CAREER PATH 1

BUSINESS MANAGEMENT & TECHNICAL MANAGEMENT PROFESSIONAL

FACTOR 5 - COMMUNICATION

FACTOR DESCRIPTION:

This factor describes/captures the effectiveness of oral/written communications.

EXPECTED PERFORMANCE CRITERIA (Applicable to all contributions at all levels):

Work is timely, efficient, and of acceptable quality.  Communications are clear, concise, and at appropriate level.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Descriptors indicate the type of contribution appropriate for the high end of each level.  Descriptors are not to be used individually to assess contributions, but rather are to be taken as a group to derive a single evaluation of the factor.

	LEVEL DESCRIPTORS
	DISCRIMINATORS

	  LEVEL I

· Communicates routine task status/results as required.

· Provides timely data and written analyses for input to management/technical reports or contractual documents.

· Explains status/results of assigned tasks.
	 Level of Interaction (Audience)

 Written

 Oral

	  LEVEL II

· Communicates team or group tasking results, internally and externally, at peer levels.

· Writes, or is a major contributor to, management/technical reports or contractual documents.

· Presents informational briefings.
	 Level of Interaction (Audience)

Written

 Oral


	LEVEL DESCRIPTORS
	DISCRIMINATORS

	  LEVEL III

· Communicates project or program results to all levels, internally and externally.

· Reviews and approves, or is a major contributor to/ lead author of, management reports or contractual documents for external distribution.  Provides inputs to policies.

· Presents briefings to obtain consensus/approval.
	 Level of Interaction (Audience)

 Written

 Oral

	LEVEL IV

· Determines and communicates organizational positions on major projects or policies to senior level.

· Prepares, reviews, and approves major reports or policies of organization for internal and external distribution.  Resolves diverse viewpoints/controversial issues.

· Presents organizational briefings to convey strategic vision or organizational policies.
	Level of Interaction (Audience)

Written

Oral


