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LEADERSHIP DEVELOPMENT ASSESSMENT INSTRUMENT

Name of person being rated:


Name of person doing the rating:


Date:

Following are 20 competencies that represent knowledge, skills, abilities, and attitudes of successful leaders. Please read the description of each competency and then rate the individual identified above, using the following key:

5 = Exceptional; 4 = Very Good; 3 = Good; 2 = Needs Improvement; 1 = Very Weak

1. Creating a Vision and Setting Goals. Without clear goals, team members perceive their work to have less purpose and impact and are less inclined to participate. A good leader has a clear vision about what needs to be accomplished and is able to set realistic goals to achieve that vision.

2. Explaining and Communicating Expectations. Team members want to know and understand expectations for individual and group performance. Without these expectations, feedback is not as meaningful as it could be, making it difficult for individuals or a group to achieve goals and successes. Good leaders are clear about reporting relationships, and they establish evaluation criteria that are fair and appropriate.

3. Written Communication. The successful leader writes clearly and concisely at the level needed by the person(s) receiving the information. In other words, the leader writes to express, not impress.

4. Oral Communication. Good leaders inform others about what is going on and why. The leader engages in frank discussion about issues and how those issues affect individuals, and structures meetings to provide for needed dialogue.

5. Personal Integrity. Personal integrity is becoming more and more an issue in the workplace. Good leaders demonstrate and model integrity in day-to-day interactions by:

· establishing a relationship of trust;

· being honest (even if it means making a different decision than the one recommended);

· treating everyone fairly;

· delivering on promises and meeting commitments;

· placing personal needs (ego) in second place to needs of the overall group; and

· admitting mistakes and accepting constructive criticism.

6. Creativity and Experimentation. Great leaders value and establish an organisational climate built on trust and openness in order to ensure that creativity and new ideas flourish. Leaders encourage others to experiment and learn from mistakes, without fear of retribution. They are known for their out-of-the-box thinking.

7. Nurturing. Good leaders demonstrate that they care about and are interested in others’ individual growth by:

· noticing the work and accomplishments of the individual as a person;

· exhibiting understanding and empathy for a variety of personality types;

· saying “thank you” for a job well done;

· caring about individuals’ personal and professional growth; and

· seeking input on decisions that others will be affected by.

8. Decisiveness. Leaders make decisions in a timely and effective manner and explain the basis for their decisions. Ideal leaders base decisions on facts and priorities, rather than trying to please everyone. They know when to seek consensus as part of the decision-making process.

9. Making Appropriate Interventions. Leaders must trust subordinates. Good leaders know when to leave a subordinate or team member alone to get the job done and when to make an intervention to resolve issues that are beyond the subordinate’s or team member’s span of control.

10. Active Listening. Good leaders are available, attentive, unbiased, and responsive. They recognize the need to allow input as well as to follow up on the input given. Good leaders are open-minded and encourage other points of view. They frequently paraphrase what is being said to ensure that they understand the speaker’s point.

11. Assertiveness. Most people will acknowledge that the leader’s role is not an easy one, especially in dealing with conflict. Conflict is a daily occurrence in the workplace. Good leaders understand that personality and other work conflicts do not go away, that they typically get worse if not addressed. Thus, leaders deal with conflict in a timely, straightforward manner. They are assertive and honest with all parties in dealing with any type of conflict.

12. Delegating. The ability to delegate effectively and focus on performance and results is a key element of leadership. Leaders demonstrate trust by delegating authority along with responsibility. However, the leader must know subordinates and their capabilities in order to delegate effectively. Good leaders understand that effective delegation enhances team members’ and subordinates’ skills and ultimately leads to a higher success rate.

13. Fostering Team Building. The best leaders are known for promoting team efforts. They recognize and reward individuals for outstanding performance. However, they work to minimize and eliminate harmful competitiveness that may undermine the team. Leaders continuously discourage we-they attitudes.

14. Acting as an Advocate. Leaders are expected to be the “point persons” and to be responsible to the needs of the team. They have a dual loyalty, to team members as well as to others, particularly upper management. Leaders are advocates not only for an individual, but also for the team, the department, and the organisation as a whole.

15. Appraisal and Feedback. Good leaders are knowledgeable about what is required to get the job done and who is doing it. They engage in “management by walking around” to learn about work status. They also solicit input from internal as well as external customers concerning satisfaction. They use this data to provide appropriate and timely feedback to everyone concerned. Good leaders also distinguish between good and poor work and take the appropriate action (e.g., reward or recognition for good performance; coaching or corrective action for poor performance).

16. Coaching. An ideal leader spends considerable time in devising professional development guidance for staff. The leader engages in the following types of activities, as appropriate:

· Tell the purpose and importance of the activity.

· Explain the process to be used (or allow freedom to design one).

· Show how it is done, completely and accurately (if it must be done a specific way).

· Ask whether the person has any questions and clarify if necessary.

· Observe while the person engages in the process.

· Provide immediate and specific feedback (coach again or reinforce success).

· Express confidence in the person’s ability to be successful.

· Agree on follow-up action(s) as necessary.

17. Learning. The ideal leader is a lifelong learner who:

· is open to change;

· engages others in problem solving;

· views ideas from different perspectives;

· experiments and learns from mistakes; and

· continues to build his or her own skills as well as the skills of staff members.

18. Mediating. Leaders must be able to mediate problems between people fairly. Ideal leaders are assertive in using mediation skills when warranted. However, the leader does not take sides, but keeps an open mind, gathers all the information in a thorough manner, and makes decisions based on facts.

19. Dealing with Critics. Every leader gains some critics. Successful leaders, however, do not tear others down in public. They remain objective. They learn to distinguish between those who are attempting to provide constructive advice and those who have more selfish agendas. They then take the appropriate steps to deal with the situation.

20. Technical Competence. Leaders are expected to have technical competence. This does not mean that they can do the actual work better than their team members. Rather, it means that they have a basic understanding of what is required and can make informed decisions.


