________________________________________    Date:  ____________________
 
 
Supervisor Signature:  ___________________________________________________     Date:  ____________________
First Level Reviewer Signature:  __________________________________________     Date:  ____________________
Supervisor Signature:  __________________________________________________    Date:  ____________________
Employee Signature:  __________________________________________________     Date:  ____________________
 Successful:
           Unsuccessful:
           Successful - 2
      
      Unsuccessful - 1
                   
 
Section3.  Overall Competency Assessment Results
 
I acknowledge that this assessment has been discussed with me and I do _______ do not _______ concur with this rating. 
Revision Date: March 1, 2012
B. Duty Statements - statements which describe a distinct, major role or function assigned to a position which
is a principal responsibility and which occupies a significant portion of work time (derived from "Essential Functions"
listed in the MSPB job description or the Job Content Questionnaire [JCQ]):
C.  Individual Development Plan/Performance Improvement Plan
  Check appropriate plan type:
  Individual Development Plan (IDP) 
  Performance Improvement Plan (PIP) 
  to:
First Level Reviewer Signature:  __________________________________________     Date:  ____________________
Employee Signature:  __________________________________________________     Date:  ____________________
Supervisor Signature:  __________________________________________________    Date:  ____________________
D.  Competency Assessment
 
Public Sector Core
Competencies
R & F
YES
NO
ND
1.  INTEGRITY - Demonstrates a sense of responsibility and commitment to the public                       
     trust through statements and actions. 
 Models and demonstrates high standards of integrity,
 trust, openness and respect for others.
 Demonstrates integrity by honoring commitments and
 promises.
 Demonstrates integrity by maintaining necessary
 confidentiality.
 RESULTS FOR INTEGRITY:
 Comments:
Public Sector Core
Competencies
R & F
YES
NO
NA
2.  WORK ETHIC - Is productive, diligent, conscientious, timely and loyal.
 Conscientiously abides by the rules, regulations and 
 procedures governing work.
 Meets deadlines.
 Work product is of high quality.
 Sticks with assigned tasks until they are completed
 correctly.
 Takes ownership of tasks and duties.
 RESULTS FOR WORK ETHIC:
 Comments:
Public Sector Core
Competencies
R & F
YES
NO
NA
3.  SERVICE ORIENTATION - Demonstrates a commitment to quality public
     service through statements and actions.
 Seeks to understand and meet and/or exceed the needs 
 and experiences of customers.
 Treats customers with respect, responding to requests in a
 professional manner, even in difficult circumstances.
 Provides accurate and timely service.
 Develops positive relationships with customers.
 Gets first-hand customer information and uses it to improve
 products and/or services.
 RESULTS FOR SERVICE ORIENTATION:
 Comments:
Public Sector Core
Competencies
R & F
YES
NO
NA
4.  ACCOUNTABILITY - Accepts responsibility for actions and results.
 Is productive and carries fair share of the workload.
 Focuses on quality and expends the necessary time and
 effort to achieve goals.
 Demonstrates loyalty to the job and the agency and is a  
 good steward of state assets.
 Steadfastly persists in overcoming obstacles and pushes 
 self for results.
 Maintains necessary attention to detail to achieve high level
 performance.
 Deals effectively with pressure and recovers quickly from setbacks. 
 
 Takes ownership of tasks, performance, standards and mistakes.
 Has knowledge of how to perform one's job.
 Knows the organization's mission and functions and how it
 fits into state government.
 RESULTS FOR ACCOUNTABILITY:
 Comments:
Public Sector Core
Competencies
R & F
YES
NO
NA
5.  SELF MANAGEMENT SKILLS - Effectively manages emotions and impulses and
                                                        maintains a positive attitude.
 Encourages and facilitates cooperation, pride, trust and group identity.
 Fosters commitment and team spirit.
 Works effectively and cooperatively with others to achieve goals.
 Treats all people with respect , courtesy, and consideration.
 Communicates effectively.
 Remains open to new ideas and approaches.
 Avoids conflicts of interest.
 Promotes cooperation and teamwork..
 Continuously evaluates and adapts; copes effectively with change.
 Allows self and others to make mistakes and learns from those mistakes.
 Adheres to high ethical standards.
 RESULTS FOR SELF-MANAGEMENT SKILLS:
 Comments:
Public Sector Core
Competencies
R & F
YES
NO
NA
6.  INTERPERSONAL SKILLS - Shows understanding, courtesy, tact, empathy
     and concern to develop and maintain relationships.
 Demonstrates cross-cultural sensitivity and understanding.
 Identifies and seeks to solve problems and prevent or 
 resolve conflict situations.
 Encourages others through positive reinforcement.
 Expresses facts and ideas both verbally and in writing in a
 clear, convincing and organized manner, helping others
 translate vision into action.
 Models appropriate behavior.
 Recognizes and develops potential in others; mentors.
 Builds constructive and effective relationships.
 RESULTS FOR INTERPERSONAL SKILLS:
 Comments:
Public Sector Core
Competencies
R & F
YES
NO
NA
7.  COMMUNICATION SKILLS - Receives, attends to, interprets, and responds to
     verbal messages and expresses information to individuals or groups effectively.
 Receives other cues such as body language in ways that
 are appropriate to listeners and situations.
 Takes into account the audience and nature of the
 information.
 Listens to others, attends to nonverbal cues, and responds
 appropriately.
 May make oral presentations.
 Communicates ideas, suggestions, and concerns, as well as outcomes 
 and progress throughout the process of an activity.
 Provides thorough and accurate information.
 Can accurately restate the opinions of others even when
 he/she disagrees.
 RESULTS FOR COMMUNICATION SKILLS:
 Comments:
Public Sector Core
Competencies
R & F
YES
NO
NA
8.  SELF-DEVELOPMENT - Adapts behavior or work methods in response to
     new information, changing conditions, or unexpected obstacles.
 Seeks efficient learning techniques to acquire and apply 
 new knowledge and skills.
 Uses training, feedback, or other opportunities for self-
 learning and development.
 Develops and enhances skills to adapt to changing
 organizational needs.
 Remains open to change and new information and ideas.
 Is committed to and actively works to continuously improve 
 himself/herself.
 RESULTS FOR SELF-DEVELOPMENT:
 Comments:
Technical Competencies
R & F
YES
NO
ND
1.  TECHNICAL PROFICIENCY - The ability and willingness to exhibit 
     competency in the technical areas needed to do a specific job.
 Reads, comprehends, and correctly applies all rules, regulations,
 and policies applicable to work assignments.
 Performs work with a minimum amount of supervision in areas
 that are familiar.
 RESULTS FOR TECHNICAL PROFICIENCY:
 Comments:
Technical Competencies
R & F
YES
NO
NA
2.  WORKFLOW MANAGEMENT - The ability and willingness to perform work 
     within defined specifications and timelines and to manage conflicting
     priorities. 
 Operates under specific time constraints and within specified
 deadlines.
 Effectively prioritizes tasks in order to meet timelines.
 Works on appropriate priorities to get the job done.
 RESULTS FOR WORKFLOW MANAGEMENT:
 Comments:
Technical Competencies
R & F
YES
NO
NA
3.  PROBLEM SOLVING/DECISION MAKING - The ability and willingness to work 
     with people and to identify problems in order to effectively and
     efficiently complete assigned tasks. 
 Exhibits ability to identify and address issues that arise.
 Ensures that all problems encountered are addressed at the
 appropriate level and communicates all relevant information on
 a timely basis with accuracy and completeness.
 Exercises sound reasoning.
 Effectively deals with difficult issues and people.
 Displays the ability and willingness to work with other officers or 
 other divisions in order to collectively complete assigned tasks
 or problems as they arise.
 RESULTS FOR PROBLEM SOLVING/DECISiON MAKING:
 Comments:
Technical Competencies
R & F
YES
NO
NA
4.  STAKEHOLDER RELATIONS - The ability and willingness to interact and
     communicate effectively with stakeholders.
 Proactively provides stakeholders with proper information in an
 effort to reduce the occurrence of future problems.
 Supports the agency mission and goals in all interactions with
 internal and external stakeholders.
 Acts as an advocate for agency policy.
 RESULTS FOR STAKEHOLDER RELATIONS:
 Comments:
Technical Competencies
R & F
YES
NO
NA
 
 5.
 RESULTS FOR TECHNICAL COMPETENCY (5.):
 Comments:
 
 6.
 RESULTS FOR TECHNICAL COMPETENCY (6.):
 Comments:
Technical Competencies
R & F
YES
NO
NA
 
 7.
 RESULTS FOR TECHNICAL COMPETENCY (7.):
 Comments:.
 
 8.
 RESULTS FOR TECHNICAL COMPETENCY (8.):
 Comments:
 Has the ability to work through adversity and hold self and 
 others accountable for work actions.
 Takes risk appropriate to ones level of responsibility.
 Acts as a settling influence in a crisis.
 Exhibits the ability to work through challenges and create
 opportunities.
 RESULTS FOR EMOTIONAL MATURITY:
 Comments:
Management Competencies
(to be completed if employee manages staff)
R & F
YES
NO
NA
 Understands and appropriately applies procedures, requirements 
 and regulations related to specialized areas of expertise.
 Understands effects of decisions on the organization and on
 other organizations.
 Acts as a change agent by initiating and supporting change
 within the agency.
 RESULTS FOR MACRO ORIENTED:
 Comments:
Management Competencies
(to be completed if employee manages staff)
R & F
YES
NO
NA
 Creates effective teams; shows a willingness to get work done 
 through others.
 Clearly and comfortably delegates work, trusting and
 empowering others to perform.
 Reinforces and rewards team efforts and positive behaviors.
 Is fair, yet firm with others.
 Monitors workloads and provides feedback.
 RESULTS FOR WORKING THROUGH OTHERS:
 Comments:
Management Competencies
(to be completed if employee manages staff)
R & F
YES
NO
NA
 Identifies, analyzes, and solves problems.
 Develops standards of performance and knows what and how to
 measure.
 RESULTS FOR RESULTS ORIENTED:
 Comments:
Management Competencies
(to be completed if employee manages staff)
R & F
YES
NO
NA
 Demonstrates ability to plan, prioritize, and organize.
 RESULTS FOR RESOURCE MANAGEMENT:
 Comments:
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