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Annex D 

 

SECTION 2.2 OF PAF– LIST OF COMPETENCIES 

 

A Competency is defined as an element of knowledge, skill or attribute that is directly 

related to effective performance in a job. 

 

 
1. ABILITY TO WORK IN A TEAM 

 

 
Rating 1 Unsatisfactory  

 

Unwilling or unable to co-operate with others. Demonstrates lack of 

commitment to teamwork.  

 
Rating 2 Needs improvement 

 

Able to demonstrate a level of co-operation with immediate colleagues 

but needs assistance in communicating and relating to others. 

 
Rating 3 Good 

 

Generally gets on well with colleagues.  Communicates well as part of a 

team and works to achieve team objectives. Requires normal level of 

supervision and guidance. 

 
Rating 4 Very Good 

 

Often demonstrates good motivation and communication skills, is able to 

produce better than expected results for team. Requires minimal 

guidance or counseling. 

 
Rating 5 Outstanding 

 

Always demonstrates exceptional abilities to work as member of a team 

and high level of cooperation communication skills to achieve team and 

individual targets.  Motivates other team members to achieve better 

results. Little or no guidance ever required. 

 

 
2. ANALYTICAL SKILLS 

 

 

Rating 1 Unsatisfactory 

Experiences great difficulty in analyzing cases. Unable and unwilling to 

make quality work related decisions. Demonstrates a lack of ability to 

develop and analyze alternative courses of action. 
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Rating 2 Needs improvement 

 

Experiences some difficulty in analyzing cases in a competent way. 

Shows some willingness to make quality work related decisions. 

Demonstrates some ability to develop and analyze alternative courses of 

action. 

 
Rating 3 Good 

 

Generally analyses cases in a competent way.  Shows willingness to 

make quality work related decisions. Able to develop and analyze 

alternative courses of action. 

 
Rating 4 Very Good 

 

Able to analyze cases in a very competent way. Regularly makes quality 

work related decisions based on sound judgment and occasionally 

exceeds normal expectation to develop and analyze alternative courses 

of action. 

 
Rating 5 Outstanding 

 

Constantly demonstrates exceptional knowledge and skills to analyze 

cases. Always makes quality work related decisions based on sound 

judgment.  Often exceeds normal expectation to develop and analyze 

alternative courses of action. 

 

 
3. ATTENDANCE AND PUNCTUALITY 

 

 
Rating 1 Unsatisfactory  

 

Makes no attempt to attend duty on time. Fails to ensure that work 

responsibilities are covered when absent. Unwilling or unable to begin 

work on time. 

 
Rating 2 Needs improvement 

 

Needs to be reminded to attend duty on time. Sometimes ensures that 

work responsibilities are covered when absent. Occasionally begins 

work on time. 

 

Rating 3 Good 

 

Regularly attends duty on time.  Manages his/her time effectively.  

Ensures that work responsibilities are covered when absent.  

 
Rating 4 Very Good 

 

Attends duty on time and demonstrates good time management skills.  

Ensures that work is completed before proceeding on leave and work 
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responsibilities are covered when absent without being reminded. 

Always begins work on time. 

 
Rating 5 Outstanding 

 

Always attends duty on time and is available whenever required.  

Demonstrates excellent time management skills. 

 

 

4. CHANGE MANAGEMENT 

 

 
Rating 1 Unsatisfactory  

 

Unable to maintain effectiveness when experiencing major changes in 

the work environment. Fails to show willingness to adapt to job or 

organizational changes. Demonstrates no effort to adjust to work within 

new work structures, processes, requirements or cultures. 

 
Rating 2 Needs improvement 

 

Demonstrates some ability to maintain effectiveness when experiencing 

major changes in the work environment. Shows some willingness to 

adapt to job or organizational changes. Makes some effort to adjust to 

work within new work structures, processes, requirements or cultures. 

 
Rating 3 Good 

 

Able to maintain effectiveness when experiencing major changes in the 

work environment. Willing to adapt to job or organizational changes. 

Makes effort to adjust to work within new work structures, processes, 

requirements or cultures and to facilitate the change process. 

 
Rating 4 Very Good 

 

Above average ability to maintain effectiveness when experiencing 

major changes in the work environment. Adapts to job or organizational 

changes. Eager to adjust to work within new work structures, processes, 

requirements or cultures and to facilitate the change process. 

 
Rating 5 Outstanding 

 

Demonstrates exceptional ability to maintain effectiveness when 

experiencing major changes in the work environment. Adapts to job or 

organizational changes very quickly and constantly facilitates the change 

process. Constantly adjusts to work within new work structures, 

processes, requirements or cultures. 
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5. COACHING AND COUNSELLING 

 

 
Rating 1 Unsatisfactory  

 

Unwilling and unable to coach subordinates. 

 
Rating 2 Needs improvement 

 

Indifferent to development needs of subordinates. 

 
Rating 3 Good 

 

Able to demonstrate ability to help develop the full potential of 

subordinates. Able to encourage, nurture and give appropriate 

feedback. Able to demonstrate empathy in his/her dealings with his/her 

staff.  

 
Rating 4 Very Good 

 

Very good ability to help develop the full potential of subordinates. 

Often encourages, nurtures and gives appropriate feedback. Often 

demonstrates empathy in his/her dealings with his/her staff.  

 
Rating 5 Outstanding 

 

Demonstrate exceptional ability to help develop the full potential of 

subordinates. Always encourages, nurtures and gives appropriate 

feedback. Always demonstrates empathy in his/her dealings with 

his/her staff. 

 

 

 
6. COMMUNICATION SKILLS 

 

 

Rating 1 Unsatisfactory  

 

Demonstrates a lack of ability to express facts in a clear, concise and 

logical way. 

 
Rating 2 Needs improvement 

 

Demonstrates some ability to express facts and ideas orally or in writing 

in a clear and logical manner. Often requires guidance and editing. 

 
Rating 3 Good 

 

Organises and expresses facts and ideas orally or in writing in a clear 

and logical manner. Needs normal guidance and editing. 
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Rating 4 Very Good 

 

Above average ability to organize and express facts in a clear, concise 

and logical way and to give constructive feedback. 

 
Rating 5 Outstanding 

 

Demonstrates an exceptional ability to organize and express facts in a 

clear, concise and logical way and to give constructive feedback. 

 

 
7. CUSTOMER FOCUS 

 

 
Rating 1 Unsatisfactory  

 

Makes no effort to ensure the provision of prompt and efficient service to 

internal and external customers. Demonstrates little attention to listen 

and respond to customer requests and problems. Shows no commitment 

to increase customer satisfaction. 

 
Rating 2 Needs  improvement 

 

Demonstrates some willingness to ensure the provision of prompt and 

efficient service to internal and external customers. Able to show 

attention to listen and respond to customer needs and problems. Shows 

some commitment to increase customer satisfaction. 

 
Rating 3 Good 

 

Expresses willingness to ensure the provision of prompt and efficient 

service to internal and external customers. Listens and responds to 

customer needs and problems. Is committed to increase customer 

satisfaction. 

 
Rating 4 Very Good 

 

Regularly demonstrates willingness to ensure the provision of prompt 

and efficient service to internal and external customers. Listens and 

responds eagerly to customer needs and problems. Demonstrates high 

level of commitment to increase customer satisfaction. 

 
Rating 5 Outstanding 

 

Consistently exceeds normal expectations to ensure the provision of 

prompt and efficient service to internal and external customers. 

Demonstrates an exceptional ability to listen and respond to customer 

needs and problems. Maintains very high standards of commitment to 

increase customer satisfaction. 
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8. DECISIVENESS 

 

Rating 1 Unsatisfactory  

 

Fails to show ability to make decisions, judgements and commitments. 

Fails to make decisions within the time limits required by the situations. 

Makes no attempt to make good and sound decisions. 

 
Rating 2 Needs  improvement 

 

Demonstrates little ability to make decisions, judgements and 

commitments. Occasionally makes decisions within the time limits 

required by the situations. Makes some attempt to make good and sound 

decisions. 

 
Rating 3 Good 

 

Demonstrates ability to make decisions, judgements and commitments. 

Often makes decisions within the time limits required by the situations. 

Most decisions are good and sound. 

 
Rating 4 Very Good 

 

Demonstrates very good ability to make decisions, judgements and 

commitments. Makes decisions within the time limits required by the 

situations. All decisions are good and sound. 

 
Rating 5 Outstanding 

 

Demonstrates exceptional ability to make decisions, judgements and 

commitments. Always makes decisions before the time limits required 

by the situations. All decisions are sound and good beyond 

expectations. 

 

 
9. ETHICAL CONDUCT 

 

 
Rating 1 Unsatisfactory  

 

Fails to take care not to jeopardize the reputation of the Organisation. 

Demonstrates lack of commitment in terms of honesty, loyalty and 

integrity. Unwilling or unable to act consistently with the core values of 

the organisation and to be equitable and ethical in the treatment of 

others. 

 
Rating 2 Needs  improvement 

 

Sometimes takes care not to jeopardize the reputation of the 

Organisation. Demonstrates some commitment in terms of honesty, 

loyalty and integrity. Willing to act consistently with the core values of 

the organisation and to be equitable and ethical in the treatment of 
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others but not too often. 

 

Rating 3 Good 

 

Often takes care not to jeopardize the reputation of the Organisation. 

Shows commitment in terms of honesty, loyalty and integrity. Acts 

consistently with the core values of the organisation and is equitable and 

ethical in the treatment of others in most cases. 

 

Rating 4 Very Good 

 

Always takes care not to jeopardize the reputation of the Organisation. 

Shows high level of commitment in terms of honesty, loyalty and 

integrity exceeding expectations sometimes. Always upholds to the core 

values of the organisation and is always equitable and ethical in the 

treatment of others. 

 
Rating 5 Outstanding 

 

Always takes utmost care not to jeopardize the reputation of the 

Organisation. Shows a very high level of commitment in terms of 

honesty, loyalty and integrity always exceeding expectations. Goes out 

of his /her way to be equitable and ethical in the treatment of others. 

Goes out of his/her way to uphold the core values of the organisation. 

 

 

 
10. FOCUS ON RESULTS 

 

 
Rating 1 Unsatisfactory  

 

Unwilling or unable to achieve targeted results. Refuses to accept 

responsibility for own actions. Requires very high level of supervision. 

 
Rating 2 Needs improvement 

 

Seldom takes time to organize work so as to achieve goals. Demonstrates 

some ability to set goals that are aligned with unit objectives. Requires 

close supervision. 

 
Rating 3 Good 

 

Able to achieve targeted results. Demonstrates ability to set goals in 

alignment with unit objectives.  Accomplishes agreed upon workload 

under normal level of supervision. 

 
Rating 4 Very Good 

 

Eagerly achieves targeted results. Shows very good ability to set goals 

in alignment with unit and organisational objectives. Demonstrates 

ability to consistently identify and solve problems. Little 
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guidance/counseling required. 

 

Rating 5 Outstanding 

 

Demonstrates exceptional ability to achieve targeted results. Constantly 

sets goals in alignment with unit and organisational objectives. Accepts 

responsibility very competently for own actions. Normally no 

guidance/counseling required. 

 

 
11. INITIATIVE AND CREATIVITY 

 

 
Rating 1 Unsatisfactory  

 

Demonstrates little or no initiative and creativity at work, seeking out 

repetitive or routine work. Consequently requires very high level of 

supervision and instruction. Lack of creativity is detrimental to the 

workgroup/component. 

 
Rating 2 Needs  improvement 

 

Performance of routine work satisfactory. Occasionally shows initiative 

and creativity, but not at expected level. 

 
Rating 3 Good 

 

Works out own programmes/approaches to overcome problems and 

competently performs to expectations where general principles are not 

adequate to determine procedure or decisions to be taken. Requires 

normal level of supervision and counseling. 

 
Rating 4 Very Good 

 

Shows high level of initiative and creative work, even in absence of 

guiding principles and precedents. Only limited guidance or counseling 

required. Volunteers for additional responsibilities. 

 
Rating 5 Outstanding 

 

Constantly shows a high level of initiative and creativity. Always seeks 

out additional responsibilities. Normally no guidance or counseling 

necessary. 

 

 

 
12. LEADERSHIP 

 

 
Rating 1 Unsatisfactory  

 

Makes no attempt to motivate or control subordinates. Lack of leadership 
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is having detrimental effects on the workgroup. 

 

Rating 2 Needs  improvement 

 

Motivation and control of subordinates is deficient and there is room for 

improvement and personal development. 

 
Rating 3 Good 

 

Demonstrates leadership qualities through motivation and guidance of 

subordinates. Workgroup produces good standard of work in terms of 

quality and quantity. 

 
Rating 4 Very Good 

 

Often inspires work group to develop and promote a shared vision of 

organisation’s goals and objectives at all levels. Demonstrates 

leadership qualities of above normal acceptable level. Workgroup 

produces good to superior standard of work in terms of quality, quantity 

and timeliness. 

 
Rating 5 Outstanding 

 

Always inspires workgroup to develop and promote a shared vision of 

organisation’s goals and objectives at all levels. Constantly maintains 

very high standards and manages to overcome problems of motivation 

and control with minimum guidance or counseling from above. 

 

 

13. PLANNING 

 

 
Rating 1 Unsatisfactory  

 

Generally inadequate which results in wasteful expenditure in terms of 

energy, time, human resources, equipment and finances. Lacks ability to 

scope length and difficulty of work. No clear breakdown of the process 

steps. Development of work-plans weak. 

 
Rating 2 Needs  improvement 

 

Some aspects of work result in fruitless expenditure. Very little 

contingency arrangements. Shows little ability to scope length and 

difficulty of work. No clear breakdown of the process steps. 

Development of work-plans weak. 

 
Rating 3 Good 

 

Demonstrates ability effectively and efficiently. Demonstrates the ability 

to scope length and difficulty of work. Clear breakdown of the process 

steps. Well thought out work-plans. 
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Rating 4 Very Good 

 

Demonstrates ability to consistently be effective and efficient, and 

considers relevant information critically and thoroughly. Demonstrates 

the ability to scope length and difficulty of work well. Well thought out 

process steps. Well thought out work-plans. 

 
Rating 5 Outstanding 

 

Demonstrates an exceptional ability to scope length and difficulty of 

work. Clear sequencing of events/activities/process steps. Work-plans 

exceptionally well thought through and expressed. Achieves results on 

time and with required quality. 

 

 
14. PROBLEM SOLVING SKILLS 

 

 
Rating 1 Unsatisfactory  

 

Makes no attempt to identify problems and relevant issues. Fails to break 

problem into components. Unwilling or unable to see relationships and 

alternative solutions. Demonstrates an inability to arrive at sound 

conclusion through a logical process. Abnormal amount of supervision 

and guidance is required. 

 
Rating 2 Needs  improvement 

 

Attempts to identify problems and relevant issues. Makes some efforts to 

break problem into components. Try to see relationships and alternative 

solutions. Experiences some difficulty to arrive at sound conclusion 

through a logical process. Often requires close supervision and guidance. 

 
Rating 3 Good 

 

Able to identify problems and relevant issues. Able to break problem into 

components. Sees relationships and alternative solutions. Experiences 

little difficulty to arrive at sound conclusion through a logical process. 

Requires normal level of supervision and guidance. 

 
Rating 4 Very Good 

 

Very good ability to identify problems and relevant issues. Breaks 

problem into components. Demonstrates ability to see relationships and 

alternative solutions well. No difficulty to arrive at sound conclusion 

through a logical process. Only minimal supervision and guidance 

required. 

 
Rating 5 Outstanding 

 

Demonstrates exceptional ability to identify problems and relevant issues. 

Effective time management when breaking problem into components in a 
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clear and logical manner. Demonstrates outstanding ability to see 

relationships and alternative solutions. Constantly arrives at sound 

conclusion through a logical process. Normally no supervision or 

guidance necessary. 

 

 
15. RELIABILITY 

 

 

Rating 1 Unsatisfactory  

 

Fails to execute functions as instructed and within agreed upon time 

frames. 

 
Rating 2 Needs  improvement 

 

Needs to be reminded of responsibilities continually. Usually make 

excuses. 

 
Rating 3 Good 

 

Shows commitment to work. Is seldom required to report progress about 

task. 

 
Rating 4 Very Good 

 

Takes on additional work eagerly and can be trusted to deliver. 

 
Rating 5 Outstanding 

 

Always exceeds normal expectations. Handles greater responsibility 

independently. 

 

 
16. RESPONSIBILITY 

 

 
Rating 1 Unsatisfactory  

 

Declines all responsibility for own areas of work and that of 

subordinates, seriously impairing the work of workgroup/ component. 

Requires abnormal amount of supervision/instruction. 

 

Rating 2 Needs  improvement 

 

Either needs assistance in the form of training/counseling, or cannot 

cope with the full range of responsibilities involved in the job, even 

though some training and/or counseling have been provided. Still room 

for improvement. 
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Rating 3 Good 

 

Constantly accepts responsibility in a competent manner for own areas 

of work and those of subordinates. Can be relied upon to accept 

responsibility in respect of other employees in their absence when 

requested to do so. Normal level of supervision and counseling 

required. 

 
Rating 4 Very Good 

 

Occasionally exceeds normal expectations, accepts responsibility very 

competently for own areas of work, those of subordinates and of other 

employees in their absence. Only minimal guidance or counseling 

required. 

 
Rating 5 Outstanding 

 

Often exceeds all normal expectations and accepts responsibility very 

competently for own areas of work. Conduct may only be described as 

exceptional, the employee displaying outstanding qualities far 

exceeding the requirements of the job. Normally no guidance or 

counseling required. 

 

 
17. STRATEGIC THINKING 

 

 
Rating 1 Unsatisfactory  

 

Unwilling or unable to set overall strategic direction and priorities. 

Experiences great difficulty to organize and achieve organizational 

objectives. Fails to provide the enabling requirements for the 

achievement of organizational objectives. Fails to ensure that strategic 

plan is transformed into specific targets. 

 
Rating 2 Needs  improvement 

 

Shows some willingness to set overall strategic direction and priorities. 

Experiences some difficulty to organize and achieve organizational 

objectives. Provides to some extent the enabling requirements for the 

achievement of organizational objectives. Demonstrates some ability to 

ensure that strategic plan is transformed into specific targets. 

 

Rating 3 Good 

 

Shows willingness to set overall strategic direction and priorities. 

Experiences very little difficulty to organize and achieve organizational 

objectives. Provides the enabling requirements for the achievement of 

organizational objectives. Demonstrates ability to ensure that strategic 

plan is transformed into specific targets. 
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Rating 4 Very Good 

 

Regularly sets overall strategic direction and priorities. Able to organize 

and achieve organizational objectives. Above average ability to provide 

the enabling requirements for the achievement of organizational 

objectives. Occasionally exceeds normal expectation to ensure that 

strategic plan is transformed into specific targets. 

 
Rating 5 Outstanding 

 

Always sets overall strategic direction and priorities. Demonstrates 

outstanding ability to transform mission vision of the organisation into 

organizational objectives. Demonstrates exceptional ability to provide 

the enabling environment for the achievement of organizational 

objectives. Often exceeds normal expectation to ensure that the mission 

vision of the organisation is transformed into strategic objectives and 

achievable goals. 

 

 
18. TECHNICAL KNOWLEDGE AND SKILLS 

 

 
Rating 1 Unsatisfactory  

 

Fails to show willingness or lacks ability to apply technical/professional 

knowledge and skills. Abnormal amount of supervision is required. 

Performance of workgroup/component is being adversely affected. 

 
Rating 2 Needs improvement 

 

Requires close supervision and constant guidance in order to properly 

apply technical/professional knowledge and skills to task in hand. 

 
Rating 3 Good 

 

Demonstrates ability to apply technical/professional knowledge and 

skills to immediate work situation. Normal level of supervision and 

guidance necessary. 

 
Rating 4 Very Good 

 

Shows very good technical/professional knowledge and skills in 

immediate work area and wider work environment. Little guidance/ 

counseling required. 

 
Rating 5 Outstanding 

 

Consistently demonstrates exceptional technical/professional 

knowledge and skills in connection with immediate work areas and 

those of wider work environment. Normally no counseling or guidance 

necessary. 
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19. VERSATILITY 

 

Rating 1 Unsatisfactory  

 

Unable and unwilling to manage multiple tasks. Unwilling to change. 

 
Rating 2 Needs improvement 

 

Demonstrates little ability to manage multiple tasks. Indifferent to 

change. 

 
Rating 3 Good 

 

Demonstrates ability to manage multiple tasks competently and shows 

an open and positive attitude to change and brings appropriate changes 

to processes and systems. 

 
Rating 4 Very Good 

 

Demonstrates very good ability to manage multiple tasks competently 

and shows an open and positive attitude to change and often brings 

appropriate changes to processes and systems. 

 

Rating 5 Outstanding 

 

Demonstrates exceptional ability to manage multiple tasks competently. 

Always shows an open and positive attitude to change and very 

enthusiastic to bring appropriate changes to processes and systems. 

 

 

 
20. OTHERS 

 

 As regards other competencies, it may be worked out in collaboration with the 

PMS  Coordinator at the Steering Committee and then finally submitted to the Central 

Monitoring Committee . 

 
 


