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Competencies Role: HR Specialist

Competency Human Resource and Career Development

Competency Description Applying employee development concepts, principles, and
practices related to planning, evaluating, and administering

Characteristics, training, organizational development, and career

Behaviors, development initiatives.

Attributes,

Skills *  Apply knowledge of employee and career development,
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planning and evaluation, organization development, and
training and development including needs assessment,
course evaluation, and return on investment.

Apply principles and practices of adult learning to

the development of employee education tools and
programs.

Use critical thinking and apply knowledge of business
case analysis and cost benefit analysis.

Design, develop, implement, and evaluate programs
and systems for individual career planning.

Align programs and systems with organizational career
management needs and processes.

Integrate individual, occupational and organizational
career development requirements.

Identify appropriate learning resources to address
specific competency needs.

Identify new learning and development opportunities.

Analyze performance needs or deficiencies to assess the
need for training interventions.

Design and develop training programs that use a wide
range of developmental methods and approaches and
effectively transfers training to the work environment.

Coordinate and administer the delivery of training.

Evaluate training programs for continuing workforce
development needs.

Make the business case for training investments and
links training to strategic goals of the organization.

Understand the full range of technology-based media,
video teleconferencing, interactive video, and electronic
performance support systems.

Analyze performance requirements and makes business
case for investing in technology-based programs.
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Assist employees in completing individual development
plans.

Review organizational workforce plans to identify
learning and development needs and opportunities.
Tie employee development to strategic planning.
Assist managers in identifying competencies that align
with strategic and workplace plans.

Align HR development (HRD) programs with the
organization’s strategic plan, mission, goals, and
objectives.

Consult with managers on performance improvement
problems; make recommendations for training or other
interventions to improve performance.

Establish learning and development policies to ensure
equitable distribution of opportunities.

Respond to employee questions about learning policies
and development opportunities.

Continually learn about respective discipline.
Work with a variety of diverse situations and people.

Maintain composure and confidence and perseveres
when faced with changing demands, priorities,
challenges, obstacles, and crises.

Demonstrate flexibility to change work plans in
accordance with changing business situations.

Apply knowledge of the organization, strategic goals,
and culture in developing, communicating about, and
implementing HR and career development programs.
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Human Resource and Career Development

Proficiency Level 1 — Awareness

Demonstrates basic knowledge of employee and career development, planning and
evaluation, organization development, and training and development including needs
assessment, course evaluation, and return on investment

Assists employees in establishing individual development plans

Proficiency Level 2 — Basic

Applies knowledge of employee and career development, planning and evaluation,
organization development, and training and development including needs assessment,
course evaluation, and return on investment

Applies principles of adult learning to developing employee education tools and
programs

Demonstrates understanding of programs and systems for individual career planning
Identifies appropriate learning resources to address specific competency needs
Coordinates and administrates training delivery

Proficiency Level 3 — Intermediate

Uses critical thinking and applies knowledge of business case analysis and cost benefit
analysis

Designs, develops, implements, and evaluates programs and systems for individual
career planning

Implements training programs using a wide range of methods and approaches
Evaluates training effectiveness
Reviews organizational goals to identify learning and development needs

Assists managers with performance improvement problems

Proficiency Level 4 — Advanced

Aligns programs and systems with organizational career management needs and
processes

Analyzes performance needs or deficiencies to assess the need for training interventions
Designs and develops training programs using a wide range of developmental methods
and approaches

Analyzes and establishes business case for training and technology-based training
programs

Page 52



DoD HR Career Program
|

Proficiency Level 5 — Expert
* Ties employee development to organizational goals

* Aligns HR development (HRD) programs with the organization’s strategic plan,
mission, goals, and objectives

The table below displays the proficiency level for the Labor Relations/Employee Relations
competency assigned by grade level (grades 5 through 15).

Human Resource and Career Development Competency
Proficiency Level

Pay Band
b1 ] [pb 2] | b3
Grade Level
5 | 7 | 9 | 11| 12| 13 [ 14 | 15+
Proficiency Level
1 1 1 2 3 4 5 5
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