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I.  Introduction

1.1 Message from Chief Human Capital Officer.


Department of Health and Human Services,


Our mission is to build a premier Federal workforce in HHS.  We created this Career Management Guide to meet a critical need for guidance in career planning and development.  This resource provides essential information about the basic competencies, training and development needed for progression through twenty scientific and administrative Targeted Occupations for grades GS-7 through GS-13.
The Guide does not address required training outside the scope of targeted job series, such as Individual Development Plans.  But, but it does provide knowledge that can empower employees in the management of their careers.
This Guide is a resource that can be consulted alongside each OPDIV/STAFFDIVs' training and developmental programs. I hope that this Guide will be a building block for the HHS workforce of the future.   

Sincerely, 


Heidi Sheaffer, Acting, Chief Human Capital Officer







1.11	Message from the Chief Learning Officer
As the Chief Learning Officer for HHS, I am gratified to have this Career Management Guide (CMG) made available to all employees. One of our goals, here in Enterprise Workforce Development and Performance (EWDP), is to promote employees’ professional development so they may better support the mission of our agency.  I believe that the CMG will provide guidance and direction that will make the challenging process of career planning less difficult.
As you go through the Guide it will inspire you to consider your career direction, and engage you in the process of planning your career goals.  The essential content of the CMG identifies the specific skills, training and competencies needed to move ahead to meet those goals.    
We all desire career advancement, and career success.   Let the CMG be your guide! 
Sincerely,

Dr. Trina Greer

















1.12	Message from the Director, National Capital Region Human Resources Center
Given my years of work experience in the private and federal sectors, which included much thought and discussion about career advancement, I can attest to the need for career guidance that includes specific information about the skills and training that must be gained to advance “through the ranks.”
I am pleased to say that the Career Management Guide addresses that need for career guidance.
I have come to believe in the adage that luck is defined as preparation meeting opportunity.  Life does have its lucky moments, but more importantly, personal effort and planning account for the greater part of career success.
Take advantage of the CMG, and plan your path ahead!  

Sincerely,

Catherine Teti





















Target Audience. This Guide was created to inform and assist employees by providing general information and position descriptions about twenty Targeted Occupations in key administrative and scientific occupations that are considered vital to the future of the Department. It is a resource for employees to guide them in their personal development and career advancement. 
Please note that:
· The Career Guide  does not replace existing HHS policy;
· Information presented  should not be used to evaluate individual job performance;
· Attainment of the competencies cited in the Guide will increase the potential for career advancement, but such attainment does not guarantee advancement.

1.2 Background. In 2010, the Office of Administration, Office of Human Resources (ASA/OHR) approved the creation of a Career Management Initiative to address the Department’s critical need to support career planning and employee development activities. Subsequently, The Career Management Guide was identified as a strategic priority in the ASA/OHR 2010-2012 Transformation Plan. 

 (HHS) initiated the creation of a standardized workforce development guide for Targeted Occupations in 2011.  This single resource can be used to support career development for grades GS 7 through GS 13 in the twenty Targeted Occupations: 
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· Human Resources Specialist
· Miscellaneous Administration and Programs  
· General Natural Resources and Biological Sciences 
· Financial Administration and Programs 
· Budget Analyst 
· General Health Science 
· Veterinary Medical Science  
· Nursing 
· Medical Officer 
· Chemistry 
· Public Health Program Specialist 
· Microbiology 
· Consumer Safety 
· Social Science 
· Health Insurance Administration 
· General Business and Industry 
· Contracting 
· Information Technology 
· Management / Program Analyst 
· Grants Management 


1.3 Purpose of the Career Management Guide.  The Career Management Guide is a resource to support employees’ career planning and development activities. Career development is an ongoing process in which employees should work toward defined goals. To be better prepared for career opportunities, employees must take primary responsibility for planning and monitoring their own careers. This begins with a self assessment of interests, skills, competencies, and desired career status. Using the Career Management Guide, HHS employees will be able to define their career goals with supervisors, develop realistic plans for reaching professional  goals, and ultimately build a more productive and successful department.  
1.4 
Designed as a customizable resource, The Career Guide can be leveraged within each organizational component of the Department; however it is not intended to substitute for supervisory involvement and support.  

1.5 Benefits of Career Management: Career management enhances the performance of employees and supervisors, and the 
Agency, in these ways:
· Creates a standardized approach to HHS Career Management
· Assists employees with identifying their interests and career objectives
· Provides employees with assessment tools to leverage individual skills
· Provides employees with a map for career growth;
· Supports Human Resources  through the development of employees through identifiable learning resources;
· Through competency development, increases the number of employees potentially qualified to fill higher grade positions;
· Allows supervisors additional time to focus on operational issues as employees take more responsibility for their career development;
· Supports succession development and provides future replacement of skills lost through retirements and attrition; 
· Enhances organizational productivity by more clearly defining developmental roles and responsibilities; and
· Provides guidance to improve the knowledge base of the work force.







1.6 How to Use the Career Management Guide

Identify Career Path
Review Position Description
Review Career Map
Review Success Factors
Review Baseline Competency Chart and Definitions
Review Grade Level Job Requirements, Education, and Developmental Opportunities






























HHS Employees, by using the Career Guide, will benefit from career development. Upon hiring or introduction to a new role, position descriptions (PDs) are issued to employees.  While PDs provide a general overview of routine duties, baseline job requirements, expectations, and reporting standard, they do not provide career guidance.

To begin using the Career Guide, first identify a Career Path or Occupational Series of interest. Locate the Career Map in the Guide and read its introduction, which provides an overview of the position description. 
Then, review the typical career path which provides a visual image of progression through grade GS-13. At each grade level, there is an indicator of the required skill levels for the position: Basic, Intermediate, Advanced, and Expert.  The career map also indicates the levels at which supervisory responsibilities could be assumed.

Next review the Success Factors for the selected occupation series.  The lists of Success Factors, though not comprehensive, are essential behaviors necessary for successful performance in the selected series. Once you understand the success factors, review the baseline competency list and proficiency scale. Additional competencies and details may be available in your OPDIV/STAFFDIV. However, the Career Guide provides baseline expectations. Review the list and each of the competency definition charts, which define applicable competencies, and the proficiency levels for each grade GS-07 through GS-13.

 Lastly, to gain a broader understanding of the chosen occupational series, review the baseline job requirements and the developmental and educational opportunities by grade level. This will help you become aware of what is expected at your current grade level and at higher grade levels. Throughout the review process of each occupational series, involve your supervisor or mentor to assist in creating a development plan. The last page of each occupational series is a worksheet for identifying of areas of development.  This worksheet can be used to develop an Individual Development Plan (IDP) and to track progression toward identified areas of proficiency. Following these basic instructions will enable HHS employees to understand their occupational role and to identify the behaviors that may improve their job performance.
 
	Data Category
	Description

	Baseline Job Requirements 
	· Duties inherent to job series and grade

	Competencies 
	· Combination of knowledge, skills and abilities 

	Proficiency Levels
	· Level of performance ranging from 1 to 5:
· 1: Fundamental Awareness
· 2: Novice
· 3: Intermediate
· 4: Advanced
· 5: Expert 

	Proficiency Demonstration 
	· Specific tasks, steps, processes, key behaviors, etc., that can be performed to demonstrate competency at the designated proficiency level, based on the degree of job complexity 

	Developmental Opportunities 
	· Professional development through rotations, job assignments, etc., that enhance performance at the applicable grade level 

	Training Opportunities
	· Continuous professional development through training to gain additional knowledge and skills

	Educational Requirements 
	· Education, certifications, licenses, and/or other requirements required for the position




II. Getting Started 
HHS seeks to develop individual talent and training and development opportunities to accomplish the mission of HHS. The Department strives to balance employees’ career goals with organizational needs, and encourages individual career planning and management. Employees can review the twenty occupational series in the Career Guide to set career goals and create action plans to attain them.  The information for each occupational guide sets realistic expectations for performance and career progression.

III. Integrating Career Management and the PMAP Process
Responsibility for career management is jointly shared by the employee and his or her supervisor.  Once enrichment activities for competency and training development have been identified, they should be recorded and documented at least yearly on the Individual Development Plan (IDP) and in the Performance Management Appraisal Program (PMAP).  
This activity benefits the employee, supervisor and HHS in these ways:

1. Establishes expectations and accountability; 
2. Provides feedback on progress toward targeted outcomes
3. ’Acknowledges individual accomplishments toward organizational goals

 The annual PMAP rating can affect promotions, awards, quality step increases, flexi-place and alternate work schedule decisions. Employees should recognize the importance of the PMAP and the impact for career development and progression.


Career Management Cycle




IV. Career Management Model 
4.1 Prepare The Career Guide helps employees to think strategically about their careers. Career Maps provide a visual layout of their career path, and progress within an occupational series.  Employees should first review their occupational series of interest.
4.2 Assess  Clarify your interests and determine your desired occupational series. Set clear goals, assess the series in the Career Guide, and consider which education and training requirements you may need to develop. If assistance is needed, refer to the Employee Competency Self Assessment Guide found in section 4.6. Upon completion of the self-assessment, review the free learning and developmental resources on the HHS Learning Portal. These free resources include online classes, learning modules, and books that are always accessible.  If further education is needed, the Department’s Higher Education @ Work Program is available. This program partners with public and private universities to promote continuing education and professional development at discounted rates. For more information about this program, visit http://hhsu.learning.hhs.gov/hhsuonline/hhsu-openhouse-educationalpartners.asp.
4.3 Plan Read your selected occupational series information in the Career Management Guide for your career interest. If particular competencies or skills should be developed, work with a supervisor or mentor to prepare a plan. Identify training, special assignments, or online learning that could improve your current work performance. The plan may be documented in Section 4.6 of The Career Guide, The Employee Competency Self-Assessment, and included in the annual Individual Development Plan (IDP).
4.4 Execute By participating in enriching activities to develop competences, education, and baseline job duties, you can:
· Gain expertise in your current job
· Expand responsibilities in your current job
· Broaden responsibilities through a job change
· Advance  to a higher level
· Prepare for a new career
Employees should continuously refer to their Employee Competency Self Assessment, Individual Development Plan (IDP), and PMAP to assess progress.  

4.5. Evaluate The annual PMAP review process provides a performance evaluation for HHS employees. Based on feedback, employees can determine areas for growth, competency development and learning, and thereby  
assess their own career development and set personal goals.  Goals should be SMART: Specific, Measurable, Attainable, Relevant, and Time oriented.  



4.6 EMPLOYEE COMPETENCY SELF-ASSESSMENT
Employee Name:		                  	Date: 
Purpose: The Employee Competency Self-Assessment enables the identification of targeted competencies for occupational success through self and third party evaluation of key behaviors. Employees should choose at least three competencies and assess their own current competence level, or with the assistance of a supervisor or mentor and develop a plan for improvement. This focus will enable employees to manage competency progression and development of key behaviors. The Career Management Guide focuses on key baseline competencies and proficiency levels that range from “Awareness” to “Expert.”  However, OPDIVS/STAFFDIVS may provide technical competencies, in addition to those listed in the CMG, as based on their various mission and goals.   
To use this form, first identify the expected competencies and proficiency levels for assessment. This can be found in the occupational series template of interest. Secondly, ext, identify the relative importance of developing the chosen competency.  For example, a Critical competency is one that should already be developed in the current role or position; A High competency is one that must be developed to move to the next grade; Medium- Medium competency is needed developed for possible future promotions. Thirdly, identify competency key behaviors from the competency definition chart in the occupational series template, and perform a self assessment using proficiency levels from the Likert Scale. The assessment will allow employees to provide comments concerning similarities or differences between self-assessed and expected proficiency levels. Lastly, a development plan for each competency can be documented and tracked for progression. 

Use HHS Likert Scale below to better understand how the key competencies are rated and ranked for the job series of interest.

	Proficiency Level
	General Competencies
	Technical Competencies

	5 = Expert 
	· Applies the competency in exceptionally difficult situations.
· Serves as a key resource and advises others
	· Applies the competency in exceptionally difficult situations
· Serves as a key resource and advises others
· Demonstrates comprehensive, expert understanding of concepts and processes

	4 = Advanced
	· Applies the competency in considerably difficult situations.
· Generally requires little or no guidance
	· Applies the competency in considerably difficult situations
· Generally requires little or no guidance
· Demonstrates broad understanding of concepts and processes

	3 = Intermediate
	· Applies the competency in difficult situations.  
· Requires occasional guidance.
	· Applies the competency in difficult situations.
· Requires occasional guidance.
· Demonstrates understanding of concepts and processes.

	2 = Basic
	· Applies the competency in  somewhat difficult situations.
· Requires frequent guidance.
	· Applies the competency in somewhat difficult situations.
· Requires frequent guidance
· Demonstrates familiarity with concepts and processes.

	1 = Awareness
	· Applies the competency in the simplest situations.
· Requires close and extensive guidance.
	· Applies the competency in the simplest situations.
· Requires close and ongoing guidance.
· Demonstrates limited awareness of concepts and processes.   




To assess yourself using this form, put the number corresponding to your level of competence (as indicated on the scale below) in the appropriate column next to each competency listed. 
Scale: 	5 = Expert (very competent -capable of performing and practice this function regularly)   4 = Advanced (competent - capable of performing and practice this function regularly 3 = Intermediate (capable of performing but does not practice this function regularly) 2 = Basic (little experience performing) 1 = Awareness (no experience practicing - additional training and experience needed).
EXAMPLE:
	Behavioral/Functional Competencies and Expectations 

	(NIH) Change Management:  Understands the need for change and helps plan for and accommodate it as creatively and positively as possible.

	Importance:	   	        Critical		  High		  Medium





	Key Behaviors
	Current Level of competence

	Level of Expectation
(see Likert Scale)
	Comments on Strengths/Developmental Needs

	
	5
	4
	3
	2
	1
	
	

	A. Is flexible and open to new ideas and encourages others to value change.
	
	
	
	
	
	
	

	B. Seeks ways to employ technology to achieve mission and improve organizational and individual performance.
	
	
	
	
	
	
	

	C. Proposes new approaches, methods, and technologies.
	
	
	
	
	
	
	

	D. Uses state-of-the-art resources and employs technology to assist self and organization in work activities.
	
	
	
	
	
	
	

	E. Assesses the readiness of people and organizations for change prior to implementing any change activities
	
	
	
	
	
	
	

	F. Recognizes and plans for challenges associated with undertaking business process redesign and change management efforts.
	
	
	
	
	
	
	

	G. Considers overall structures, patterns and cycles in the organization/systems, and uses assessment, analysis and evaluation methodologies to define metrics and standards of performance.
	
	
	
	
	
	
	

	H. Assesses mission achievements, change implementation, behavioral change, evidence of learning, and employee reactions/responses.
	
	
	
	
	
	
	




	Targeted Training related to Assessment of Competencies

	Targeted Competency
	Course/Training
	Start Date
	Completion
	Comments

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	Individual Growth Plan

	1. Ex.  Will be a team leader upon completion of the LCC customized course on Leadership. 

	2. 

	3. 

	4. 

	5. 

	6. 

	7. 


EMPLOYEE GROWTH PLAN 
Based on the results from the self-assessment, complete the following and develop a self-improvement plan. Your plan may include a request for formal training, increased meetings with a supervisor to analyze issues and improve skills, team meetings with other employees to discuss common issues, and/or a renewed approach to daily tasks. 
1.  My strengths as a employee: 
2.  Areas where I need improvement: 
3. My individual objectives for the next 6 months: 
4. My plan to achieve objectives: 



Discussion between Employee/Supervisor 
about Setting Goals


Use Career Development Plan, Prepare IDP


Engage in Identified Training & Development Activities


Ensure Ongoing Monitoring, Feedback Coaching, and Problem Solving


Conduct Organizational, Functional/Occupational & Individual Needs Assessments
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