PROJECT MANAGEMENT COMPETENCY MODEL

	
	
	
	Project Management Job Classifications

	
	
	Project Management Competency Elements

1=Basic, 2=Development, 3=Proficient, 4=Mastery, 5=Expert
	Project Admin 
	Tech Lead
	PM Level 1
	PM Level 2
	PM Level 3
	7Program Manager
	Portfolio Manager
	EPMO Manager

	TEAM SKILLS
	.
	
	
	
	
	
	
	

	
	PERSONAL CHARATERISITCS
	
	
	
	
	
	
	
	

	
	
	Motivation .  Maintains an enthusiastic, positive attitude and strong commitment to quality toward all assigned projects and tasks.  
	Required by All


	Required by All


	Required by All


	Required by All


	Required by All


	Required by All


	Required by All


	Required by All



	
	
	Initiative - Self-starter- Persistently follows through till completion.
	
	
	
	
	
	
	
	

	
	
	Creativity-Demonstrates imagination; has the ability to conceptualize and to "think on feet".
	
	
	
	
	
	
	
	

	
	
	Professionalism - Demonstrates reliability, confidence, integrity, loyalty and a professional appearance. 
	
	
	
	
	
	
	
	

	
	
	Judgment- Confidentiality / accountability - Appropriately guard confidentiality of communication, assumes accountability and possesses accurate sense of personal capabilities.    
	
	
	
	
	
	
	
	

	
	
	Judgment- Decision Making - Arrives at appropriate decisions given the available level of information and circumstances. 
	
	
	
	
	
	
	
	

	
	
	Teamwork- Flexibility / Objectivity - Exhibits flexibility and objectivity in working with others to meet common objectives; shares information with peers; maintains a positive attitude toward organizational goals.  Demonstrates a willingness to change and adapt as conditions and the needs of the team change.
	
	
	
	
	
	
	
	

	
	
	Teamwork - Contributes to Team Behavior - Voluntarily assists others to obtain results.   Provides positive and constructive, humane, substantive feedback to project team members.
	
	
	
	
	
	
	
	

	
	
	Interpersonal Skills- Works Well With Others - Displays cooperative, supportive, sensitive attitude and creates rapport with co-workers and clients.  
	
	
	
	
	
	
	
	

	
	
	Interpersonal Skills- Flexibility- Adjusts to the situation and works with others to meet common objectives.  
	
	
	
	
	
	
	
	

	
	
	Interpersonal Skills- Receptivity - Is receptive and open to new suggestions and ideas.  
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	Leadership- Character – Demonstrates confidence, caring, resourcefulness, integrity, endurance, maturity, openness, inclusiveness, rigor, discipline and a sense of humor in dealings with clients and other <Organization Name> team members.  
	
	
	
	
	
	
	
	

	
	
	Leadership- Character – Demonstrates confidence, caring, resourcefulness, integrity, endurance, maturity, openness, inclusiveness, rigor, discipline and a sense of humor in dealings with clients and other <Organization Name> team members.  
	
	
	
	
	
	
	
	

	
	
	Leadership – Style- Demonstrates ability to adapt leadership styles according to project environment. Adept at persuasive, collaborative, and consensus styles of leadership. Comfortable in working with no, little, or unclear authority. 
	
	
	
	
	
	
	
	

	
	
	Leadership – Stakeholders- Develops ongoing relationships with key stakeholders in other parts of the organizations. 
	
	
	
	
	
	
	
	

	
	
	Quality of Work- Deliverables – Delivers high quality work products; pays attention to details of deliverable (e.g. proofreads, double-checks, perform QA).   
	
	
	
	
	
	
	
	

	
	
	Quality of Work- Methodology- Conducts work using appropriate methodology.   
	
	
	
	
	
	
	
	

	
	
	Quality of Work- Personal Pride – Takes pride in the results of their work.
	
	
	
	
	
	
	
	

	
	
	Timeliness of Work- Effective Time Management- Effectively uses time management skills and executes tasks within the defined work schedule. Keeps management informed of status of work. 
	
	
	
	
	
	
	
	

	
	
	Timeliness of Work –Effective Work Prioritization- Balances assignments effectively. 
	
	
	
	
	
	
	
	

	
	
	Productivity – Effectiveness / Efficiency – Works effectively and efficiently and completes tasks within the defined guidelines/parameters and budget.  
	
	
	
	
	
	
	
	

	
	
	Productivity- Manages Personal Utilization – Seeks out additional productive work when personal utilization is below target.
	
	
	
	
	
	
	
	

	
	
	Capacity for Work- Exhibits the stamina to persevere and is a hard worker.  
	
	
	
	
	
	
	
	

	
	
	Response to Pressure- Effectively manages competing priorities and demands.
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	COMMUNICATION SKILLS
	
	
	
	
	
	
	
	

	
	
	Writing- Effectiveness – Expresses ideas and summarizes findings and recommendations in a concise and easily understood manner.
	
	
	
	
	
	
	
	

	
	
	Writing - Protocol- Displays understanding of the proper protocol for written communication (e.g. client v. internal correspondence).
	
	
	
	
	
	
	
	

	
	
	Speaking- Clarity / Authority / Command of Subject Matter - Articulates ideas with conciseness, clarity, authority and confidence. 
	
	
	
	
	
	
	
	

	
	
	Speaking - Conveys Technical Information Effectively - Demonstrates ability to translate technical information into a business and project context and vice versa.
	
	
	
	
	
	
	
	

	
	
	Listening-Listens to others and works effectively to understand all project stakeholders' perspectives.  Works much more strongly "to understand" than "to be understood".
	
	
	
	
	
	
	
	

	
	
	 Interviewing.  Prepares comprehensive project stakeholder interview plans; asks probing questions which promote comments; interprets responses accurately and records results of the interview. 
	
	
	
	
	
	
	
	

	
	
	Conducting Meetings-Preparation- Prepares and communicates an agenda and objectives (prior to meetings). 
	
	
	
	
	
	
	
	

	
	
	Conducting Meetings-Execution- Keeps meeting within scheduled timeframe, resolves issues and achieves defined objectives.
	
	
	
	
	
	
	
	

	
	
	Conducting Meetings-Follow-up- Ensures that all participants are clear about decisions made, and provides comprehensive minutes and action item documents.
	
	
	
	
	
	
	
	

	
	
	Preparing Reports, Proposals and Presentations - Writes client proposals, reports, manuals, and presentations, ensuring that the document is technically accurate, organized appropriately, uniform in terms of style, and communicates accurately and clearly.
	
	
	
	
	
	
	
	

	
	
	Delivering Presentations- Plans, organizes, and delivers appropriate, formal oral presentations relating to client work and internal <Organization Name> matters.  
	
	
	
	
	
	
	
	

	
	
	Group Facilitation- Leads small group meetings or discussions so that the objective of the meeting  is clearly accomplished.     
	
	
	
	
	
	
	
	

	
	
	Use of Software Applications- Is proficient in all applications required for their particular job level. 
	
	
	
	
	
	
	
	

	PROFESSIONAL SKILLS
	
	
	
	
	
	
	
	

	
	
	Problem Solving-Approach- Deals confidently with complex problems, distinguishing the essential from the non-essential. 
	
	
	
	
	
	
	
	

	
	
	Problem Solving-Resolution- Defines problems precisely; identifies multiple solution options and recommends solution with the greatest potential for success.
	
	
	
	
	
	
	
	

	
	PEOPLE MANAGEMENT
	
	
	
	
	
	
	
	

	
	
	Staff Management-Strategy- Cultivates the motivation of team members.  Promotes an environment of teamwork and accomplishing work through others. 
	
	
	
	
	
	
	
	

	
	
	Staff Management-Cross-Department Teams- Demonstrates the know-how to assist the team establish a mission and set goals and objectives. Helps cross Department team members balance their responsibilities to the team and their Department departments.
	
	
	
	
	
	
	
	

	
	
	Staff Management-Executing- Issues clear and realistic instructions and facilitates resolution of conflict among team members. At the E05 level and above, manages high sustainable capacity by project teams, while ensuring the health of the project team
	
	
	
	
	
	
	
	

	
	
	Staff Management-Nurturing- Provides constructive and positive feedback and encourages and requires autonomy, team behaviors, ownership, and responsibility in all staff members. Protects team from undue and counterproductive interference.
	
	
	
	
	
	
	
	

	
	
	Mentoring-Execution- Assists, encourages, teaches, explains and leads others. Continuously sets a positive example for others to follow.   
	
	
	
	
	
	
	
	

	
	
	Mentoring-Growth- Perceived as a trusted counselor/guide helping peers and less senior members enhance their skills. 
	
	
	
	
	
	
	
	

	
	
	Staff Development-Staffing- Structures staff assignments to provide challenge and professional growth.
	
	
	
	
	
	
	
	

	
	
	Staff Development-Nurturing- Motivates staff to achieve full potential and counsels staff on career progress and development. Provides well-structured feedback to project team member's Department management
	
	
	
	
	
	
	
	

	
	
	Staff Development-Recruitment- Participates actively in recruitment process.
	
	
	
	
	
	
	
	


	
	CLIENT SERVICE
	
	
	
	
	
	
	
	

	
	
	Managing Client Relationships-Building- Ensures that the client has an accurate understanding of the project and project status. 
	
	
	
	
	
	
	
	

	
	
	Managing Client Relationships-Communicating- Identifies client needs and communicates them to all team members. 
	
	
	
	
	
	
	
	

	
	
	Managing Client Relationships-Maintaining- Maintains ongoing relationship with key client contacts.
	
	
	
	
	
	
	
	

	
	
	Interaction with Client Team.  Maintains excellent (internal to <Organization Name>) communications about client with the Account Manager and management.
	
	
	
	
	
	
	
	

	
	
	Achieving Client Satisfaction-Understanding- Demonstrates understanding of client's business and seeks ways to give client a competitive advantage.
	
	
	
	
	
	
	
	

	
	
	Achieving Client Satisfaction-Responding- Deals promptly with customer requests.
	
	
	
	
	
	
	
	

	
	
	Achieving Client Satisfaction-Communicating- Prepares thoroughly for client meetings.
	
	
	
	
	
	
	
	

	
	
	Achieving Client Satisfaction-Excelling- Exceeds client expectations.
	
	
	
	
	
	
	
	

	
	
	Networking-Establishment- Establishes and maintains relationships with associates from the industry and community.
	
	
	
	
	
	
	
	

	TECHICAL SKILLS
	
	
	
	
	
	
	
	

	
	CORE SKILLS
	
	
	
	
	
	
	
	

	
	
	Networking-Execution- Actively works to build reputation of <Organization Name> and self.
	
	
	
	
	
	
	
	

	
	
	Networking-Expansion- Assumes leadership role in professional and community organizations.
	
	
	
	
	
	
	
	

	
	
	New Service Offerings.  Stays abreast of industry trends and recommends new best practices and services for <Organization Name> to focus on; participates in development and positioning of new services.
	
	
	
	
	
	
	
	

	
	
	Business Development- Understands the full range of <Organization Name> capabilities and applies them to customer's need. Recognizes and explores opportunities, converting them into revenue-generating engagements. This includes the ability to investigate and define customer needs and requirements, and to develop solutions in conjunction with sales personnel.
	
	
	
	
	
	
	
	

	
	
	Integration Management- Develops a project management plan using historical information, organization policies, and a methodology that clearly guides the project's execution and control. The project management plan documents assumptions, risks, communication and quality requirements, change process, and provide a baseline for which progress can be measured.
	
	
	
	
	
	
	
	

	
	
	Integration Management- Executes the project management plan by directing the project team, measuring and evaluating performance, resolving issues, and controlling changes.  Coordination and documentation of activities is performed on a regular cycle.
	
	
	
	
	
	
	
	

	
	
	Integration Management- Formally manages change to the project. Changes are identified, investigated, and evaluated.  Implementation recommendations are presented for approval from the proper project stakeholders.  Documentation is thorough whether changes are implemented or not.  All approved changes are reflected throughout the project management plan.
	
	
	
	
	
	
	
	

	
	
	Scope Management-Project Coordination- Demonstrates the ability to coordinate the various elements of a project including scheduling, cost, quality, resources, procurement and communications.  
	
	
	
	
	
	
	
	

	
	
	Scope Management-Project Planning- Develop a project management plan  through consistent planning processes. The scope of the project should include scheduling, cost, quality, resources, procurement and communications in the project and the risks that may impact them.
	
	
	
	
	
	
	
	

	
	
	Scope Management-Project Implementation- Execute a project management plan by performing the planned activities and thorough documentation throughout the project life cycle.
	
	
	
	
	
	
	
	

	
	
	Scope Management- Project Definition- Manage the project definition from writing of a Statement of Work to signature by the Customer and <Organization Name>.
	
	
	
	
	
	
	
	

	
	
	Scheduling Management- Demonstrates an ability to manage projects through consistent processes to ensure their timely completion.  This includes: identifying the specific activities that must be performed to produce the various project deliverables, sequencing and identifying dependencies between activities, determining fixed and resource-driven activity duration with resource work estimates, developing a realistic schedule with client acceptance, and controlling changes to the schedule through formal change control processes.
	
	
	
	
	
	
	
	

	
	
	Cost Management-Financial Responsibility- Demonstrate an ability to complete projects within approved budgets  through consistent processes. That includes determining which resources, equipment, and materials at what quantities each should be used to complete project activities.
	
	
	
	
	
	
	
	

	
	
	Cost Management-Financial Monitoring- Demonstrate the ability to monitor project cost and report variations from budget to management for corrective action. Insure customer invoices are correct and generated in a timely manner. 
	
	
	
	
	
	
	
	

	
	
	Cost Management-Budgeting-Develop an estimated project budget from resource work estimates; allocate  the overall budget to individual activities.
	
	
	
	
	
	
	
	

	
	
	Cost Management-Control- Manage the overall project budget against actual results. This includes managing any project reserve budgets, and controlling changes to the project budget through formal change control processes. 
	
	
	
	
	
	
	
	

	
	
	Cost Management- Fee Management- Demonstrate an understanding of the various types of fees and financial arrangements and the ability to apply each; Understands and is responsible for the profitability of the project.  Some internal concepts to be understood are :    NTS Plus, Direct-billing for <Organization Name> Services, Third party payment, Cross Charges, Resource Sharing, General Ledger Adjustments, Revenue Sharing, Leasing, Maintenance contracts, NFSO internal rate structures. 
	
	
	
	
	
	
	
	

	
	
	Quality Management- Understands and demonstrates an ability to ensure that the project will satisfy the client's needs for which it was undertaken.  This includes: identifying which client requirements are relevant to the project and determining how to satisfy them, evaluating overall project performance on a regular basis through formal project status reviews to provide confidence that the project will satisfy the customer requirements, monitoring specific project results, and identifying and implementing processes to eliminate any causes of unsatisfactory performance. 
	
	
	
	
	
	
	
	

	
	
	Human Resource Management-Teamwork-Demonstrates the ability to work in a team environment to make the most effective use of the people involved with the project. 
	
	
	
	
	
	
	
	

	
	
	Human Resource Management- Personnel Management Develop and implement the staffing plan for a project conforming to all <Organization Name> HR guidelines. This includes hiring, transferring, third party resources, and resource sharing from other <Organization Name> locations to staff the project as appropriate. Also included is the use of the <Organization Name> Employee Retention procedure throughout the life of the project.    
	
	
	
	
	
	
	
	

	
	
	Human Resources Management-Project Planning and Implementation- Identifying, documenting, and assigning roles and responsibilities with reporting relationships; getting the right people assigned to and working on the project; developing individual and group skills to enhance project performance. 
	
	
	
	
	
	
	
	

	
	
	Human Resource Management- Cross-Function Teams-Experienced in managing group process issues, facilitating team member participation, conflict resolution, consensus building, and providing performance reviews to the management of other <Organization Name> staff contributing to the project.  
	
	
	
	
	
	
	
	

	
	
	Risk Management- Demonstrates an ability to identify, analyze, and respond to project risk through formal and consistent processes.  This includes: Analyzing which risks are likely to effect the project and documenting their characteristics; Evaluating risks and risk interactions to assess the range of possible project outcomes; Developing risk mitigation activities to keep the project on course; and Controlling changes risk over the life of the project. 
	
	
	
	
	
	
	
	

	
	
	Procurement Management- Products and Services Procurement- Identifying what to procure and when. Documenting vendor, product/service and vendor-relationship requirements and critical success factors. Negotiating the vendor contract, including resolution of any open issues. Understanding client and <Organization Name> acquisition processes, requirements and restrictions.  Defining and implementing contract closeout and engaging the right <Organization Name> organizations as appropriate or required.  
	
	
	
	
	
	
	
	

	
	
	Procurement Management-Vendor Relationships-Identifying prospective suppliers, obtaining quotes, bids or proposals as appropriate; Evaluating and selecting vendors based on defined success criteria; Managing vendor relationships; Administering the vendor contract including open issue escalation as needed. 
	
	
	
	
	
	
	
	

	
	
	Communications Management-Communications Planning- Determining the information and communications needs of the project stakeholders.   
	
	
	
	
	
	
	
	

	
	
	Communications Management-Information Distribution- Making needed information available to project stake holders in a timely manner.  
	
	
	
	
	
	
	
	

	
	
	Communications Management-Performance Reporting-Collecting and disseminating performance information (e.g. status reports, progress measurement, and forecasting).
	
	
	
	
	
	
	
	

	
	
	<Organization Name> Organization Management- Structure- Demonstrates the knowledge, understanding, and acceptance of the <Organization Name> mission statement; Knowledge of the <Organization Name> corporate organizational structure, including the key executives and their basic areas of responsibility. The structure, resources, and key executives of local branches and the appropriate regional organization.  The various central and corporate services group, their executives, available resources, functions, offerings, and facilities for internal as well as client-oriented requirements.  
	
	
	
	
	
	
	
	

	
	
	Communications Management-Administrative Closure- Generating, gathering and disseminating information to formalize review / completion of phases or project completion.
	
	
	
	
	
	
	
	

	
	
	<Organization Name> Organization Management- Practices- Demonstrates a working knowledge of the people, tools, policies, processes and procedures governing access to and utilization requirements for the various functions, services and facilities of these groups, including product, service, and administrative areas.   
	
	
	
	
	
	
	
	

	
	
	Change Management – Identify-  Demonstrates an ability to recognize and identify events constituting a change in scope; Clearly communicate the nature of the change; 
	
	
	
	
	
	
	
	

	
	
	Change Management – Execute - Evaluate the impact of the change upon the project, <Organization Name>, and the customer; and Execute a sound change management process, including the negotiation of scope and fee modifications. 
	
	
	
	
	
	
	
	

	
	
	Use of Software Tools- For their particular job level, is proficient in all applications (i.e., Word, Excel, Access,  MS Project,  add other system names here, etc). Demonstrates ability to create and modify project tools, such as forms, templates, schedules, databases, reports, etc.  
	
	
	
	
	
	
	
	

	
	
	Deliverables Management- Ensures project specifications, budget constraints and time constraints have been met and customer satisfaction has been met or exceeded via appropriate project status reviews and/or closure. 
	
	
	
	
	
	
	
	

	
	
	Understanding of Current Technology-  Demonstrates a general understanding of current technology in order to clearly follow the work of the project team
	
	
	
	
	
	
	
	

	
	
	Awareness of Technology Trends- Demonstrates an understanding of the trends driving change in the industry; effectively communicates trends with emerging technologies to clients; helps to position <Organization Name> to capitalize on new technologies.
	
	
	
	
	
	
	
	

	
	
	Understanding of Project Process & Tools- Demonstrates an understanding of project processes for planning, controlling, and closing projects and the tools associated with each process. Level PM04 and above should educate and  mentor in this area.
	
	
	
	
	
	
	
	

	
	
	Best Practices-Consistently utilizes best practices, and contributes to their evolvement.
	
	
	
	
	
	
	
	

	
	
	Integrator- Demonstrates the ability to see the 'big picture' of projects and the way they fit into the overall plan for the client's organization.  Demonstrates the ability to coordinate and communicate multiple project efforts inside and outside the project organization.
	
	
	
	
	
	
	
	

	
	
	Communicator- Demonstrates the ability to decipher and send the appropriate project information to the appropriate project audience in a form that is understandable.
	
	
	
	
	
	
	
	

	
	
	Leader & Motivator- Demonstrates the ability to solve conflicts as they arise, guide people from different backgrounds to the project's end result while motivating participants not directly under his or her authority.
	
	
	
	
	
	
	
	

	
	
	Decision Maker- Demonstrates the ability to make key decisions for different projects at different times in their life cycle.  Key decisions might include the allocation of resources, the costs of performance and schedule tradeoffs, and changing the scope.
	
	
	
	
	
	
	
	

	
	
	Climate Creator.  Demonstrates the ability to create an environment early in the project life cycle that has a supportive atmosphere where the client and project team members can work together and not against each other.  That supportive environment helps to prevent misunderstandings and conflicts. 
	
	
	
	
	
	
	
	

	
	EXPERIENCE  and CERTIFICATIONS
	
	
	
	
	
	
	
	

	
	
	Years of Industry Experience.  Has the required number of years experience in the industry.  These are just guidelines and not hard and fast timeframes that must be met.
	
	
	
	
	
	
	
	

	
	
	PMI's CAPM Certification- A Certified Associate in Project Management is a project management practitioner who has demonstrated fundamental project management knowledge and experience by supporting projects using project management tools, techniques, and methodologies. While participating as a member of a project team the CAPM typically relies on experienced project management practitioners for guidance, direction, and approval
	
	
	
	
	
	
	
	

	
	
	PMI's PMP Certification - A Project Management Professional
	
	
	
	
	
	
	
	

	
	
	Master's Certificate of Project Management.  Is working towards, has attained, or is supplementing a Master's Certificate in project management.
	
	
	
	
	
	
	
	

	
	EDUCATION (D =  Desired, R = Required)
	
	
	
	
	
	
	
	

	
	
	Associates Degree.  Is working towards or has attained an Associate's Degree in an industry related subject.
	
	
	
	
	
	
	
	

	
	
	Bachelor Degree.  Is working towards or has attained a Bachelor's Degree in an industry related subject or management program.
	
	
	
	
	
	
	
	

	
	
	Masters Degree.  Is working towards or has attained a Master's Degree in Business Administration or Project Management.
	
	
	
	
	
	
	
	

	
	
	Continuing Education Points/Year- Has attended seminars, workshops, and events to accumulate the minimum number of continuing education points per year.
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