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OVERVIEW

The COMPETENGY DICTIONARY has been designed as a reference ool for DSWD employees. Its primary purpose is
to bring more detailed definition to the behavicrs that are important for DSWD to achieve its strategic goals, and to
create & common, objective language for discussing behavioral skills. This can also be used for human resource manage-
ment functions including recruitment and staffing, lsarning, caresr development and performance management.

The Competency Dictionary consists of twa major sections: SECTION 1 provices information about compeatancies;
SECTION 2 contains the Competency Dictionary.

SECTION 1 discusses the following:

Understanding Competencies
* Definition of Competencies
* Iypes of Job Competency

The Competency Dictionary

Definition of Competency Dictionary

DSWD Competency Framework

Understanding Competency Levels

Cuidelines in Rating Competencies

Guidelines on how to use the Competency Dicticnary

SECTION 2 discusscs the competencios in detall. It contains the definition of cach competency and behavioral indica-
tors per level of each competency. The competencias were developed through a variety of processes, i.e. behavior-ba-
serd interviews. thematic analysis, competency medeling, and validaticn with Subject Matter Experts in the institution

The DSWD competencies are classified into the following:
* Core Competencies
* Managerial / Leadership Competencies
e Functional Competencies (Job-specific)
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UNDERSTANDING COMPETENCIES

COMPETENCY DEFINED

A competency is a ccmbination of motives, traits, self-concepts, attitudes or valuss, content knowledge, cognitive and
behavioral skills. It refers tc any individual characteristic that can be reliably measured or counted and that can be shown
to differentiate superior from average performers (Spencer, et al, 1994). It also refers to demonstrable characteristics of
a person that enable him o do a job very well.

I'he two major components of a competency are:
1. Ths overall gefinition of the competency that is considersd to be critical to successful performance on the job. The
dafinition explains what the competency means in general tarms. The definition also provides a common way of

locking at a particular behavior and will help everyone in an institution to uncerstand the term in the same way.

2. Each competency Is divided into a series of levels of proficiency known as a compstency scale. The levels
describe the noticeable differences in performance that can be observed and measured for a particular compstsncy.

TYPES OF JOB COMPETENGY

There are three types of competency covered in this Competency Dictionary: Core Competency,
Managerial/Leadership Competency and Functional Competency.

Core Competency relates to the institution’s valuos, mission and culture; these are competencios that refiect organi-
zational core capabilities and should be possessed by all employees regardless of function.

Managerial/Leadership Compelency relates tc skills, knowledge and behavicrs needed to perform managerial work
and processes; it deals with interactions between individuals or groups of people.

Functional Gompetency pertains to specific bodies of knowledge and skills required to perform the defined activi
in a function or jcb. It includes the abilities to use the procedures, techniques and knowledge of a specialized field
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THE COMPETENCY DICTIONARY

COMPETENCY DIGTIONARY DEFINED

A Competency Dictionary is a reference tccl that contains information on all of the competencies and the target levels for
the varicus types of jobs in the institution.

Through the Compeatency Dictionary, ane can identify the following:
* Definitions for Core, Managerial/Leadership and Functional Compestencies
* Various levels of psrformance for each competency with a brief general description of the lsvel
= Behavioral indicators which are expressions of specific behaviors associated with the competency at different
lovels.

DSWD COMPETENCY FRAMEWORK

The content of the Competency Dictionary is further explained in the following DSWD Compstency Framswaork:

COMMITMENT TO CREDIBLE E
Cefinition
A




THE COMPETENCY DICTIONARY

Level

Seops/Context

Complexly

Autoncmy
and
responsibility

Level 1
BASIC

Limited to own tasks and
usualy requires sucervision and
furtner training, comoetency i
at  level where specic pro
durzs are observed

&

Basic, rudimentary and routine
tasks requiring lees andlysis and
neaded inforracion is aimost
always given

Completely supervised
corsulls, ro decision- makirg
authority

MEDIATE

Generally corfinad in own sat of
tasks, but has fass that recire
werking with others, with some
activities not nececsarily
covered by procedures

Less informaticn is present,
requires resourcefuiness and
some degree of analysis,
related to other tasks, less
routinary

Most tasks / ectivities car be
done indepencenty ghen u
direciions, standards
cedures of work, A.uuwcs
sultaticn for non-families,
non-routing tasks/situat ons

Level 3
ADVANCED

Sovers/int e
different individe
groups, muttiple tasks, diverse
wark units, varied situations

Requres moderate degroe of
analysis and eval.aticn of

routine and non-rout! n“ IDJ/S
nierdepencence of tas:
2wn and others' perlormance

work
ons bty for of

overing
work
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UNDERSTANDING COMPETENCY LEVELS - PROGRESSION OF PROFICIENCY OR COMPETENCE

The different competencies in this Competency Dictionary are categorized based on a progression of the degree of
scope, context, complexity and autonomy and responsibility from Level 1 to Level 4, where Level 1 shows the most
basic, rudimentary and supervised level while Level 4 shows the most complex, expert and autonomous level.

Level 4
EXPERT

Involves work of different units,
operational systems and
processes in a dynamic
environment

Heauires high degrec of
analysie of system: d oro-
cessee, results and
marice and envronmental and
institutional variables

Independent work and
responsiilty and
accountability over various
wnis' (cperationa / organiza
tional) performarce




Level 1
BASIC

You may Understand anc can
discuss termino ogy, ccneepts,
principles, and issues relaed to
this compctency

You have applied this compe-
tercy 1o situations occasionally
while need ng guidance to
perform successfully

Level 2
INTERMEDIATE

You are zble to successfully
complete tasks in this compe-
tency

You can perform th skill inde-
pendently

You utilize the ful range of refer-

ence and resource materials in
this competency

You understand ard can
discuss the aoplicaticn and
imolications uf changes Lo pro-
cesses
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Level 3
ADVANCED

Vau zre recegnized wihn the
organizaion as “a person 1o ask”
when diff cult questions arisc
regarding this skill

‘You zre caoable cf coachng others
in the application of this compa-
tercy by translating complax
nuances relaling Lo ths corpe-
tency into casy to understand
terms

Focus is an oroac orcanizational/
professional issues

You provids practics! deas and
PEerspeciives on process or
practice irprovements

You participate in senior level dis-
rding this comps-
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Level £

EXPERT
Focus is strategic
Ycu have demonstrated consis-
tently excellence in applying thiz
compelency zcross mull
pr

and/ or organ zations

Yeu create new asplicaticns for
and/ or lead the devslopment of
refererice and

resource materi-

You are able to exolain the
relevant process clements and
issues in relation Lo orgariza-
ticnal issues 2nd trends ta
internal and external cclleagLes
and constituents
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THE COMPETENCY DICTIONARY

UNDERSTANDING COMPETENCY LEVELS — PROGRESSION OF PROFICIENCY OR COMPETENCE

In using the Competency Dictionary, begin by reviewing the definition cf each competency. The cefinition provides a
common language that enaoles everyone in the institution to understand competency the same way.

Aside from understanding the competency definitions, one must also familiarize himself / herself with the competency
scale, which consists of four levels. Each level includes a set of behavioral indicators that are cbservable. Employees
use these behaviors when they dsmonstrate a

particular competency. The compati scale pravides users with a target level of performance needed for a particular
job

The competencies for sach position are included in the position’s job description that contains a set of “key” core,
managerial / leadership and functional ccmpetencies, and proficiency levels required to perform successfully in a
specific joo. This Is helpful whether one is using the competencics for appraising performance of employoes
(cempetencies as performance expectations) or selecting an applicant for a position in the institution (compatencies as

job requirements)




	FINALINTRO1.pdf
	FINALINTRO2.pdf
	FINALINTRO3.pdf
	FINALINTRO4.pdf
	FINALINTRO5.pdf
	FINALINTRO6.pdf

