APPENDIX 1

*

i 1. identify key areas and key positions

n Key positions are those that have critical influence on the operational
activities or strategic objective of the organization

s Which positions, if left vacant would cause major difficulties in
achieving current and future dept goals?

» Which positions, if left vacant would, be detrimental to health, safety
and security of the public?

a Which positions would be difficult to fill because they require special
expertise and/or incumbents have a wealth of institutional
knowledge/organisation memory?

m For which necessary skills is there a current or projected labour market
shortage, or have been traditionally difficult to fill?

2. Identify capabilities for key areas and positions !
Knowing required capabilities for jobs is necessary for setting clear
performance expectations, assessing performance and for selection
purposes.

s | Capabilities may consist of knowledge, skills and abilities (KSA’s) or
competency profiles.

a ] What are knowledge, skills and abilities
s Knowledge is a body of information that allows a person to perform a

task successfully (e.g. accounting principles)

a Skill is an individual's proficiency in performing a specific task (e.g.
statistical data manipulation)

= Ability is more general and refers to an enduring trait or capability (e.g.
ability to analyse)

o What are competencies and competency profiles

Any knowledge, skill or ability demonstrated through behaviour that
results in superior job performance.

Can include personal qualities e.g. teamwork, interpersonal
effectiveness

Core competencies can be aligned to organisation missions and
values and apply to all empioyees

Competency profiles can help integrate HR activities such as
recruitment, development, performance assessment etc. through a
common framework
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