COMPETENCY AND GOAL MANAGEMENT SYSTEM
USER GUIDE
Skills DB Pro features a Competency and Goal Management Module with which you
can easily determine if employees are skilled enough to handle the duties required in
their job position. With this module, you can select the skills needed for a job, and set
the minimum and ideal competency levels for each skill. Employees filling a job position
can then be compared against the requirements for that position to see what gaps exist,
and if they need further training.
This guide is designed to help you get started in using this module. We begin by
considering how to set up the competency requirements for a job position, and then go
on to consider the various competency report features.
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FOR ADMINISTRATORS
You need to be logged in as an Administrator to perform the functions in this section.

SETTING UP COMPETENCIES
To setup the competency requirement for a job position, hover over Admin in the menu
bar, hover over Skills Setup from the dropdown menu, and click Goals &
Competencies on the pull-right menu.

Select the Job Title you want to define and click *Begin Competency Setup.

In the “Add Skills by Job Title” section of the page, select the skill you want to add to
this job title, select the desired and minimum competency levels, adjust the priority if
required, and click Add Skill.
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HOW TO ADD QUALIFICATIONS TO A JOB TITLE
To add qualification, use the “Add Attributes” section of the page displayed after clicking
*Begin Competency Setup as explained above. Simply select the qualification you
want to add as a requirement for this job position and click Add Attribute.

HOW TO EDIT OR DELETE A SKILL OR QUALIFICATION FROM JOB TITLE
Go to the competency management page (Admin > Skills Setup > Goals &
Competencies). Select the job title you want to work with and click *Begin
Competency Setup.
The skills and qualifications defined for this job position are displayed in the “Edit Skills”
and “Edit Attributes” sections of the page.
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To edit a skill, make the required changes to “Score”, “Min Score”, and “Priority”, and
click Submit to save.
To delete a skill or attribute, click the corresponding checkbox under “Delete” and click
Submit.
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VIEWING COMPETENCY LISTS IN THE SYSTEM
Using the list feature, you can view a catalog of job titles and their accompanying skill
requirements. You can also drill down on competency lists to view just one job title and
its skill requirement.
Another vital application of this feature is for mapping a skill to all job titles for which it is
required.
To access this feature, place your mouse pointer over Reporting in the menu bar,
hover over Lists in the dropdown menu, and select Competencies from the pull-right
menu.
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HOW TO VIEW LIST OF SKILLS DEFINED FOR A JOB TITLE
Go to the competency list page (Reporting > Lists > Competencies). Type the name
of the job title in the box under the “Job Title” label and wait a few seconds for the
system to load all skills and attributes defined for that title.

HOW TO VIEW ALL JOB TITLES THAT REQUIRE A SKILL
Go to the competency list page (Reporting > Lists > Competencies). Type the
name of the skill in the box under the “Skill” label and wait a few seconds for the
system to load all job titles for which the skill is required.
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COMPETENCY REPORTING
Our Advanced Analytics Reports tool incorporates a Competency Report function with
which you can create easy-to-understand reports on the competencies of employees in
a department, or across several departments. This tool features a set of filters that
enable you to structure your reports, and quickly get an overview of how adequate your
employees are for their job positions.

HOW TO CREATE COMPETENCY REPORTS
Place your mouse pointer over Reporting in the menu bar, hover over Advanced from
the dropdown menu, and select Competencies from the pull-right menu.

The page displayed contains the competency report for the entire company. You can
then modify the report by dragging and dropping filters, or using the options within each
filter, as has been done in the picture below.

Note: Please read the Advanced Analytics section of the “Getting Started As A
Manager” guide to find out more on using filters.
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The first two columns on the left show the job title and the name of the person being considered. The “Category” and “Skill” columns
show the skills required for this job position.
The actual comparisons are displayed on the right half of the screen. If an employee does not have, or has not been rated on a skill,
the defined competencies for that skill are simply displayed in the sectioned labeled “Defined Competencies” in the picture above.
If an employee has been scored by a manager on a skill, the manager’s score is displayed in the “Actual Score” column, alongside
the desired and minimum scores, all in the area labeled “Competency compared to scores entered by manager” in the picture above.
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If employees have scored themselves on a skill, the employee’s score is displayed in
the “Actual Score” column, alongside the desired and minimum scores, all in the area
labeled “Competency compared to scores entered by employee” in the picture above.

HOW TO STRUCTURE COMPETENCY REPORTS WITH FILTERS
Filters can be used to further streamline or control reports. To view the competencies of
employees within just one department for example, drag the department filter from the
upper filter section, to the section just above the reports pane.

Next use the option within the “Department” filter to select the particular department you
want to report on. To do this, click on the pin-like icon within the filter, uncheck “Show
All” in the dropdown menu, check the name of the department, and click OK.
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COMPETENCY CHARTING
Various charts can be drawn with the Competency Chart feature. These charts give a
visual overview of an employee’s skills in comparison with the skill requirements for
their current job position.
To use competency charts, place your mouse pointer over Reporting in the menu bar,
hover over Advanced in the dropdown menu, and select Competency Charting from
the pull-right menu.

A legend on the right of each chart shows what the colors in the chart represent. For
example, in the bar chart below, blue represents the person’s score on that skill, red
represents the desired score, and green represents the minimum score. Thus, if an
employee has not been scored on a skill, the blue bar is not displayed.
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A competency report for the employee whose chart is displayed can be seen below the
chart. Using this report, you can control some aspects of the chart, such as; the person
whose competency is charted and, the category of skills included in the chart.
To change the person for example, click on the pin-like icon within the “Person” filter,
from the dropdown menu, uncheck “Show All” and the check the name of the employee.
Click ok to create the competency chart for the selected employee.
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You can also select other types of charts. To change the chart displayed above to a
Step Line Chart for example, click on the “Chart Type” dropdown box on the top left of
the screen and select “StepLine” from the dropdown options.

15

FOR ADMINISTRATORS, MANAGERS, AND EMPLOYEES
Administrators, Managers, and Employees can perform the function in this section

USING “MY PEOPLES GOALS” FEATURE
With this feature, a manager or admin can compare the skills of employees assigned to
them to the skill requirement for various job positions.
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To use this feature, Place your mouse pointer over My People on the menu bar, hover
over Mgr Reporting on the dropdown menu, and select My Peoples Goals from the
pull-right menu.

Select the job title, select the person you want to compare to this job title, and click
Compare.
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As can be seen in the picture above, the skills required for this position as well as the
needed score for each skill are displayed in the “Skill” and “Desired Score” columns.
The employee’s score for each skill is displayed in the “My Score” column, and can thus
be easily compared to the desired score.
Note: Employees can also use this feature. To access My Goals as an employee,
place your mouse pointer over Skills and select My Goals from the dropdown menu.

COMPETENT EMPLOYEES, COMPETENT BUSINESSES
This guide has covered the basic setup and use of our competency module – a module
designed with the sole aim of helping you ensure each job position is staffed by the
best.
We believe you have opted for this module, Great Decision! Please take advantage of
the features covered in this guide and build an ever more competent company.
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