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What is a Competency Report?
The competency report is a paper that chronicles growth in certain competencies in which expertise has been built as a result of the HRCP program. The report is divided into four independent essays, each of which describes a problem and solution and is submitted in two parts: Essays 1 and 2 after attending HRCP Level 3; and Essays 3 and 4 after attending HRCP Level 5.
There are eight public sector competencies, five technical competencies, and five managerial competencies validated for positions within Mississippi State government. Developing expertise in these competencies is the goal of all MSPB Office of Workforce Development programs. Participants will identify the top five competencies where professional growth is needed during a class exercise in Level 1. 
Benefits of the Competency Report and HRCP Project
Deeper Learning:  The competency report and HRCP project both provide extended learning activities that confirm job-related expertise is gained as a result of the HRCP program. Participants apply the knowledge and skills they acquire to certain processes, services, or relationships in context with job performance, which benefits the HRCP participants, their agencies and their customers.
Training Validation: The competency report and HRCP project both confirm the investment made in employee development produces a measurable return for participants and State agencies. Together they demonstrate five tangible applications of expertise gained in the HRCP program through documented improvement in work processes, services, and/or relationships.
Defining the Scope of the Competency Report and HRCP Project
The scope of the competency report and the HRCP project are determined by the nature of your job, along with the material covered in HRCP sessions. Each instance of competency growth covered in the report must be applied within the work environment, which is defined as processes, services, and relationships encountered in the context of job performance and should support overall organizational objectives.
The HRCP project is an improvement you make that you also tie to competency growth through the HRCP program, similar to the competency report; however, the HRCP project will go into more depth of intervention and be presented orally to agency management and the HRCP coordinators.
The amount, if any, of official work time used to complete the report and project is a matter to be determined by the HRCP participant and his/her supervisor.  For example, if conducting a survey is needed to determine an improvement, the HRCP participant is responsible for obtaining approval from the appropriate department official(s) prior to conducting the survey.
Each portion of the competency report must involve action on your part. Merely describing a problem in detail does not constitute improvement and descriptive projects are not acceptable to meet HRCP program requirements.  Your action does not have to be successful to be approved as a learning experience.
Identifying Good Report and Project Ideas
The report chronicles growth in four of the Public Sector, Technical, and/or Management competencies for positions in Mississippi State employment. After identifying the four most important competencies given your current level of expertise (completed during a classroom exercise in HRCP Level 1), refer to the Topics from HRCP Table on pages 5 and 6 for ideas to include in the report. You can also refer to the competencies and their behavioral anchors listed on pages 6 through 10.
The report will contain four independent essays, each describing a current work problem and/or situation in your work environment that needs to be solved and/or improved and identifying the applicable competency that addresses the solution.  You will then select one or more of the major topics we have covered in HRCP and explain how you used the methods, ideas, techniques, approaches, and/or processes learned from the topic(s) to solve the problem and/or bring about improvements. 
The project will also describe a current work problem/situation, identify one or more competencies that address a solution, and will be written in the same format as the report; however, the project will also be presented to agency management and the HRCP coordinators. We recommend a PowerPoint presentation with handouts that describe how you implemented a solution. The solution does not have to be successful as long as a learning experience is identified.
From HRCP Levels 1 through 5, the following topics may be used for the Competency Report and the HRCP Project. Keep in mind the first part of the report (Essays 1 and 2) should include topics covered through HRCP Level 3. The second part of the report may include topics from HRCP Levels 1 through 5. Additional competencies other than those listed below may apply to a topic, depending on the solution/improvement reported.
	HRCP Level
	HRCP Topics 
	Competencies Addressed

	1
	Insurance, cafeteria plan, wellness and related benefits administration
	Service Orientation

	1
	HR: Getting a Seat at the Table
	Results-oriented

	1
	Records Management, Retention and Disposal
	Resource Management

	2
	Topics from Crucial Conversations
	Accountability

	2
	Competencies of the effective HR professional
	Work Ethic

	2
	Recruitment, interviewing and selecting
	Technical Proficiency

	2
	New employee orientation and on-boarding
	Service Orientation

	2
	Employee Handbooks, Procedure manuals
	Communication Skills

	2
	Employee Evaluation Process: PDS
	Interpersonal Skills

	2
	Monitoring the probationary employee
	Working Through Others

	2
	Workforce Development
	Self-Development

	2
	Handling the problem employee
	Emotional Maturity

	2
	Workplace investigations
	Stakeholder Relations

	2
	Understanding Title 7, Federal Regulations
	Accountability

	2
	Injury, illness and leave administration
	Accountability

	2
	Assisting the separating employee
	Service Orientation

	3
	Classification (job descriptions, job analysis, reallocations, reclassifications)  
	Technical Proficiency

	
	Compensation (VCP, salary surveys, realignment requests)
	Technical Proficiency

	
	Staffing management (position status, org charts, reorganizations) 
	Technical Proficiency

	4
	Budget preparation and conversion
	Technical Proficiency

	5
	Ethics for HR Professionals
	Integrity

	5
	Roles of the Effective HR Professional
	Macro-oriented

	5
	Staying on the Cutting Edge
	Macro-oriented

	5
	Crucial Confrontations
	Accountability



Validated Competencies 
For Positions in Mississippi State Government
	Core Public Sector Competency
	Successful Behavioral Anchors

	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.

	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 a high quality.
· Follows through on assigned tasks until they are completed correctly.
· Takes ownership of tasks and duties.

	Service Orientation
Demonstrates a commitment to quality public service through statements and actions
	· Seeks to understand and meet and/or exceed the needs and expectations 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.
· Obtains first-hand customer information and uses it to improve projects and/or services.

	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 for 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.
· Knows the organization’s mission and functions and how it fits into state government.

	Self-Management
Effectively manages emotions and impulses and maintains a positive attitude
	· Encourage 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, adapts, and copes effectively with change.
· Allows self and others to make mistakes and learns from those mistakes.
· Adheres to high ethical standards.

	Interpersonal Skills
Shows understanding, courtesy, tact, empathy and concern needed to develop and maintain relationships
	· Demonstrates cross-cultural sensitivity and understanding.
· Identifies and seeks to solve problems and prevent or resolve conflict issues.
· 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.

	Communication Skills
Receives, interprets, and responds to verbal messages and expresses information to individual or groups effectively

	· Receives nonverbal 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 and responds appropriately.
· May make oral presentations.
· Communicates ideas, suggestions and concerns as well as outcomes and progress throughout the course of an activity.
· Provides thorough and accurate information.
· Can accurately restate the opinions of others even when he/she disagrees.

	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.






	

Technical Competency
	Successful Behavioral Anchors

	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.

	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 deadlines.
· Works on appropriate priorities to get the job done.

	Problem Solving/Decision Making
The ability and willingness cooperate with other employees in identifying and solving problems in order to effectively and efficiently complete assigned tasks

	· Exhibits ability to identify and address issues.
· 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.
· Displays the ability and willingness to work with other offices or other divisions in order to collectively complete assigned tasks or problems as that arise.

	Stakeholder Relations
The ability and willingness to interact and communicate effectively with stakeholders
	· Proactively provides stakeholders with proper information in an effort to reduce occurrences of future problems.
· Supports the agency mission and goals in all interactions with internal and external stakeholders.
· Acts as an advocate for agency policy.

	

	




	


Management Competency
	Successful Behavioral Anchors

	Emotional Maturity
Conducts oneself in a professional, consistent manner when representing the organization.
	· Has the ability to work through adversity and hold self and others accountable for work actions.
· Takes risks appropriate to one’s level of responsibility.
· Acts as a settling influence in a crisis.
· Exhibits the ability to work through challenges and create opportunities.

	Macro-Oriented
Exercises good judgment and makes sound, well-informed decisions
	· Understands and appropriately applies procedures, requirements, and regulations related to specialized areas of expertise.
· Understands the effects of decisions on the organization and on other organizations.
· Acts as a change agent by initiating and supporting change within the agency.

	Working Through Others
Supports, motivates, and is an advocate for staff
	· 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 Oriented
Plans effectively to achieve or exceed goals, sets and meets deadlines.
	· Identifies, analyzes, and solves problems.
· Develops standards of performance and know what and how to measure.

	Resource Management
Acquires, effectively and efficiently administers, and allocates human, financial, material, and information resources.
	· Demonstrates ability to plan, prioritize, and organize.



Instructions for the Competency Report 
The report contains four independent essays, one essay for each competency. The first two essays are turned in after attending Level 3; the other two essays are turned in after Level 5. 
Follow the procedures listed below for the Competency Report: 
1. Select the five competencies that are the highest priority for your career growth from the exercise completed in HRCP Level 1 (competencies are listed on pages 6 – 10). You can use the Table on pages 5 and 6 to help pinpoint topics for the competencies.
2. Discuss the competencies and behavioral anchors with your supervisor to gain consensus that they do contribute to growth in expertise. 
Each essay includes the following:
1. Define the competency and the HRCP topic selected (Appendix 2)
2. Describe a current work problem and/or situation in your work environment that needs to be solved and/or improved
3. Explain how you used the methods, ideas, techniques, approaches, and/or processes learned from the topic(s) to solve the problem and/or bring about improvements 
4. State how the solution increased your expertise and the effectiveness of your office 
All reports must be:
1. Typed in 12 point font using Standard English in a style that is complete, concise, and clear. 
2. Typed with double spacing (recommended).
3. Submitted with a Title Page. (Appendix 1)
4. Contain appropriate paragraphs.
5. Relevant to you, your work unit and your agency. 
6. Maintain agency confidentiality by excluding names of actual people or departments (participants may use dummy names to maintain confidentiality).

Instructions for the Project 
The project contains one essay and the remaining top competency identified in the exercise completed in HRCP Level 1. Additional competencies may apply, depending on the project.
Follow the procedures listed below for the HRCP Project: 
1. Submit a Project Approval Form after attending Level 3 and obtain approval of the HRCP Coordinator. (Appendix 3)
2. Once receiving approval, conduct the project and complete the essay using the same format as the Competency Report (Appendix 1 and 2).
3. Present the project orally to agency management and the HRCP program coordinators as scheduled between HRCP Levels 4 and 5.
Confidentiality
All competency reports and projects become the property of the HRCP program and will not be returned to the participant. All will be kept in the strictest confidence.

Report and Project Formatting Requirements
A. Title Page – Mandatory (see Appendix 1)
1. HRCP Competency Report Essays (1 and 2 or 3 and 4) or HRCP Project Report
2. Participant’s name
3. Participant’s organization/division and work address
4. Home address
5. Telephone numbers at work and home
6. Date

B. Style
Documents should be typed double-spaced with a font size of 12, and submitted on standard paper. The style should be report format, using complete sentences. Attachments such as memos, letters, charts, diagrams, manuals, etc. that will increase the reader’s understanding may be included. (When quoting or using supplementary material, please cite the source; however, footnotes and bibliographies are not required).
The project report should follow the approved proposal noting any changes, deviations, learning outcomes, and applications of HRCP competencies. 
C. Length 
Although the report has no specified length or required number of pages, be sure it is complete, clear, and concise and describes all aspects of the competency growth process; however a full description of competency growth will rarely average less than 300 words.

D. Proofreading Your Documents
Would you want the head of your agency to read your report? It is important that projects reflect your professionalism and commitment to excellence. They should be written in clear, Standard English and follow all standard guidelines for grammar, spelling, punctuation, and paragraphing.
Writing experts recommend that you first check the content, then revise or rewrite, and then check for errors in grammar, spelling, and punctuation. It is easier to catch errors on paper than on a computer screen, so proofread a printed copy before submitting your final project. Documents that contain errors in grammar, spelling, or punctuation will be returned for revisions.
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Appendix 1: Sample Title Page for Competency Report or Project



HRCP Competency Report or HRCP Project Report
Essays (1 and 2 or 3 and 4) this line blank for Project Report


Jane Doe
Mississippi State Agency
Human Resources Office
210 E. Main Street
Hot Coffee, MS 38912
Jane.doe@msa.ms.gov

111 Home Drive
Hometown, MS 39506
Work: 601-333-4444
Home: 601-666-7777





Appendix 2: Sample Competency Report and Project Format
Remember, documents containing errors in grammar, spelling, or punctuation will be returned for revisions.
Competency Report Essay 1 (2, 3, or 4) or HRCP Project Essay

Part A: 
Define the competency and the HRCP topic selected  




Part B: 
Describe a current work problem and/or situation in your work environment that needs to be solved and/or improved






Part C: 
Explain how you used the methods, ideas, techniques, approaches, and/or processes learned from the topic(s) to solve the problem and/or bring about improvements 




Part D: 
State how the solution increased the effectiveness of your HR office


Appendix 3: HRCP Project Approval Form
Project Approval Form
**Please type information.  Hand-written forms will not be accepted. **
        
Name of Participant:				         
Work Address (Street/City/Zip):  
Work Telephone/Ext:  	   			
Email Address:  
Organization/Division:   
Corresponds to HRCP Level:		1	2	3	4	5
Complete A – E below and obtain supervisor's signature then send to the MSPB HRCP coordinator.
A.	Competency:   State the competency and corresponding HRCP Topic (see Table on page 4)


B.	Problem and/or Situation: Describe the problem and/or situation, why you chose it, and generally what you plan to do to address or resolve it.


C.	Results/Benefits/Effectiveness: Explain why implementing the project will result in specific                        improvements and/or benefits and describe the outcomes you expect to see. 


D.	Action: List and explain the various steps you will go through to plan your project, communicate with other parties, obtain necessary authorizations, and implement the project.

E.	Evaluation: Describe the specific survey techniques, feedback processes, or documented observations you plan to use to determine the overall effectiveness of your project.  Explain the information you expect to receive and how it will demonstrate the success (or lack of success) of your project. Include Return on Investment in the evaluation, comparing the cost (time, effort, investment, etc.) of your project with the benefits achieved.



Participant Signature: _____________________________________________ Date: ______________


I have reviewed the project proposal of this employee and have determined that the project is appropriate for the agency and the development of the employee as a human resource professional.  I agree to assist in the administration and evaluation of the performance of this project:
Supervisor Signature: _____________________________________________ Date: ______________
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Attn: Jan Sims
Director of Workforce Development
210 East Capitol Street, Suite 800
Jackson, MS  39201 (Handmail)
Jan.Sims@mspb.ms.gov
Fax: (601) 359-2717
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