Career Level Guide and Checklist for Directors

This document describes the professional series entitled Directors.  These are guidelines and are not intended to be all inclusive of the duties of a Director, the capabilities of individual incumbents, or absolute criteria for advancement.  This document does not guarantee employment.  Advancement opportunity subject to employee qualifications.


	Criteria
	Definition
	Competency Level I
	Competency Level II
	Competency Level III

	
	
	Developing Director
	Seasoned Director
	Career Director

	Summary
	Brief explanation of the essence of the job


	· Demonstrates a working knowledge of directing and developing projects that are directed and completed within proper scope, budget and scheduling


	· Demonstrates thorough knowledge of project management and accountability  for the direction of cost-effective development and  management of new buildings and/or existing structures, including budget analysis and reporting of overall project control


	· Demonstrates advanced knowledge of directing and managing highly complex/high profile projects, providing leadership and direction, ensuring adherence to project budget and scope



	“Short Test”

for Classification
	Key job characteristics that significantly differentiate one level from another


	· Demonstrates working knowledge of strategic planning and project management, by directing and managing the project budget, and work goals and objectives all of which support  the strategic plan

· Provides technical advice and guidance regarding plans, specification and contracts to support staff in completion of projects


	· Demonstrates advanced knowledge of the strategic planning process by considering the strategic initiatives of others in the development of strategic goals, objectives, and initiatives

· Provides advanced knowledge to senior management and support staff regarding plan specifications, project compliance and contracts 


	· Demonstrates thorough knowledge of strategic planning and project management within functional area, by developing work goals and objectives which support the strategic plan, anticipating obstacles to success and developing plan to mitigate them, and projecting and planning future resource needs which will necessary to accomplish strategic objectives

· Routinely consulted by senior management due to expertise in all areas of  project development  

· Identifies future trends within functional area that could be used division-wide



	Basis for Progress Through This Level
	Requisite capabilities that must be demonstrated consistently before advancement can be considered


	· Demonstrates ability to direct  the completion of  highly complex projects within proper scope, budget and scheduling

· Demonstrates thorough knowledge of project specifications by recognizing and incorporating all relevant procedures, standards, and specifications in all projects

· Demonstrates proficient project management skills by managing multiple complex high impact projects, within functional area
	· Directs and manages production, estimation, design, bidding and scheduling for multiple highly complex/high profile, high dollar projects

· Demonstrates advanced knowledge in the application or project standards and specifications within functional area by recognizing the need for new or revised standards and specifications, providing guidance in their development, and interpreting them for others
	· Maintains persistency of all projects, forecasting and monitoring costs, and schedules and project progress

· Demonstrates expert knowledge in the application of project design standards and specifications within functional area by identifying the need for new or revised standards and specifications, providing alternatives and making recommendations to improve efficiency 

· Develops and defends controversial/high dollar value project plans and budgets for projects within functional area



	Knowledge/

Experience
	Characteristics that describe the nature of the knowledge and experience required to perform the job successfully
	· Possesses a proficient understanding of architectural and engineering principles and apply them to University projects. 

· Demonstrates ability to direct and manage multiple projects within functional area


	· Possesses an advanced understanding of architecture and engineering principles and applies them to University projects.

· Demonstrates advanced ability to direct and manage projects within functional area for multiple complex projects


	· Possesses an expert knowledge of architecture and engineering and applies to University projects.

· Demonstrates expert ability to direct and manage projects within functional area for multiple highly complex high  profile projects



	Management Skills
	Skills needed to direct and manage projects/programs


	· Provides direct supervision and  accountability for the leadership and direction of staff and budget within functional area

· Selects and hires qualified staff within established budget parameters

· Defines goals and measures to achieve project plan objectives 

· Counsels and develops staff through career development and training

· Addresses individual performance issues as they occur
	· Collaborates with professional staff to develop appropriate goals and objectives for functional area

· Develops effective staffing plans with established budget parameters

· Makes staffing recommendations and selects/hires qualified staff

· Counsels staff on longer-term career growth

· Addresses individual performance issues as they occur and provides timely and balanced feedback to reinforce and improve performances
	· Collaborates with senior management to translate Department objectives in to function goals and objectives

· Identifies long-term staffing needs and executes plan to achieve staffing plan

· Mentors professional staff for professional career growth that enhances the long-term capabilities needed by the department

· Takes action to recognize accomplishments and identify causes of performance deficiencies

 

	Communication Skills
	Key interpersonal and communication skills needed to accomplish work


	· Demonstrates basic verbal communication skills by articulating issues clearly and concisely in a manner that convinces, influences or has an impact on others

· Demonstrates proficient written skills by creating reports that are clear and concise and convincing to others

· Processes and disseminates information pertinent to the needs of others
	· Demonstrates proficient verbal communication skills by speaking clearly and concisely, by actively listening to others, and by asking probing or open-ended questions as needed when interacting with others

· Demonstrates proficient written skills by composing reports on complex and sensitive issues the persuade or influence others

· Demonstrates skills in reading nonverbal cues from others by adjusting style, pace or content in interactions with others

· Builds consensus through facilitation and understanding of others’ points of view
	· Demonstrates advanced verbal communication skills by speaking clearly and concisely, and by understanding and anticipating the need for communication strategies and including communication plans in projects 

· Demonstrates advanced writing skills by documenting research and/or composing articles and speeches for technical journals or professional conferences

· Articulates and supports position to persuade others to change a previously held position

· Justifies and defends business case to senior management for department business plans

· Networks with key stake holders identify issues, and  gain support prior to decision making



	Interaction with Others
	Key skills needed to transmit information to others directly or indirectly
	· Provides overall direction and leadership to staff ensuring that projects are being carried out according to planned specifications 

· Monitors and coordinates projects with Deans and department heads, contractors, and state agencies 
	· Collaborates with professional staff to develop appropriate goals and objectives to ensure that projects are meeting expectations

· Monitors and coordinates projects with Deans and department heads, contractors, and state agencies, anticipating and resolving conflicts before they arise


	· Establishes and implements goals and objectives that will enhance or improve department objectives

· Anticipates department needs and engages staff to address issues, opportunities and challenges



	Impact/

Consequences
	Accountability parameters of the job


	· Ensures project results are accomplished within project parameters (e.g., within scope, time frames, budget)
	· Ensures high profile projects  are accomplished within project parameters including budget control, cost estimates, and monitoring work in progress
	· Ensures multiple high profile projects are accomplished within project parameters including providing alternatives and making recommendations to improve efficiency



	Work Complexity 
	Characteristics that define the demands of the job


	· Takes ideas and concepts and translates them into actions

· Resolves complex problems through research and analysis
	· Recommends a course of action or approach to others based on research or professional knowledge

· Is proactive regarding problem resolution


	· Researches and identifies new approaches and resources that will result in improved capabilities

· Evaluates options and analyzes risk within functional area

· Resolves high profile problems that originate from conflicting objectives and interests



	Guidance/

Supervision Received
	The degree of oversight and instruction required or received from others
	· Works independently; supervision received is for routine department management/process tasks (e.g. performance reviews)


	· Works independently; supervision received is for routine department management/process tasks (e.g. performance reviews)


	· Works independently; supervision received is for routine department management/process tasks (e.g. performance reviews)
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