development results: Financial, Personnel, Contracts/Grants or Physical Assets. Leverages Agency resources to achieve Agency’s objectives.

FOREIGN SERVICE SKILLS MATRIX
RESOURCE MANAGEMENT: Manages one or more of the following Agency resources to maximize organizational performance and/or produce

and Contract/
Grant

statements of work, training requests
and commodity procurement
requirements. Manages implementing

requests and commodity procurement
requirements. Participates in
contractor/bid selection. Manages

timely procurement planning and
execution. Leads review of proposals,
bid applications and unsolicited

Sub-Skills FS-06 - FS-04 (Apprentice) | FS-03 (Journey) FS-02 (Master) FS-01 (Teacher)
Budgeting and Mastefs USAID’s budgetary cycle and | Prepares accurate and timely l?gdget Balances resource _requi.rements for Ensures optimal resource allocation
Financial financial management procedures. analyses fqr area of requns1b1hty. area of resp(.)n51b11.1ty with those of across strategic objectives and
Tracks obligation, commitment and other operating units. Manages and operating units. Seeks out most cost-
Management expenditure or deobligation of funds tracks budget and financial effective ways to utilize budgetary
accurately and timely. Identifies management functions relevant to area | resources. Sets standards for efficient,
potential opportunities to leverage donor | of responsibility. Provides advice on transparent financial management.
and private sector resources. proper procedures and standards. Forges alliances and leverages
Negotiates with other donors and resources to further the objectives of
private sector representatives to operating unit.
maximize contributions to common
goals.
Human Participates in preparation of own work | Participates in preparation of own work Establishes performance targets for Balances performance targets for
Resource obj e.ctives. Manages time and obj gctives. Wolrks with staff iI.l preparing | unit. Allocates work optimally among | operating unit with overall Mission,
monitors own progress toward their work requirements. Provides formal | team members. Manages employee office or bureau goals. Ensures that
Management accomplishing work objectives. and informal feedback on performance performance throughout the rating staffing is in line with program/Mission
Prepares self-assessment and provides and potential. Completes employee cycle. Ensures that performance of size and complexity and deployed to
360 degree-feedback on team members | evaluations or memoranda of team members is managed and support most critical work. Ensures
as requested. Respects role of all performance in accordance with evaluated objectively. that staff is appropriately trained,
categories of employees, whether local | standards and deadlines. utilized, appraised and rewarded.
or expatriate. Works to prevent and resolve personnel
problems in a timely manner.
Procurement Plans and assists in preparation of Prepares statements of work, training Implements strategy through judicious, | Selects acquisition or assistance

instruments most likely to accomplish
strategic/work plan objectives. Ensures
transparency and integrity in

procurement. Understands and applies
accountability requirements for
property held in USAID or
contractor/grantee custody. Reconciles
procurement records with physical
inventories.

property. Recommends and implements
cost savings or efficiency measures.
Monitors utilization of program/OE
property and assets.

real, expendable and non-expendable
property acquisition requirements.
Reviews and approves disposition
methods for excess/used property.

Management partner teams and other inputs contracts, grants and other inputs with proposals. Guides contractor work procurement and contractor/grantee
judiciously. Monitors compliance and | minimal supervision. Monitors plans. Monitors performance, management. Cultivates relationships
applies broader statutory requirements | compliance with contract/grant terms. resolving complex issues as they arise. | with implementing partners based on
to work. Participates in resolving issues of Balances Agency, customer and partner | shared objectives and mutual respect.

performance. Assesses effect of interests to resolve issues.

activities.
Asset Assists in assessing needs and Assesses needs and prepares for Analyzes OE and/or program support Develops and implements systems for
Management preparing specifications for specifications for procurement of needs in order to determine specific, monitoring and evaluating effective use

of physical assets. Ensures accurate
preparation and timely submission of

mandatory reports.
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implement vision. Motivates and empowers staff to solve problems and delegates decision making as appropriate. Takes responsibility for own professional

FOREIGN SERVICE SKILLS MATRIX

LEADERSHIP: Assesses the environment and draws upon staff input to establish direction and vision for the operating unit. Builds consensus to

development. Mentors and guides staff to assume increasing levels of responsibility in the organization.

Sub-Skills

FS- 06 - FS-04 (Apprentice)

FS-03 (Journey)

FS-02 (Master)

FS-01 (Teacher)

Direction and
Vision

Plans and carries out individual work
in the context of Agency vision,
strategic/management objectives of
operating unit and assigned activities.

Contributes to team achievement of
Agency vision. Contributes to
formulation of strategic or management
plans.

Leads team to achieve Agency vision
and goals of operating unit. Thinks
and manages strategically. Takes
calculated risks. Develops alternate
vision as needed.

Formulates vision and strategic
management plan for operational unit
consistent with Agency vision and U.S.
national interest. Creates a work
environment that encourages innovation
and risk-taking.

Consensus
Building

Presents positions in non-
confrontational way. Is open to views
of others. Acts confidently and
decisively within own purview.
Supports team consensus and moves to
implement it.

Considers alternative solutions to
problems. Ultilizes interest-based
negotiation skills to help team, partners,
and customers reach agreement.

Guides team through differences,
encouraging members to objectively
weigh alternatives. Encourages
constructive dissent. Reaches
operational agreement. Leads
implementation of decisions.

Creates linkages among teams.
Confronts and resolves conflict among
competing interests or priorities.

Motivation and

Demonstrates enthusiasm for unit and
Agency mission. Takes positive can-

Involves and motivates others to
participate and contribute to work of

Encourages team to define problems
and motivates members to explore

Creates work environment where
assignments are interesting, challenging

for training and on-the-job experience
to fill own skill gaps. Gives and
accepts feedback tactfully.

Provides constructive 360 degree-
feedback to aid in professional
development of team members.

professional growth. Seeks out
training and on-the-job experiences to
foster team members’ professional
development.

Empowerment do approach to work. team. Recognizes contribution of all alternative solutions. Generates and provide learning opportunities.
team members. Delegates meaningful enthusiasm for work of the team or Inspires teams to new responsibilities
work to subordinates. operating unit. Delegates appropriate and challenges.

responsibilities and accountability to

teams and team members.
Staff Recognizes own strengths and Identifies opportunities for professional Objectively assesses staff skill levels Creates team/office structure that
Development weaknesses. Seeks out opportunities growth for self and team members. and expertise. Identifies areas for fosters job enrichment, skill

development and professional growth.
Actively mentors staff through
performance management, constructive
feedback and formal and non-formal
training.
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FOREIGN SERVICE SKILLS MATRIX

TECHNICAL AND ANALYTICAL SKILLS: Blends knowledge of technical, program or administrative disciplines with knowledge of USAID values
and business processes and applies them to the particular setting to solve problems, meet customer needs and achieve results that support Agency objectives.
Remains abreast of developments in the discipline and trends in U.S. foreign policy.

officers to prioritize work. Meets
established deadlines or negotiates them
in face of constraints.

communicates rationale and time frame
clearly to customers. Overcomes
constraints to meet established deadlines.

assists in setting priorities for operating
unit. Uses forward planning to meet or
beat deadlines.

Sub-Skills FS-06 - FS-04 (Apprentice) | FS-03 (Journey) FS-02 (Master) FS-01 (Teacher)
Professional Is conversant with development Understands development theories and is | Has thorough, current knowledge of Uses in-depth knowledge of technical,
Expertise theories, including sectoral strategies or gainil}g practical exper_ience in qpplying backstop. T_ranslates Feghnicgl, programmgtic or administrative specialty
approaches to work as well as cross- technical, programmatic or administrative | programmatic or administrative coupled with broad knowledge of Agency
cutting themes such as gender and approaches relevant to backstop to expertise in developing new strategies | policies and priorities to manage for
institutional development. Identifies conduct work. Actively seeks to gain or innovations to work. Demonstrates | results. Represents organization as a
personal skill gaps and builds knowledge to achieve expertise in full mastery of skills in backstop. professional expert. Demonstrates
knowledge. backstop. mastery of skills and knowledge beyond
personal backstop and actively fosters
corporate value of continual learning.
USAID Values | Is conversant with Agency core values. | Applies core values in daily work. Work demonstrates internalization and | Demonstrates sophisticated understanding
and Business Learns.basw goals, pollcles, Actively seeks opportunities to .broaden mastery of Agegcy core valu.es, goals, of Agency vision gnd values. Serves as
regulations and business processes and deepen knowledge of policies, policies, regulations and business role model for junior officers and
Processes relevant to backstop, including regulations and business processes. processes. development partners. Suggests
information technology. innovations in business processes or
development practices.
Information Locates and effectively analyzes dataor | Organizes data and information and Identifies development or administrative | Identifies development or management
Gathering information._ Assesse_:s reliability and tran;late_s into practicgl or policy B problems and §eeks ipformati_on/siata proble_ms.. Guides pperatit_lg gnit in
. accuracy of information. Accurately applications. Recognizes when additional relevant to their solution. Objectively gathering information, weighing
Analysis, and summarizes findings and conclusions information or consultation with senior weighs input from multiple sources, alternative solutions, reaching consensus
Problem verbally or in writing appropriate to officers is required. Participates in analyzes data and recommends and implementing solutions. Devises and
Solving — audience. Is conversant w_ith applications Weighing alternatives and. implementing apprc_)priate course of aption. S_hares .shares.solutions wiﬂ} appropriat.e parties,
includes gf collabqratlve technologies such as solutions. Shares alt[ernatn./es and . .solutlo.ns with appropriate parties, 1ncludlpg communities of practice. Leads
internal virtual networks and recommended solutions with appropriate including communities of practice. and guides communities of practice in the
Knowledge teleconferencing. Knows which parties, seeking guidance on information to | Executes and manages solutions. formulation of policy and associated
Management applications are available in the Agency. | share with communities of practice. Formulates major components of overall | budget decisions. Leads communities of
Networks formally and informally into Utilizes collaborative technologies in policy. Leads communities of practice in | practice networks in new applications.
communities of practice that focus on the | identifying best practices and relating one or more functional specialties. Disseminates new applications.
technical areas and portfolio of the lessons learned in the technical area and Coordinates component policy into Synthesizes an array of information to
officer. Participates effectively in portfolio of the officer. Leads monitoring overall policy framework. Effectively create new approaches to meet emerging
monitoring and evaluation activities. and evaluation activities. applies lessons and best practices to challenges or policy directions.
inform or redirect activities.
Customer Identifies customers, both internal and Is accessible and available to multiple Effectively balances competing customer | Instills sense of customer service in
Service external. Works with more senior customers. Establishes priorities and demands. Sets priorities for self and operating unit. Plans work of unit such

that deadlines are met or surpassed.
Formulates creative approach to
improving customer service.

AID 461-4 (04/04)

Page 3 of 4




TEAMWORK AND PROFESSIONALISM: Conducts self professionally, fostering an organizational environment characterized by open communication,

FOREIGN SERVICE SKILLS MATRIX

cultural sensitivity and respect for divergent employee backgrounds, management styles and point of view. Inculcates respect for equal employment
opportunity principles and ensures their uniform application in the workplace.

Sensitivity and
Respect for

learn about different cultures, customs,

beliefs and the perspectives of partners.

Demonstrates an appreciation for the

understand the value of differing cultural
perspectives in carrying out the work of
the team. Assists local employees to

customs, mores, and beliefs.
Demonstrates sensitivity to individual
and cultural differences and values

Sub-Skills FS-06 - FS-04 (Apprentice) | FS-03 (Journey) FS-02 (Master) FS-01 (Teacher)
Communication | Speaks clearly and persuasively. Articulates point of view tactfully. Fosters, by example, open Conducts negotiations effectively and
Permits others to express views. Practices active listening. Facilitates communications among team members. diplomatically. Chairs meetings
Writes succinctly. Produces written | communications in group settings. Accurately summarizes group consensus. | skillfully and expeditiously, fostering
material within established Produces written materials that reflect Speaks effectively in public to small expression of diverse points of view.
timeframes that are thorough and relevant views; highlights essential points | groups. Represents operating unit at Represents operating unit effectively in
factually accurate. and clearly explains essence of subject to | external functions. Writes persuasively. public fora. Ensures that policy and
intended audience. Ensures that written products clearly link | operational issues are written in ways
subject to USAID/USG policy and most helpful to decision-makers.
interests.
Professional Holds self accountable for duties and Is self-motivated and reliable. Publicly Deals effectively with pressure and Sets highest standards of advancing
Conduct respor.lsib.ilities. Is dependable; and supports team, unit or qrganizgtiona.l encourages others to perservere in Agency’s goals. Ensures that operating
conscientious. Conducts self in an positions, even when disagreeing with trying circumstances. Works unit conducts business transparently
ethical manner. Is relied on by them. Evinces growing understanding of | effectively independently and as part of | and impartially. Behavior exemplifies
colleagues, team members and ethics regulations. a team to achieve goals. Behavior impeccable ethical standards and
superiors to meet work requirements exemplifies ethical standards. coaches subordinate(s).
and deadlines.
Adaptability and Accepts the constancy of change and | Enthusiastically takes. on new tasks apd Guides gtaff to respond quickly ‘and Antici.pates and manages change ‘
Flexibility adapts behawor and work methpds pedoqns them effectwely. Pays particular approprlately to newlo.pportunltles and effectlyely. Develops programmatic,
accordingly. Demonstrates aptitude | attention to teaching less experienced risks, changing conditions or operational or procedural tools and
to work effectively in overseas members and ensuring that staff in different | unexpected obstacles. Volunteers to methodologies to confront new
environment. Volunteers for employment categories participates fully. help others achieve organizational challenges. Works with external
activities outside of team. Adjusts quickly and demonstrates versatility | goals working outside of operating partners to achieve organizational goals.
to new work environment and unit.
responsibilities.
Cultural Seeks information and opportunities to | Actively assists team members Effectively leads team with different Cultivates cultural diversity in

operating unit. Builds team based on
diversity of experience and skills.
Takes full advantage of diverse

Diversity views of others in the team context. understand U.S. culture and ensures that diversity of views and competencies. perspectives and skills and customer
Has a working understanding of the local cultural norms are taken into input. Counsels team members,
importance of gender in the workplace | consideration in defining activities and assisting them to develop an
and development. results to be produced by the team. appreciation for the value of diversity.

Diversity, Equal Demonstrates thorough knowled_ge Treats all people fairly and withgqt Supports and in}plemen.ts fair Ens_ures by example e_md_instruction and

Employment of Equal E‘m.ployment .Opport.unlt[y regard to race, color, gender., rehglon, persoqnel practl(.:es,.wk.nch foster an verifies through monitoring and fgllow-.

. (EEO) policies and their application | ethnic origin, age, sexual orientation, any | inclusive, non-discriminatory work up, that all employees are treated in a fair

Opportunity to the USAID workplace. other factors unrelated to job environment. manner. Applies EEO merit principles

Knowledge and performance. consistently and applies them to all

Implementation workforce categories.

AID 461-4 (04/04)

Page 4 of 4





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


