Professional Development Matrix for the Information Technology Division


	IT Team Competencies
	Roles/Individual Competencies/Development Opportunities

	
	Senior Manager
	Manager
	Senior Individual Contributor
	Individual Contributor

	Delivery Skills (service and project)

· service delivery management

· project management (budgets and planning)

· process reengineering and change management

· collaboration and team building
	Specific Competencies:

· Determines resource requirements and re-allocates to meet operational needs

· Meets organizational commitments for content production, quality, timeliness, cost

· Oversees assignment of resources, project quality, risks, and project issue resolution

· Drives new initiatives agenda

· Role model for collaboration in working across institutional lines, business units

· Ensures overall effectiveness of project team


	Specific Competencies:

· Allocates resources to meet fluctuating operational needs

· Manages multiple teams, customers, deliverables under deadline

· Ensures appropriate application of institutional resources

· Leads major initiative efforts

· Leads multiple initiative projects

· Adds technical insight

· Trains staff on analytic techniques

· Structures collaborative cross-discipline programs

· Resolves key project issues

· Encourages an environment of teamwork and collaboration
	Specific Competencies:

· Leverages and promotes relationships 

· Best practices knowledge and understanding of applications

· Supports multiple projects simultaneously

· Develops complex reports

· Anticipates and recognizes problems, assesses alternatives, and recommends solutions

· Ensures task quality

· Develops creative analyses, solutions and recommendations

· Proactively seeks out other organizational areas
	Specific Competencies:

· Impacts operational segment and is function specific

· Meets task deadlines related to projects

· Communicates status on tasks

· Demonstrates the skills necessary for gathering data and information

· Demonstrates proficiency in relevant analytical tools

· Builds positive peer relationships

· Develops an understanding of other departments’ business

	
	Training/Development Activities:

Required: * SLA Management, * Commitment Management,  * Project Management, * Process Reengineering,  * Collaboration and Influencing.

Optional:  * Team Building, * PM Tools


	Training/Development Activities:

Required: * SLA Management, * Commitment Management,  * Project Management, * Process Reengineering, * Collaboration and Influencing.

Optional: * Team Building, * Gathering Customer Requirements, * PM Tools


	Training/Development Activities:

Required: * Project Management, * Collaboration and Influencing. * Gathering Customer Requirements

Optional: * Team Building, * PM Tools, * Process Reengineering


	Training/Development Activities:

Required: * Project Management, * Collaboration and Influencing. * Gathering Customer Requirements

Optional: * Team Building, * PM Tools




	IT Team Competencies
	Roles/Individual Competencies/Development Opportunities

	
	Senior Manager
	Manager
	Senior Individual Contributor
	Individual Contributor

	Communications Skills

· writing
· speaking
· presenting
· networking
	Specific Competencies:

· Positions business issues into clearly understandable language for all levels in the organization

· Extemporaneously speaks on broad and diverse business topics

· Reinforces critical messages by ongoing communications and by linking them to organizational initiatives


	Specific Competencies:

· Takes responsibility to ensure that the full intent of the message is understood

· Creates and delivers presentations to multiple audiences

· Positively influences individuals or audiences
	Specific Competencies:

· Demonstrates effective verbal and written communications

· Coaches others in written work product

· Develops presentations with guidance and delivers to selected audiences

· Builds and maintains effective relationships and networks
	Specific Competencies:

· Demonstrates basic verbal and written communications

· Provides support for developing presentations for speaking engagements

· Asks questions to fully understand information

· Builds and maintains effective relationships and networks

	
	Training/Development Activities:

Required: * Effective Business Communications, * Using Lotus Notes, * Using the Microsoft Office Tool Set.

Optional: * Effective Presentations


	Training/Development Activities:

Required: * Effective Business Communications, * Using Lotus Notes,  * Using the Microsoft Office Tool Set.

Optional: * Effective Presentations


	Training/Development Activities:

Required: * Effective Business Communications, * Using Lotus Notes,  * Using the Microsoft Office Tool Set.

Optional: * Effective Presentations


	Training/Development Activities:

Required: * Effective Business Communications, * Using Lotus Notes,  * Using the Microsoft Office Tool Set.

Optional: TBD




	IT Team Competencies
	Roles/Individual Competencies/Development Opportunities

	
	Senior Manager
	Manager
	Senior Individual Contributor
	Individual Contributor

	Human Relations and Interpersonal Skills

· relationship skills

· interpersonal skills


	Specific Competencies:

· Initiates senior management customer relationships to further goals of the organization

· Develops strategies for enhancing customer expectations and understanding scope of services across organization

· Resolves major customer expectation conflicts

· Champions strategies that assure excellence in customer satisfaction while supporting the goals of the organization


	Specific Competencies:

· Establishes effective senior management relationships

· Leverages relationships for follow-on services

· Establishes appropriate customer expectations and ensure they are managed throughout entire project

· Resolves conflicts over customer expectations

· Implements strategies that assure excellence in customer satisfaction


	Specific Competencies:

· Fosters and expands customer relationships through project lifecycle

· Effectively collaborates with others

· Promotes team cohesiveness

· Effectively manages customer expectations throughout project
	Specific Competencies:

· Works effectively with customer personnel

· Collaborates effectively with others

· Understands customer expectations

· Shares pertinent information

· Asks questions to fully understand information

	
	Training/Development Activities:

Required: * SLA Management and Customer Relationship Management, * Human Interaction 101

Optional: TBD


	Training/Development Activities:

Required: * SLA Management and Customer Relationship Management, * Human Interaction 101

Optional: TBD


	Training/Development Activities:

Required: * SLA Management and Customer Relationship Management, * Human Interaction 101

Optional: TBD


	Training/Development Activities:

Required: * SLA Management and Customer Relationship Management, * Human Interaction 101

Optional: TBD




	IT Team Competencies
	Roles/Individual Competencies/Development Opportunities

	
	Senior Manager
	Manager
	Senior Individual Contributor
	Individual Contributor

	Profession and Technical Skills

· subject matter expertise

· I/T industry intelligence

· architecting and integrating I/T solutions
	Specific Competencies:

· Role model for subject matter expert in multiple functional areas

· Role model for analytical and technical excellence

· Becomes recognized outside the organization as an industry expert

· Leads one or more industry segments of the organization


	Specific Competencies:

· Achieves distinction in functional area of expertise

· Achieves distinction in industry area of expertise

· Leads organization’s efforts to achieve external recognition

· Identifies and leads development of new services
	Specific Competencies:

· Develops technical expertise in one or more functional areas

· Develops competence in additional knowledge area

· Develops expertise in one or more industries

· Supports the organization’s efforts to achieve external recognition

· Leads aspects of new service development efforts
	Specific Competencies:

· Becomes familiar with scope, toolsets, and services of the unit

· Achieves task and skill competence

· Develops exposure to multiple functional areas

· Develops exposure to customers in multiple industries

· Supports the organization’s efforts to demonstrate external recognition



	
	Training/Development Activities:

Required: Done with manager.  Commitment of X% time per staff member per year.

Optional: subscriptions, workshops, trade shows and professional conferences as appropriate given the role and responsibilities of the IS staff member.
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Required: Done with manager.  Commitment of X% time per staff member per year.
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	Training/Development Activities:

Required: Done with manager.  Commitment of X% time per staff member per year.

Optional: subscriptions, workshops, trade shows and professional conferences as appropriate given the role and responsibilities of the IS staff member.




	IT Team Competencies
	Roles/Individual Competencies/Development Opportunities

	
	Senior Manager
	Manager
	Senior Individual Contributor
	Individual Contributor

	Leadership and Management Skills

· meeting management

· negotiating

· business planning
· budgeting
· succession planning
· time management
	Specific Competencies:

· Negotiates successfully at the enterprise level

· Guides others to be aware of potential organizational obstacles

· Shapes organizational structure around the enterprise vision and strategy

· Helps define and manage budget for the organization


	Specific Competencies:

· Negotiates successfully at the project level

· Understands the organizational implications of business initiatives and effectively works through issues/obstacles

· Works effectively with unit management to determine areas or opportunities for improvement

· Manages unit budget
	Specific Competencies:

· Plans and executes projects according to budgets

· Plans workload and the work of others

· Organizes and prioritizes multiple projects

· Leads teams in the performance of work


	Specific Competencies:

· Plans priorities and tasks

· Makes the best use of the time and resources

· Uses good judgment in expending organizational resources

	
	Training/Development Activities:

Required: * Meeting Management 101, * Planning and Budgeting Techniques

Optional: * Time Management 101, * Negotiating Techniques, * Succession Planning


	Training/Development Activities:

Required: * Meeting Management 101, * Planning and Budgeting Techniques

Optional: * Time Management 101, * Negotiating Techniques


	Training/Development Activities:

Required: * Meeting Management 101

Optional: * Time Management 101


	Training/Development Activities:

Required: * Meeting Management 101

Optional: * Time Management 101




	IT Team Competencies
	Roles/Individual Competencies/Development Opportunities

	
	Senior Manager
	Manager
	Senior Individual Contributor
	Individual Contributor

	People Development Skills

· performance management

· counseling and mentoring

· recruiting and hiring
	Specific Competencies:

· Leads formal performance management and appraisal process

· Ensures performance appraisal is tied to promotion and compensation processes

· Develops new managers

· Acts as role model and mentor to staff

· Creates an environment which encourages and supports training initiatives

· Defines staff requirements and hiring priorities


	Specific Competencies:

· Provides candid, timely and constructive performance evaluation feedback

· Participates in promotion decision process

· Acts as a mentor. 

· Contributes to the retention of outstanding performers

· Fosters environment of balance between personal and professional lives

· Leads determination of requirements for training, as well as leads some aspects of staff training

· Leads aspects of overall recruiting and staff orientation programs and makes hiring decisions


	Specific Competencies:

· Provides input on task and project performance for more junior staff

· Provides on-the-job coaching to less experienced staff to improve skills

· Acts as a role model to peers

· Assists in integrating new staff into the unit

· Participates in the development and delivery of training programs

· Screens candidates and provides input on hiring decisions
	Specific Competencies:

· Participates in formal and informal evaluation processes

· Participates in formal / informal coaching or mentoring processes

· Participates in recruiting and staff orientation activities

	
	Training/Development Activities:

Required: * Performance Management 101, * Recruiting, Hiring and Interviewing 101

Optional: * Counseling and Mentoring


	Training/Development Activities:

Required: * Performance Management 101, * Recruiting, Hiring and Interviewing 101

Optional: * Counseling and Mentoring


	Training/Development Activities:

Required: * Recruiting, Hiring and Interviewing 101

Optional: * Counseling and Mentoring


	Training/Development Activities:

Required:  * Recruiting, Hiring and Interviewing 101

Optional: * Counseling and Mentoring




	IT Division – Staff Training and Development Offerings


	Table Key: PMO = Project Management Office; ITCS = IT Customer Services; TBD = Course Delivery Source to be Determined

	Title of Offering
	Duration
	Course Owner
	Brief Description

	 * SLA Management and Customer Relationship Management


	half-day
	PMO
	This course covers the processes of service delivery and management, including the formulation of service level agreements, managing an SLA process, measuring service delivery results, service delivery improvement, customer communications, managing customer expectations, and gathering customer feedback.

	* Commitment Management
	half-day
	PMO
	This course covers the processes of overall project delivery and management, including the formulation of a high level commitment agreements, managing a project delivery process, measuring project results, delivery team conflict resolution, customer communications, managing customer expectations, and gathering customer feedback.

	* Project Management – An In-the-Trenches Approach
	whole-day
	PMO
	This course begins with a consideration of project scoping and project life cycles.  It then reviews IS’s Project Engineering Framework before proceeding to a detail review of project plan, resources, budget management.  This course also considers measurement and customer management in greater detail.

	* Process Reengineering and Change Management
	half-day
	PMO w/external partner(?)
	Successful I/T system/product/service implementations require changes in existing business process or in the creation of new processes.  This course explores process reengineering and change management and how these activities influence the success of an I/T implementation.

	* Collaboration and Influencing Techniques
	half-day
	PMO
	All I/T work is done in collaboration with others (cross-functional teams).  Rarely does any given participant “control” all the players and processes involved.  Successful I/T personnel have strong collaboration and influencing skills.  This course examines these competencies as they apply to IS teams working in partnership with internal (NEU) constituencies and external partner providers.

	* Gathering Customer Requirements
	half-day
	PMO
	This course explores the process of requirements gathering, documentation and validation in some detail. 

	* Team Building – Tools and Techniques
	whole-day
	TBD
	A more general course on team building and collaboration, as a supplement to the Collaboration and Influencing Techniques course.

	* Project Management Tools
	whole-day
	CS
	As a supplement to the Project Management course, this session trains users on the standard tools (e.g. Microsoft Project).

	* Effective Business Communications
	whole-day
	TBD
	An introduction course to appropriate write, oral and presentation communication in the context of IS’s business within NEU.


	IS Division – Staff Training and Development Offerings

	Table Key: EO = Enterprise Operations; CS = Customer Services; TBD = Course Delivery Source to be Determined

	Title of Offering
	Duration
	Course Owner
	Brief Description

	* Using Lotus Notes
	half-day
	CS
	Training on the tool suite for service and project delivery; collaboration.

	* Using Microsoft Office
	whole-day
	CS
	Training on the tool suite for service and project delivery; collaboration.

	* Effective Presentations
	whole-day
	TBD
	An extension of the Effective Business Communications course.

	* Human Interaction 101
	half-day
	TBD
	This course teaches effective interpersonal interaction, attended listening, and related competencies that are essential to effective collaboration and customer relationship management.

	* Meeting Management 101 and * Time Management
	half-day
	PMO  w/external partner(?)
	This session combines to subjects that are very much related at NEU, meeting and time management.  This course provides a practicum and related skill development in both areas.

	* Planning and Budgeting Techniques
	half-day
	PMO
	This course focuses on business planning and budget.  At a high level it looks at these issues from an IS Division perspective and from an in-the-trenches level, it looks at these issues from a service delivery unit level.

	* Negotiating Techniques
	half-day
	TBD
	This course teaches the fine art of negotiating – within the team, with partner providers and with customers.

	* Succession Planning
	half-day
	TBD
	For the IS Executive Team, this course looks are organization design, staff and succession planning so as to ensure service/project delivery continuity over time.

	* Performance Management 101
	whole-day
	PMO
	This course considers all aspects of both the NEU and IS processes, including process time lines and forms over the annual performance review cycle.

	* Recruiting, Hiring and Interviewing 101
	half-day
	PMO
	This course considers all aspects of both the NEU and IS processes, including rules, process time lines and forms.

	* Counseling and Mentoring
	half-day
	TBD
	This course considers the complexities of personally developing junior members of the IS team as well as peers and colleagues through a formal counseling and mentoring process.


� The thinking behind actual program delivery is as follows.  (1) courses must be brief, focused, and immanently practical.  (2) courses must be tailored to the needs of IS personnel.   (3) whenever/wherever practical, courses should be delivered by in-house IT Team experts rather than outsiders.  (4) much of the generic course work delivery will be the responsibility of the Project Management Office either directly or indirectly (i.e. PMO arranges for an external service provider).  





prepared by xxxxxxxx

last updated: xx/xx/xx
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