Acquisition Leadership Effectiveness Inventory

To be Completed by the Participant

Introduction

You will complete the assessment inventory by providing two ratings for each leadership task or activity:

1. Identify the proficiency level that is required for successful performance in your job. 

2. Identify your current proficiency level.

Please note the following: 

· This questionnaire is designed for a wide range of management/leadership positions. Leadership tasks or activities listed here may not be required for your job. If you feel the task is not required for your job, you may rate the item as "No Proficiency" under the required rating column. 

· As you provide your ratings for the tasks and activities, keep in mind that it is unlikely that all are required equally in your job or that you do everything equally well. Your careful thought will result in more useful feedback. 

· The information you provide will be used to create a personalized feedback report to assist you in development planning. The results of this questionnaire are in no way associated with selection, promotion, or performance appraisal and are to be used strictly for development purposes. 

· The results are confidential. 

· You should provide your ratings within the context of your environment and responsibility areas. For example, the term "organization" in your context could mean the agency, the department or branch, or the work unit.

Required and Current Proficiency Levels

Instructions:

· Below are 105 leadership behaviors. Use the scale below to provide two ratings: 
1. The level of proficiency required for successful performance in your job. Consider factors such as: 1) the complexity or difficulty of the job, 2) the relevance of the task to your current position, and 3) the knowledge or skill it requires. 

Think about what your job requires without regard to your skill level.

2. Your current level of proficiency. Think of the full range of your experience on and off the job, without reference to any particular position.

NOTE: "No Proficiency" means that the task/behavior is not required of you and/or that you cannot presently perform the task. "Don’t Know" means that you do not know whether or not the task/behavior is required of you and/or that you do not know if you can perform the task/behavior.

· Enter your ratings in the blocks to the right of each item.
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1. Develops insights, innovative solutions, and non-traditional approaches to improve organizational effectiveness.



2. Creates an environment that encourages and rewards creativity and innovation.



3. Designs and implements new or innovative programs/processes.



4. Realistically assesses own strengths, weaknesses, and impact on others.



5. Seeks and makes use of feedback from others.



6. Invests time and energy in self-development and growth.



7. Integrates the acquisition of knowledge or skills (e.g., team sharing, lessons learned, sharing information databases) into day-to-day work.



8. Develops and implements methods to distribute/share knowledge throughout the organization.



9. Maintains currency with laws, regulations, policies, procedures, trends, and developments, both international and domestic, and their impact on own organization.



10. Determines how to sustain or achieve a competitive advantage for the organization by analyzing the best practices and lessons learned from other organizations.



11. Integrates Administration priorities and initiatives into accomplishing organizational goals and objectives.



12. Adapts behavior and work methods in response to new information, changing conditions, unexpected obstacles, or ambiguity.



13. Remains open to new ideas and approaches.



14. Works concurrently on related and/or conflicting priorities without losing focus or attention.



15. Responds constructively to reversals and setbacks (e.g., identifies lessons learned, looks for other opportunities to succeed).



16. Demonstrates belief in own abilities, ideas, and self-worth and maintains a positive view of self, even during difficult times.



17. Maintains a professional demeanor in stressful and difficult situations.



18. Maintains a healthy balance between personal life and work. 



19. Influences others to believe in the spirit of public service and their commitment to make a meaningful contribution.



20. Creates and fosters a culture that encourages a commitment to public service.



21. Demonstrates a commitment to quality public service through statements and actions.



22. Formulates effective strategies consistent with the business and a competitive strategy of the organization in a global economy.



23. Applies a long-term perspective in analyzing policy issues and developing strategic plans.



24. Develops objectives and sets priorities consistent with the organization’s long term strategies.



25. Adjusts strategic policies and plans in response to change, both internal and external.



26. Creates a shared vision of the future aligned with the agency’s vision.



27. Articulates and actively supports the agency’s vision in a way that causes employees at all levels to understand the organization’s goals, values, and strategies.



28. Acts as a catalyst for organizational change based upon a strategic view of the future.



29. Manages conflicts, confrontations, and disagreements in a constructive manner.



30. Takes steps to resolve conflict situations.



31. Addresses and seeks to resolve formal and informal complaints from employees.



32. Initiates and supports strategies and programs to manage conflict resulting from organizational change.



33. Models and encourages high standards of honesty, integrity, trust, openness and respect for others.



34. Promotes fair and ethical practices in all organizational activities.



35. Demonstrates a sense of responsibility and commitment to public trust.



36. Demonstrates congruence between statements and actions.



37. Recognizes the value of culture, ethnicity, gender, and other individual differences at all levels of the organization.



38. Creates an environment in which individuals are equally respected and recognized for their perspectives and contributions.



39. Provides employment and development opportunities to foster a diverse workforce.



40. Empowers others by sharing power and authority.



41. Inspires, motivates, and guides others toward goal accomplishment.



42. Fosters cooperation and teamwork within the organization.



43. Creates an environment that encourages and rewards cooperation, collective problem-solving and participative decision-making.



44. Builds trust and open communication among team members and with stakeholders.



45. Seeks consensus among diverse viewpoints to build commitment.



46. Develops leadership in others through coaching, mentoring, and rewarding.



47. Exercises management controls to ensure the integrity of the organization’s processes.



48. Takes responsibility for work products, services, and results.



49. Identifies how organizational or program results will be measured.



50. Monitors programs and/or activities and takes corrective actions when necessary.



51. Encourages others to take ownership of work, products, services, and results.



52. Identifies customers and other stakeholders.



53. Integrates customer needs and expectations into the development and delivery of services or products.



54. Establishes and uses feedback systems to meet customer requirements and expectations.



55. Continuously seeks to improve the quality of services, products and processes.



56. Acts decisively on own authority when timely action is needed, even in uncertain situations.



57. Makes difficult or controversial decisions when necessary.



58. Exercises good judgment by making sound and well-informed decisions.



59. Initiates actions that involve risk to achieve a recognized benefit or advantage.



60. Identifies new products, services, and capabilities.



61. Develops new products, services, and capabilities.



62. Recognizes and defines problems and issues.



63. Gathers relevant data to analyze problems and issues.



64. Develops alternative solutions and plans to solve problems.



65. Uses qualitative and quantitative data and analytical tools in problem solving.



66. Demonstrates technical proficiency and currency in areas of responsibility.



67. Appropriately applies procedures, requirements, regulations, policies, and standards related to specialized areas of expertise.



68. Prepares budgets for own organization, projects, and activities.



69. Applies an understanding of the roles and powers of the agency, OMB, and Congress in the budget process.



70. Explains or justifies budget requests.



71. Tracks expenses and monitors against budget to ensure cost-effective resource management.



72. Oversees or participates in managing procurement of equipment, facilities, supplies, or services.



73. Monitors performance of contractors or grantees.



74. Plans for needed or mandated changes in size and composition of staff.



75. Takes an active role in recruiting and/or retaining staff.



76. Determines needs and provides opportunities for employee orientation and career development.



77. Identifies performance expectations, assesses employee performance, gives timely feedback, and conducts formal performance appraisals.



78. Recognizes and rewards performance based on standards and organizational goals.



79. Takes appropriate corrective/disciplinary actions with employees.



80. Uses human resources practices that further affirmative employment.



81. Uses human resources practices that promote good labor-management and employee relations.



82. Supports programs and activities that promote employee well being such as safety, health, and family life.



83. Ensures self and staff are trained and capable in new information technology.



84. Strategically integrates information technologies into the workplace to improve organizational effectiveness.



85. Identifies and understands the interests and positions of others in the negotiation process.



86. Applies appropriate negotiation approaches to find mutually beneficial solutions to problems and/or conflicts.



87. Persuades management, employees, peers, and others to commit to a course of action.



88. Uses power, authority, and influence appropriately to achieve goals.



89. Gains cooperation from internal and external sources to obtain information and accomplish goals.



90. Provides positive feedback in a manner that reinforces or elicits desirable behavior.



91. Considers and responds appropriately to the needs, feelings, and capabilities of others.



92. Provides negative feedback constructively.



93. Treats all individuals with sensitivity and respect.



94. Orally presents ideas and facts in a clear, organized and convincing manner in a style, tone, and level appropriate to the audience and the occasion.



95. Listens to others and shows understanding of what they are saying.



96. Facilitates an open exchange of ideas.



97. Develops networks and builds alliances with key individuals or groups.



98. Collaborates with a variety of individuals and groups across organizational boundaries.



99. Identifies concerns of stakeholders to find common ground across interests.



100. Manages competition between individuals or groups to eliminate barriers to building partnerships.



101. Keeps current with internal and external politics, and issues that impact the work of the organization.



102. Anticipates the internal and external implications of statements or actions.



103. Considers political and organizational reality, the media, and special interests, in decision making.



104. Expresses facts and ideas in writing in a clear, convincing, and organized manner that is appropriate to the audience and occasion.



105. Reviews and critiques the writing of others in a constructive and substantive manner. 



Acquisition Leadership Effectiveness Inventory

To be Completed by the Supervisor

Introduction

The Acquisition Leadership Effectiveness Inventory is a leadership assessment instrument that is designed to help your subordinate identify leadership development needs and job strengths. It was originally developed by the U.S. Office of Personnel Management (OPM) and is based on studies that identified key competencies and tasks that are necessary for effective performance in most Federal management/leadership positions. The inventory was recently updated to reflect current leadership requirements and is based on OPM’s Executive Core Qualifications.

After you complete and return the assessment inventory, your subordinate will receive an individual feedback report, a valuable tool that he or she can use to create and prioritize development activities to increase leadership effectiveness.

You will complete the assessment inventory by providing two ratings for each leadership task or activity:

3. Identify the proficiency level that is required for successful performance in your subordinate’s job. 

4. Identify your subordinate’s current proficiency level.

Please note the following: 

· This questionnaire is designed for a wide range of management/leadership positions. Leadership tasks or activities listed here may not be required for your subordinate’s job. If you feel the task is not required for your subordinate’s job, you may rate the item as "No Proficiency" under the required rating column. 

· As you provide your ratings for the tasks and activities, keep in mind that it is unlikely that all are required equally in your subordinate’s job or that your subordinate does everything equally well. Your careful thought will result in more useful feedback. 

· The information you provide will be used to create a personalized feedback report to assist your subordinate in development planning. The results of this questionnaire are in no way associated with selection, promotion, or performance appraisal and are to be used strictly for development purposes. 

· The results are confidential. You will not have access to your subordinate’s data or feedback report, unless your subordinate provides you with a copy. You may want to meet with your subordinate to discuss the results and support their development. 

· You should provide your ratings within the context of your subordinate’s environment and responsibility areas. For example, the term "organization" in your subordinate’s context could mean the agency, the department or branch, or the work unit.

Required and Current Proficiency Levels

Instructions:

· Below are 105 leadership behaviors. Use the scale below to provide two ratings: 
3. The level of proficiency required for successful performance in your subordinate’s job. Consider factors such as: 1) the complexity or difficulty of the job, 2) the relevance of the task to your subordinate’s current position, and 3) the knowledge or skill it requires. 

Think about what your subordinate’s job requires without regard to your subordinate’s skill level.

4. Your subordinate’s current level of proficiency. Think of the full range of your subordinate’s experience on and off the job, without reference to any particular position.

NOTE: "No Proficiency" means that the task/behavior is not required of your subordinate and/or that he or she cannot presently perform the task. "Don’t Know" means that you do not know whether or not the task/behavior is required of your subordinate and/or that you do not know if he or she can perform the task/behavior.

· Enter your ratings in the blocks to the right of each item.
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1. Develops insights, innovative solutions, and non-traditional approaches to improve organizational effectiveness.



2. Creates an environment that encourages and rewards creativity and innovation.



3. Designs and implements new or innovative programs/processes.



4. Realistically assesses own strengths, weaknesses, and impact on others.



5. Seeks and makes use of feedback from others.



6. Invests time and energy in self-development and growth.



7. Integrates the acquisition of knowledge or skills (e.g., team sharing, lessons learned, sharing information databases) into day-to-day work.



8. Develops and implements methods to distribute/share knowledge throughout the organization.



9. Maintains currency with laws, regulations, policies, procedures, trends, and developments, both international and domestic, and their impact on own organization.



10. Determines how to sustain or achieve a competitive advantage for the organization by analyzing the best practices and lessons learned from other organizations.



11. Integrates Administration priorities and initiatives into accomplishing organizational goals and objectives.



12. Adapts behavior and work methods in response to new information, changing conditions, unexpected obstacles, or ambiguity.



13. Remains open to new ideas and approaches.



14. Works concurrently on related and/or conflicting priorities without losing focus or attention.



15. Responds constructively to reversals and setbacks (e.g., identifies lessons learned, looks for other opportunities to succeed).



16. Demonstrates belief in own abilities, ideas, and self-worth and maintains a positive view of self, even during difficult times.



17. Maintains a professional demeanor in stressful and difficult situations.



18. Maintains a healthy balance between personal life and work. 



19. Influences others to believe in the spirit of public service and their commitment to make a meaningful contribution.



20. Creates and fosters a culture that encourages a commitment to public service.



21. Demonstrates a commitment to quality public service through statements and actions.



22. Formulates effective strategies consistent with the business and a competitive strategy of the organization in a global economy.



23. Applies a long-term perspective in analyzing policy issues and developing strategic plans.



24. Develops objectives and sets priorities consistent with the organization’s long term strategies.



25. Adjusts strategic policies and plans in response to change, both internal and external.



26. Creates a shared vision of the future aligned with the agency’s vision.



27. Articulates and actively supports the agency’s vision in a way that causes employees at all levels to understand the organization’s goals, values, and strategies.



28. Acts as a catalyst for organizational change based upon a strategic view of the future.



29. Manages conflicts, confrontations, and disagreements in a constructive manner.



30. Takes steps to resolve conflict situations.



31. Addresses and seeks to resolve formal and informal complaints from employees.



32. Initiates and supports strategies and programs to manage conflict resulting from organizational change.



33. Models and encourages high standards of honesty, integrity, trust, openness and respect for others.



34. Promotes fair and ethical practices in all organizational activities.



35. Demonstrates a sense of responsibility and commitment to public trust.



36. Demonstrates congruence between statements and actions.



37. Recognizes the value of culture, ethnicity, gender, and other individual differences at all levels of the organization.



38. Creates an environment in which individuals are equally respected and recognized for their perspectives and contributions.



39. Provides employment and development opportunities to foster a diverse workforce.



40. Empowers others by sharing power and authority.



41. Inspires, motivates, and guides others toward goal accomplishment.



42. Fosters cooperation and teamwork within the organization.



43. Creates an environment that encourages and rewards cooperation, collective problem-solving and participative decision-making.



44. Builds trust and open communication among team members and with stakeholders.



45. Seeks consensus among diverse viewpoints to build commitment.



46. Develops leadership in others through coaching, mentoring, and rewarding.



47. Exercises management controls to ensure the integrity of the organization’s processes.



48. Takes responsibility for work products, services, and results.



49. Identifies how organizational or program results will be measured.



50. Monitors programs and/or activities and takes corrective actions when necessary.



51. Encourages others to take ownership of work, products, services, and results.



52. Identifies customers and other stakeholders.



53. Integrates customer needs and expectations into the development and delivery of services or products.



54. Establishes and uses feedback systems to meet customer requirements and expectations.



55. Continuously seeks to improve the quality of services, products and processes.



56. Acts decisively on own authority when timely action is needed, even in uncertain situations.



57. Makes difficult or controversial decisions when necessary.



58. Exercises good judgment by making sound and well-informed decisions.



59. Initiates actions that involve risk to achieve a recognized benefit or advantage.



60. Identifies new products, services, and capabilities.



61. Develops new products, services, and capabilities.



62. Recognizes and defines problems and issues.



63. Gathers relevant data to analyze problems and issues.



64. Develops alternative solutions and plans to solve problems.



65. Uses qualitative and quantitative data and analytical tools in problem solving.



66. Demonstrates technical proficiency and currency in areas of responsibility.



67. Appropriately applies procedures, requirements, regulations, policies, and standards related to specialized areas of expertise.



68. Prepares budgets for own organization, projects, and activities.



69. Applies an understanding of the roles and powers of the agency, OMB, and Congress in the budget process.



70. Explains or justifies budget requests.



71. Tracks expenses and monitors against budget to ensure cost-effective resource management.



72. Oversees or participates in managing procurement of equipment, facilities, supplies, or services.



73. Monitors performance of contractors or grantees.



74. Plans for needed or mandated changes in size and composition of staff.



75. Takes an active role in recruiting and/or retaining staff.



76. Determines needs and provides opportunities for employee orientation and career development.



77. Identifies performance expectations, assesses employee performance, gives timely feedback, and conducts formal performance appraisals.



78. Recognizes and rewards performance based on standards and organizational goals.



79. Takes appropriate corrective/disciplinary actions with employees.



80. Uses human resources practices that further affirmative employment.



81. Uses human resources practices that promote good labor-management and employee relations.



82. Supports programs and activities that promote employee well being such as safety, health, and family life.



83. Ensures self and staff are trained and capable in new information technology.



84. Strategically integrates information technologies into the workplace to improve organizational effectiveness.



85. Identifies and understands the interests and positions of others in the negotiation process.



86. Applies appropriate negotiation approaches to find mutually beneficial solutions to problems and/or conflicts.



87. Persuades management, employees, peers, and others to commit to a course of action.



88. Uses power, authority, and influence appropriately to achieve goals.



89. Gains cooperation from internal and external sources to obtain information and accomplish goals.



90. Provides positive feedback in a manner that reinforces or elicits desirable behavior.



91. Considers and responds appropriately to the needs, feelings, and capabilities of others.



92. Provides negative feedback constructively.



93. Treats all individuals with sensitivity and respect.



94. Orally presents ideas and facts in a clear, organized and convincing manner in a style, tone, and level appropriate to the audience and the occasion.



95. Listens to others and shows understanding of what they are saying.



96. Facilitates an open exchange of ideas.



97. Develops networks and builds alliances with key individuals or groups.



98. Collaborates with a variety of individuals and groups across organizational boundaries.



99. Identifies concerns of stakeholders to find common ground across interests.



100. Manages competition between individuals or groups to eliminate barriers to building partnerships.



101. Keeps current with internal and external politics, and issues that impact the work of the organization.



102. Anticipates the internal and external implications of statements or actions.



103. Considers political and organizational reality, the media, and special interests, in decision making.



104. Expresses facts and ideas in writing in a clear, convincing, and organized manner that is appropriate to the audience and occasion.



105. Reviews and critiques the writing of others in a constructive and substantive manner. 



