Mississippl State Personnel Board
Office of Training

COMPETENCIES FOR
PROFESSIONAL DEVELOPMENT COURSES

Competency Development
Administrative/Support Development
Basic Supervisory Course

Certified Public Manager Program

000

Consultative Services

Customized Agency-Based Courses

Human Resources Competency Program

(8]

Professional Development Courses

For more information contact:
SPB Office of Training
Phone: 601-359-2758

Fax: 601-359-2717




SPB COMPETENCIES

= 2 » €
S sl2 |[z2|lel2 s | g g
PROFESSIONAL DEVELOPMENT o = 2 f 5 »n S 5 E E=) ko) %
COURSES OFFERED: > < € 3 & - S g_ s 5 2 E’ g
= | 2 o] IS g = k=] = c = = g
<) v = = ) S IS ) — @) = o S
2 s |2 |z |[®|g |2|3|8 |82 |2
= |z|€ |8 |s|le|2|2|2|8|s|F |¢&
- < E. Q g ) g S f L >
) = k= [S) n w ~ & 2
© O ; 1]
n [n g
ABC’s and 123's of Public Purchasing in Mississippi (] (] (] . °
Advanced Cultural Diversity (] (] (] (] .
Advanced Presentation Skills . ° . ° °
Advanced Writing . . . ° °
Applying the Myers-Briggs Type Indicator ° o ° o °
Basics of Property Management in Mississippi (] . ° ° °
Behavioral Interviewing ° . ° ° ° ° °
Birds of a Feather: Conflict Resolution & Difficult People ° L] (] (] (] (]
Building Blocks of Supervision (] (] (] .
Coaching & Feedback (] (] (] (] (] . . ° . ° . °
Coaching & Feedback: The Keys to Improving Performance 4 4 ° ° ° (] (] (] (] (] (] . .
Communicating with Employees: The Critical Link ° ° ° °
Complaints/Compliments (] (] (] (] (] (] (] . . ° ° °
Components of a Successful Personal and Professional Life [ [ [ o o o °
Crazy Busy: Coping Strategies (] . ° . ° ° ° °
Crisis: When Public Relations and Traditional Communications (] (] [ . .
Won't Work
Cultural Diversity (] (] (] (] (]
Cultural Intelligence . ° ° ° °
Customer Relations ° (] ° (] (] ° . . ° ° °
Customer Service (] (] (] (] . . ° ° ° °
Dealing with Difficult Customers (] (] °
Decisions, Decisions (] (] (] (] ° ° ° ° °
Designing & Developing Grant Proposals (] (] (] (] (] . .
Developing Emotional Competencies (] (] (] (] (] °
Developing Trust in Your Employees / Co-workers [ L] o ° °
Effective and Legal Interviewing Skills L] (] (] .
Effective Collaboration (] (] (] (] (] . ° °
Emotional Intelligence: The New Yardstick in Leadership o (] (]
Develop. Perform., and Career Advancement
Ethics 4 Everyone . . . . ° °
Etiquette in Business ] ] [ . ° °
Facilitation: Its Art and Function (] . °
Facilitation Skills: Making the Most of Team Meetings and (] (] (] (] (] (] (] .
Work Groups
Finding Out What Your Customers Want (] (] (] . ° ° . ° .
Focus: Achieving Your Highest Priorities (] (] °
Fundamentals of Project Management ° [ ° .
Gender in the Workplace . ° ° . ° °
Generations at Work . ° . . ° °
Grown-up Grammar ° °
How to Conduct a Workplace Investigation ° (] (] (] . . ° . .
How to Confront Without Killing or Dying- A Step by Step L4 L4
Process of Dealing with Conflict for the Non-Confrontational
Manager
How to Look for Employees Who Work Well Together
How to Manage Multiple Priorities (] (] ] . . . . °
Individual Development Planning (] . .
Intergenerational Workplace . . ° ° °
Introduction to RFP’s (Request for Proposals) ° (] (] (] (] . .
Key Role of Leadership (] ° . . ° °
[ ] [ ] [ ] [ ] [ ] [ ] [ ] [ ] [ ] [} [ ] [ ]

Leadership Strategies for the Public Sector
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Legal Application Practices: Here Comes the Judge [ [ ° ° °
Leveraging Conflict ° . ° ° ° ° ° °
Making Diversity Work o . . ° ° . °
Management of Multiple Priorities for Yourself and Those Who L4 L] (] (] ° (] (]
Support You
Managerial Courage (] (] (] (] (] (] ° ° ° . ° ° .
Managing in Tough Times (] (] (] (] . . . . . . ° .
Managing Interpersonal Conflict ° ° ° ° ° °
Managing Managerial Stress . . ° ° °
Media Matters: Managing the Media and Your Message (] (] °
Motivation/Burnout ° ° ° ° °
Negotiation Skills (] (] ° ° ° ° ° ° °
Once You Get Awarded a Grant(s), What Then? (] (] (] (] (] (] (] . ° ° .
Overcoming the 5 Dysfunctions of a Team o (] (] (] ° ° ] ° °
Overview of Government Processes ° °
Performance Management and Appraisal for Supervisors and Managers | ® 4 ° ° (] (] (] (] (] (] . . .
Positive Work Environment . ° . ° °
Powerful and Painless Presentations (] (] . . .
Practical Strategies for Public Communication (] (] (] . ° ° ° °
Practical Ways to Have a Balanced Life L] (] (] (] (] (] ° °
Presenting Yourself Professionally . . ° ° ° °
Project Management ° ° ° . ° ° °
Promoting and Maintaining a Respectful Work Environment L4 L4 L4 4
Protecting Your Agency’s Assets (] (] (] ] °
Public Records Management L] (] (] (] (] (] (] .
Rights and Responsibilities (] (] (] (] . . . ° ° ° °
Smart Hire ° °
SPB Services Overview Course (] (] (] (] (] (] (] (] ° . ° ° °
Stress Management ° . ° °
Systems Thinking . ° )
Teambuilding ° ° ° ° °
Team Building for Improved Effectiveness (] (] (] (] ° (] (] ° °
The 7 Habits of Highly Effective People ° (] (] (] (] (] (] [ ° ] ° ° .
The Dynamics of Change o o
The Legal Rights/Responsibilities of Public Managers L] L] (] (] (] (] ° . ] ° .
The Professional Coach (] ° ° °
The Public Manager’s Legal Toolbox ° ° °
Time Management (] (] ° °
Time Well Spent (] ° . . ° ° °
Understanding Diversity (] . . . °
Understanding the Legislative Process in Mississippi ° °
Untangling the Confusing Web of ADA, FMLA and Worker’s Comp. o o [ [ [ [ o ° o o °
Using DiSC Dimensions of Behavior for Management Success ° (] (] (] (] (]
Workplace Violence Prevention (] (] (] ° ° .
Wow Service! ° ° ° ° ° ° ° ° ° ° °
Writing Advantage . . . ° °
You Raised Them, Now Manage Them: Managing the X & Y Generation ° L [ [ [ [ [ ° o




COMPETENCY DESCRIPTIONS

Integrity: Exhibits behaviors showing a strong internal personal commitment to fundamental principles of
honesty and fairness dealing in all activities related to job performance.

Work Ethic: Conscientiously abides by the rules, regulations and procedures governing work. Exhibits a strong
work ethic by being productive, diligent, conscientious, timely, and loyal.

Service Orientation: Seeks to understand and meets and / or exceeds the needs and expectations of customers.
Treats customers with respect, responding to requests in a professional manner, even in difficult circumstances.
Provides accurate and timely service. Develops positive relationships with customers. Demonstrates a
commitment to quality public service through statements and actions.

Accountability: Is productive and carries fair share of the workload. Accepts responsibility for actions and
results. Focuses on quality and expends the necessary time and effort to achieve goals. Demonstrates loyalty to
the job and the agency and is a good steward of state assets. Steadfastly persists in overcoming obstacles and
pushes self for results. Maintains necessary attention to detail to achieve high level performance. Deals
effectively with pressure and recovers quickly from setbacks. Takes ownership of tasks, performance standards
and mistakes. Has knowledge of how to perform one's job. Knows the organization's mission and functions and
how it fits into state government.

Self-Management Skills: Encourages and facilitates cooperation, pride, trust, and group identity; fosters
commitment and team spirit; works effectively and cooperatively with others to achieve goals. Maintains a
positive attitude. Effectively manages emotions and impulses. Treats all people with respect, courtesy, and
consideration. Communicates effectively. Remains open to new ideas and approaches. Avoids conflicts of
interest. Promotes cooperation and teamwork. Continuously evaluates and adapts, copes effectively with change.
Allows self and others to make mistakes and learns from those mistakes. Adheres to high ethical standards.

Interpersonal Skills: Shows understanding, courtesy, tact, empathy and concern; develops and maintains
relationships. Demonstrates cross cultural sensitivity and understanding. Identifies and seeks to solve problems
and prevent or resolve conflict situations. Encourages others through positive reinforcement. Expresses facts and
ideas both verbally and in writing in a clear, convincing and organized manner, helping others translate vision into
action. Models appropriate behavior. Recognizes and develops potential in others, mentors.

Communication Skills: Receives, attends to, interprets, and responds to verbal messages and other cues such as
body language in ways that are appropriate to listeners and situations. Expresses information to individuals or
groups effectively, taking into account the audience and nature of the information; listens to others, attends to
nonverbal cues, and responds appropriately. May make oral presentations. Communicates ideas, suggestions and
concerns as well as outcomes and progress throughout the process of an activity. Provides thorough and accurate
information.

Self-Development: Seeks efficient learning techniques to acquire and apply new knowledge and skills, uses
training, feedback, or other opportunities for new knowledge and skills; uses training, feedback, or other
opportunities for self-learning and development. Develops and enhances skills to adapt to changing organizational
needs. Remains open to change and new information and ideas; adapts behavior or work methods in response to
new information, changing conditions, or unexpected obstacles.




Emotional Maturity: Conducts oneself in a professional, consistent manner when representing the organization.
Exhibits the ability to work through challenges and create opportunities. Has the ability to work through
adversity and hold self and others accountable for work actions. Takes risks appropriate to ones level of
responsibility. Acts as a settling influence in a crisis.

Macro-Oriented: Understands and appropriately applies procedures, requirements, and regulations related to
specialized areas of expertise. Understands effects of decisions on the organization and on other organizations.
Exercises good judgment, makes sound, well informed decisions. Acts as a change agent by initiating and
supporting change within the agency.

Working With Others: Creates effective teams; shows a willingness to get work done through others; supports,
motivates and is an advocate for staff. Monitors workloads and provides feedback. Clearly and comfortably
delegates work, trusting and empowering others to perform. Reinforces and rewards team efforts and positive
behaviors. Is fair, yet firm with others.

Results-Oriented: lIdentifies, analyzes, and solves problems. Plans effectively to achieve or exceed goals, sets
and meets deadlines. Develops standards of performance and knows what and how to measure.

Resource Management: Demonstrates ability to plan, prioritize and organize. Acquires and effectively and
efficiently administers and allocates human, financial, material and information resources.




