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	MY MANAGEMENT
SKILLS & EXPERIENCE 
	Management Behaviours  

	This activity is designed to find out how you measure up in terms of what the Council expects of its managers. The Council has an agreed a consistent approach to how we manage people and include four management specific in all Manager’s performance indicators. 

For each Indicator, complete under each heading where you are able to provide specific evidence:

1. That you have  acquired the relevant skill from previous learning and development
2. That you can demonstrate that you consistently use that skill in your daily work practice
Once you have completed adding the evidence (from both learning & experience), give each piece of evidence a rating, between 1 – 5 (*1 being very strong evidence and *5 being insufficient evidence). Now highlight any sections that have a score below 3. 
The highlighted sections will form the basis of your development and improvement plan. Some of the skills gaps can be met through development routes and work based improvement plans will help you to focus your attention in those areas that are yet to be firmly embedded. 

This activity can be used to guide to setting meaningful PR & D objectives. As you progress your development plan, actions completed can be used as PR & D evidence.
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	Communication
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I make sure there are appropriate, sufficient and effective communication channels in place for the team, service or organisation for example regular 1-2-1s and team meetings
	
	
	
	

	I keep people up to date
	
	
	
	

	I communicate information clearly and concisely
	
	
	
	

	I am open and honest in my communication
	
	
	
	

	I provide constructive feedback/ advice/ instruction
	
	
	
	

	Customer Focus
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I encourage my team and others to be customer focused
	
	
	
	

	I invest effort in making a difference to how services are planned and delivered
	
	
	
	

	I work collaboratively across service/ team/ organisational boundaries to deliver excellent customer service
	
	
	
	

	I actively seek out customer feedback to identify service improvements
	
	
	
	

	Professionalism
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I am a role model for professionalism 
	
	
	
	

	I am flexible and willing to support change
	
	
	
	

	I demonstrate honesty and integrity in my decisions and actions
	
	
	
	

	I am accountable and hold others to account 
	
	
	
	

	I am task and solutions focused
	
	
	
	


	Respect 
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I recognise the time, effort and commitment of others 
	
	
	
	

	I show respect for people at all levels 
	
	
	
	

	I support corporate decisions once these are made
	
	
	
	

	I am fair and consistent in my approach 
	
	
	
	

	Creative / Innovative Thinking
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I look for more effective ways to improve the service and encourage others to come up with ideas and new ways of working
	
	
	
	

	I am prepared to take managed risks 
	
	
	
	

	Engagement
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I provide a shared vision and direction and align employee performance with team, service and organisational objectives
	
	
	
	

	I am accessible and approachable 
	
	
	
	

	I ensure relevant mechanisms are in place to encourage engagement
	
	
	
	

	I encourage good working relationships 
	
	
	
	

	I explain how decisions have been reached and involve people in decisions which affect them 
	
	
	
	

	I delegate responsibility appropriately striking the right balance between giving guidance and giving responsibility 
	
	
	
	


	Future Focused
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I demonstrate knowledge of the organisation’s vision, mission and aims and work to achieve these 
	
	
	
	

	I manage budgets and/ or resources effectively and look for opportunities to maximise budgets/ resources
	
	
	
	

	I seek to deliver results for the organisation
	
	
	
	

	I negotiate effectively 
	
	
	
	

	I see the bigger picture, both internally and externally, and take this into account when making decisions
	
	
	
	

	Team Leadership
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I demonstrate a positive approach to work 
	
	
	
	

	I manage change effectively
	
	
	
	

	I create a work environment which promotes health, safety and wellbeing 
	
	
	
	

	I am supportive and encouraging
	
	
	
	

	I represent the team’s interests to higher management
	
	
	
	

	I create a culture of learning, (e.g. I coach and mentor others)
	
	
	
	

	I regularly monitor and review performance – I recognise and acknowledge good performance; I deal with under performance and other problems at the earliest opportunity
	
	
	
	


SELF-LEADERSHIP SKILLS
	Self-Expression
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I can write to a variety of different audiences using plain English
	
	
	
	

	I can easily communicate complex ideas to a lay audience  using plain English 
	
	
	
	

	Successfully express my thoughts verbally and can encourage others to talk easily
	
	
	
	

	Give presentations confidently.
	
	
	
	

	Self-Promotion
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I am able to be assertive and can speak out where appropriate
	
	
	
	

	I can successfully present my point of view clearly and concisely
	
	
	
	

	I project a strong, professional presence to others. 
	
	
	
	

	I have the ability to persuade and influence the views of others by presenting clear facts and reasons
	
	
	
	

	I know and can communicate my key strengths effectively to others.
	
	
	
	

	
	
	
	
	

	Self-Confidence
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I am comfortable approaching and speaking to both internal and external potential partners.
	
	
	
	

	I find it easy establishing rapport with others.
	
	
	
	

	I feel confident when meeting new people.
	
	
	
	

	I do not think it is a weakness to ask others for help and seek assistance 
	
	
	
	

	I am comfortable with providing constructive feedback to others
	
	
	
	

	I feel confident in challenging my peers and superiors when appropriate
	
	
	
	

	Adaptability/ Flexibility
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I am flexible in responding quickly to changes in objectives/direction.
	
	
	
	

	I am able to handle several activities simultaneously but always take into account the working environment needs of others.
	
	
	
	

	I am committed to on-going progression. Regularly and proactively act on feedback & promote an ethos of continuous improvements
	
	
	
	

	I can remain effective and productive even when under time pressure.
	
	
	
	

	My strategy can be adapted to meet the changing nature of the public sector
	
	
	
	

	Work planning is a living, active document that takes into account changes in strategy and direction
	
	
	
	

	
	
	
	
	

	Commercial Awareness
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I understand the sectors I am working in and have an overview of how other sectors impact and relate to the work I deliver.
	
	
	
	

	My working environment, strategy and action planning takes into account the wider horizon across all sectors and reflect the National political, cultural and socio-economic landscape.
	
	
	
	

	I actively keep my awareness and of business and legislative knowledge current. And keep abreast of current affairs in order to understand what changes are impacting on my work (e.g. political, financial)
	
	
	
	

	I have a clear understanding of the assets I am responsible for and look for cost effective ways of managing all resources including staff.
	
	
	
	

	I actively look for commercial opportunities and seek out collaborative partnerships across public sector partners and other sectors 
	
	
	
	

	Self-Discipline
	Evidence from my previous development
	Rating
	Evidence from my 
work practice
	Rating

	I understand the work-based responsibilities that come with management and leadership.
	
	
	
	

	I follow through on the commitments I make and am trustworthy.
	
	
	
	

	I act with integrity and ‘walk the talk’, therefore lead by example and set a positive role model for others.
	
	
	
	


Development Note


You may like to store this exercise for future reference and revisit it so you can see the progress you have made. 


This can be a useful tool when setting and measuring your PR & D objectives.








Dig Deeper


The sections above are Aberdeen City Council’s performance indicators, and if you have a small development and improvement plan, or want to go beyond these core indicators, why not look to seeing how you rate on the additional sections below.


Modelling continuous improvement means you are leading by example. 








