Core Competency 3:  Professionalism

Performance Criteria

The employee…

· Is patient to hear the entire story

· Is calm under pressure

· Is timely with information

· Is positive, reliable, and trustworthy 

· Responds to all people equitably

· Is proactive when handling all situations

· Possesses the ability to handle all matters in a professional and confidential manner

Examples of evidence

The employee…

	Meets Competency
	Does Not Meet Competency

	· Demonstrates patience and good listening skills

· Treats all people with respect and fairness

· Provides efficient and pleasant assistance 

· Instills confidence in others

· Responds to questions and requests in a timely manner

· Is dependable, reliable, and punctual

· Remains calm under pressure 

· Approaches situations with a positive attitude

· Demonstrates initiative

· Keeps appropriate matters confidential

· Demonstrates leadership when circumstances warrant

· Shares accountability for outcomes


	· Lacks patience and interrupts frequently

· Uses inappropriate communication styles 

· Is argumentative and/or intimidating

· Lacks initiative in job performance

· Frequently has unexcused tardiness or absences

· Rarely demonstrates a positive attitude and demeanor

· Does not treat others fairly/equitably

· Violates or is careless about protecting confidentiality


