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Introduction 

 
This document should be read in conjunction with the Nottingham Trent 
University Competency Framework 2009. 
 
This pack enables you to: 

 Consider how you apply the competencies identified for your role 
 Assess the evidence you would use to demonstrate competence 
 Decide on appropriate activities to help you develop competencies. 

 
This document complements the NTU PDCR policy and associated guidelines. 
 

1. Background 

 

1.1. 

 
A new competency framework for all staff was introduced in 2009 to underpin 
recruitment and selection, learning and development and the PDCR process as 
well as to assist in performance management. The framework gives NTU a 
common framework and language for identifying and rewarding effective 
behaviours and to help you to plan personal development. 
 

1.2. 

 
Objectives are agreed at your PDCR, these represent what you will achieve over 
the coming year. Competencies are also agreed at PDCR and are defined as the 
characteristics, attitudes and behaviours people display to carry out the job. They 
can be considered how you achieve your objectives. The NTU framework, 
therefore, outlines the effective behaviours that lead to positive outcomes in job 
performance.  
 

1.3. 

 
Competencies should be outlined on your person specification; this determines 
the benchmark for the role. If you do not have the person specification for your 
role you need to agree the appropriate competencies with your line manager, 
who may need to liaise with the HR team. 
 

1.4. 

 
To be competent in an area you would be displaying the skilful application of a 
combination of tools and techniques, knowledge, attitudes, understanding and 
skills in the work environment. 
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2. Why use competencies in learning and development? 

 

2.1. 

 
The competency framework clearly defines and describes the behaviours required 
by a member of staff to be successful and fully effective.  Competencies are key 
to effective and exceptional performance. They should be both observable and 
measurable and assessed through the PDCR process. 
 

2.2. 

 
Competencies help support PDCR in that they enable the manager and staff 
member not only to consider whether objectives have been achieved but also to 
review the way they have been carried out. 
 

2.3. 

 
Completing a self assessment of current performance against a competency 
framework can help individuals to identify and prioritise specific areas for 
development and can be useful in preparation for PDCR reviews. 
 

3. Self-assessment of Achievement against Competency Levels 

 

3.1. 

 
First, refer to the person specification for your role. This should inform you of the 
competencies required for your role and at what level. If your person specification 
does not contain competencies (some were in place before the competency 
framework was introduced at NTU) then you need to agree with your line 
manager the relevant competencies and levels of attainment for your role. 
 

3.2. 

 
Once you have established what the expected competencies are for your role on 
the person specification, the next step is to conduct an assessment of your 
current performance against the selected competencies. You would need to agree 
with your line manager how they would recognise you are performing at the 
agreed level. A self assessment matrix is available at Appendix 1. Transfer the 
selected competencies and behavioural descriptors onto the self assessment 
matrix as in the following example. This is a working document for you to 
complete, this is formalised in part 2 of your PDCR form during your review.
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Competency framework self assessment 
 
Staff Member Name:  
Department:  
Job title:  Date:  
 
Competency Behaviours Evidence of application in the role 
Team working: Level 2 
 
Contributes to team development, 
seeking and testing improvements 
to the team’s outputs/service 
 

 Looks for ways to improve the way the 
team works 

 Encourages others to contribute 
 Takes account of people & personalities 

in achieving the goal 
 Actively helps the team to address 

problems 

 

Customer focus: Level 3 
 
Provides a quality service that is 
regularly reviewed. Anticipates 
customer needs. Actively seeks 
feedback on services from 
customers and makes appropriate 
changes to service and to 
underpinning policy/strategy. 
 

 Identifies stakeholders 
 Systematically & regularly seeks 

feedback on services from customers 
 Uses feedback to make service 

improvements  
 Works to establish long term 

relationships – that could lead to repeat 
business 

 

Communicating & influencing: 
Level 2 
 
Communicates information 
effectively to a wide range of 
diverse stakeholders, influencing 
events 
 

 Tailors style & content to suit the 
situation 

 Anticipates others’ needs & reactions & 
plans for this  

 Openly recognises the concerns & issues 
of others 

 Influences staff, students & colleagues in 
a considerate manner 
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Creativity & innovation: Level 2 
 
Seeks out, reviews and 
implements new ways of working 
to improve delivery of service 
 

 Uses lateral thinking to generate 
alternatives 

 Involves others & encourages them to 
put ideas forward  

 Follows ideas through to evaluate impact  
 Works with people with very different 

perspectives 

 

Adaptability: Level 2 
 
Responds positively to change, 
supporting others in managing 
transition and being flexible in 
approaches to job role. Is aware 
of own strengths and areas for 
development. Seeks feedback on 
own work. 

 Takes the opportunities that result from 
change 

 Instigates change & manages the process  
 Is flexible enough to ‘fill gaps’ when 

needed 
 Regularly seeks feedback on own work & 

reviews performance 
 Takes responsibility for own career and 

development 
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3.3. 

 
Thirdly collect evidence of examples of when competencies have been 
demonstrated effectively and enter this in the evidence column.  
 
Evidence may be derived from any of the following three areas: 

 Ratings of performance. 
 Comments on performance either written or verbal, or observations 
 Examples of performance, for example copies of reports, lesson 

plans, assignments, project documentation. 
 
There may be other ways in which you can capture evidence towards 
demonstration of a competency, through summarising specific events and your 
response to them, documenting your contribution to a project etc. In these cases 
you may wish to record what you did, how you did it and the outcomes you 
achieved. 
 
You may also wish to be proactive and seek feedback from colleagues and your 
line manager on this evidence; they may have some helpful suggestions and 
observations of which you are unaware.  
 
This should be an ongoing process as it could take some time to gather the 
evidence. You should choose one or two priority areas to work on at first - don’t 
try to do it all in one session. 
 

3.4. 

 
You can use the self assessment in support of your PDCR in discussing how you 
have achieved your objectives. Your discussion with your manager should use the 
evidence you have collected to: 

 Review and agree your achievements against the competencies for 
your role and to identify priorities for further development 

 Use the detail in the competency framework to map your own 
effective performance or identify where you consider you may have 
demonstrated exceptional performance 

 Agree on focused, timely and appropriate learning activities in 
support of developing your competencies. 

 

3.5. 

 
Finally complete the PERSONAL DEVELOPMENT PLAN, on your PDCR form. Your 
manager will support you with this as part of the PDCR process. See section 4 
below for guidance on identifying learning activities to support the development 
of your competencies. You will also need to ensure time is taken to complete the 
learning activities agreed in the plan. 
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4. Development Plan 

 
Once a development need has been identified you should consider methods for 
developing competence. This will involve a number of methods as you might need 
to gain new knowledge, practice the application of knowledge you already have, 
and/ or apply that knowledge to a range of different situations. 
 
For example to develop competence in Team Working at Level 2 “Contributes to 
team development, seeking and testing improvements to the team’s 
outputs/service” behaviours you would need to demonstrate might include:  

 Looking for ways to improve the way the team works 
 Encouraging others to contribute 
 Taking account of people and their strengths in achieving the goal 
 Actively helping the team to address problems 

 
To do this effectively you may need to have the following: 

 Knowledge about your team processes 
 Knowledge about how to motivate and encourage people 
 Understanding about team dynamics 
 Problem solving techniques. 

 
You would then need to use this knowledge by applying it effectively in the team 
environment.  You might need to create opportunities to do this by taking on a 
project or piece of work, or by taking the lead in a particular area.  
 
Courses are a way of learning new knowledge and testing out skills in a safe 
environment, however competence only comes once that has been transferred to 
and demonstrated in a work-based situation.  
 
In addition to courses, other activities for development include: 

 Coaching 
 Conferences and seminars 
 Attending external qualification courses 
 Project work such as taking on a specific task to develop new skills 
 Working with a member of staff who supports you in developing 

new skills (mentoring) 
 Reading a book or instructions to learn a new task/gain knowledge 
 Shadowing a colleague to understand what their job involves 
 Trial and error on a computer to try to work something out 
 Using open learning materials such as CD-ROM or the internet 
 Being shown how to do a task by a colleague 
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From the above example the development plan would look like this: 
 
Development Need Required Outcome Action 
Skill / Knowledge / 

Competency 
How will it benefit 
performance or 
contribution? 

Approach or method to be used 

Contributes to team 
development, 
seeking and testing 
improvements to 
the team’s 
outputs/service 

To be able to make 
a greater 
contribution to 
team to help 
continuous 
improvement 

 Knowledge about your team 
processes  - talk to colleagues  

 Knowledge about how to 
motivate and encourage people 
– attend motivation training 

 Understanding about team 
dynamics – read book, research 
on internet 

 Problem solving techniques – 
attend training event 

 Apply learning from above to 
successfully improve a specific 
team process 

 

5. Line Manager’s Role 

 
The Line Manager is key in enabling an individual to develop competence. Line 
managers should ensure that they: 

 Clarify expectations & provide examples of what is required to 
demonstrate competency in the work environment. 

 Provide opportunities for the individual to develop the competencies 
required. 

 Identify opportunities for the application of learning, for example 
through delegating or handing over projects. 

 Provide and elicit feedback on performance. 
 Signpost activities or people who can help or support the individual. 
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6. Checklist to Development Success 

 

Steps to be Taken Completed 
√ 

1. Familiarise yourself with the NTU Competency Framework 
 2009. 

 

2. Identify the competencies and levels appropriate for your 
 job. Copy these onto the self assessment matrix. 

 

3. Collect evidence of when you have demonstrated 
 competencies. 

 

4. Seek feedback from others  

5. Discuss as part of PDCR  

6. Prioritise development activity to focus in key areas  

7. Complete personal development plan as part of PDCR  
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Appendix 1. Competency Framework Self Assessment 

 
Staff Member Name:  
Department:  
Job title:  Date:  
 
Competency Behaviours Evidence of application in the role 
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