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Accountability

General
 adheres to deadlines and appointments

 delivers work on time and as agreed

 is transparent when he anticipates problems or errors

 takes responsibility for mistakes

Operational
 clearly communicates to stakeholders when deadlines and agreements cannot be fulfilled

 comes to the colleagues' rescue if problems arise or mistakes are made

 continues to work effectively without losing sight of quality standards

 keeps to agreements that have been made

 takes responsibility for his own behavior and the related results

Tactical
 acts in accordance with the organizational and quality standards

 ensures that colleagues come to each other's defence when mistakes are made

 explains his/her motives for important decisions

 supports colleagues in an appropriate manner when he delegates tasks

 takes personal responsibility for his mistakes or those of the department

Strategical
 ensures that departments and team step into the breach for one another when mistakes are made

 ensures that the organizational culture is one in which taking responsibility for personal activities and the
actions of others is very important

 is a role model for others in terms of reliability and integrity

 is accountable towards stakeholders for the activities and actions of the organization

 shares his quality standards and norms with interested parties

 takes personal responsibility for his actions, those of his department and the entire organization
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Adaptability

General
 does not confuse adaptability with giving up his/her identity

 is not rigid

 is ready to change his/her routine

Operational
 adapts his/her own methods when the situation calls for it

 continues working effectively when tasks suddenly change

 does not need too much time adapting to a new task

 easily adapts to a new work environment with different rules

 handles standards and values that are different or new with ease

Tactical
 adapts his/her plans and schemes easily when needed

 adapts to different tasks and demands easily after a fusion or take-over

 adjusts his/her behavioral style to a certain norm in a different environment; prefers not to stand out

 adjusts his/her own plans and goals if a certain benefit is at stake

 is able to develop professional relationships with colleagues and customers from different cultural
backgrounds, religions and with different personalities

Strategical
 acts appropriately in different cultures and adopts the set norms and values

 adapts the rules and attitude to his/her new position both within and outside the organization

 adjusts his/her own view and objectives in order to achieve a common shared goal

 is open to various standards, values and rules without losing a sense of identity

 quickly detects relevant cultural elements in various situations and surroundings and acts accordingly
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Ambition

General
 draws his/her own career plan and acts accordingly

 has a sufficient amount of energy

 learns from successful people

 makes an effort to learn and develop

Operational
 develops his expertise furhter through training or study

 looks for possibilities to achieve visible successes

 positions him/herself based on expert quality

 works hard and wants to achieve in his/her position

Tactical
 builds a network within and outside of the organization in order to expand his/her career opportunities

 explores his/her possibilities within the organization

 has clear personal objectives

 is not satisfied with a situation in which few opportunities for promotion arise

 takes on responsibilities and takes up extra work

Strategical
 actively recognizes opportunities for further development of the organization's profile

 is actively interested in his/her organization and its surroundings

 is engaged in several committees, organizations and/or boards

 looks beyond his/her own organization

 represents the organization in relevant networks
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Assertiveness

General
 communicates his/her views or statements clearly

 radiates self-confidence by his/her attitude and looks the other person in the eye

 speaks his/her mind (e.g. in a meeting) even if it is diametrically opposed to that of his/her colleagues

 speaks his/her mind when something is the matter, does not wait for something to happen

 stays calm even if others are loud and dominant

Operational
 clearly indicates what kind of behavior is not appreciated without voicing an opinion of a person concerned

 does not refrain from expressing his/her opinion but does so in a non-provocative way

 expresses him/herself clearly and voices his/her opinions

Tactical
 expresses his/her own interests without losing sight of the organization`s interests

 stands up for his/her own interests, taking the common interest into account

 voices his/her opinion in a way that does not harm interrelations

Strategical
 acts diplomatically; knows when to be direct and when not

 can keep his/her opinion to him/herself until enough support is built up

 stands up for the organization's interests in a context of cooperation
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Attention To Detail

General
 is disturbed by small mistakes

 remains focused when dealing with detailed information

 stays alert and concentrated

Operational
 checks his/her own work and focuses on details

 follows instructions carefully and flawlessly

 handles details meticulously and makes very few mistakes

 is able to work with numbers for a long time on end

 stays critical in routine tasks and keeps an eye on his/her own performance

Tactical
 develops ideas thoroughly and meticulously into an effective plan of action

 develops systems to monitor and control detailed information adequately

 organizes data on topics discussed with an eye for relevant detail

 quickly detects gaps in graphic representations

 quickly notices contradictions in detailed information

Strategical
 identifies details in behavior and data that are relevant to a certain pattern

 picks essential details from a complex amount of information

 quickly detects inconsistencies in reports, budgets et cetera

 readily sees contradictions in a large amount of complex information

 recognizes trends in numerical information
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Business Orientation

General
 does not need much support from others

 is able to manage stress

 is ambitious

 knows when to say 'yes' or 'no'

 takes calculated risks

Operational
 approaches other people to direct their attention to products and services available

 brainstorms with others about new products and services

 is alert to clients' needs and wishes and acts accordingly

 sees opportunities to interest clients in new products and services

 talks in terms of opportunities, not in terms of problems

Tactical
 builds network relationships and uses them to advertise his/her services

 explores unusual and innovative possibilities to advertise his/her services

 knows and uses his/her client's relevant networks

 knows relevant developments within the client`s organization and offers services accordingly

 observes problems within the client's organization and services and uses them to make a relevant offer

Strategical
 does not avoid risks even when certain aspects and facts are still unknown

 explores opportunities for cooperation, partnerships or take-overs that could improve his/her organization's
position

 generates ideas about the organization's future and its scope of services; translates them into feasible
strategies and goals

 looks for strategic positions in (inter)national networks that could be of use for the organization

 presents new concepts for services and products that have not been marketed before

 recognizes the right moment for marketing innovative products and services
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Coaching

General
 distinguishes his/her own position as a coach and its influence on others

 has an adequate self-perception

 has the right skills, knowledge and experience to coach others

Operational
 allows other people to take responsibility for themselves, especially for their own learning process

 encourages and motivates others to come up with their own solutions

 identifies and clarifies problems others may have in performing their tasks

 makes it clear to others what is expected of them and helps them realize these objectives

 provides directions and professional advice in order to improve other people's performance

Tactical
 does not provide solutions but helps others improve their problem solving skills

 encourages others in becoming involved in organization-wide activities

 enhances other people's understanding of the organization's informal rules and circuits

 helps other people find the right contacts within the organization

 helps other people see the importance of a broad orientation within the organization

Strategical
 distinguishes other people's talents

 encourages others to plan their careers

 encourages others to take steps toward achieving their own professional goals

 helps other people realize what their professional goals are, even if they reach beyond the organization

 helps others explore their limits and possibilities - even if they can only be found outside their own
organization
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Commercial Power

General
 conducts uncomplicated sales meetings in a correct manner

 demonstrates commercial awareness and understanding

 discovers opportunities and products in the market and values the commercial potential

 identifies customer needs and demands

 is trustworthy and creates a good setting to convince (potential) customers to purchase

Operational
 conducts sales meetings independently and uses the information to come up with sales proposal that will

be accepted

 creates opportunities for enhancing sales himself/herself

 knows the market and market players

 shows interest in the customer and knows how to convert the requirements of the customer into sales
actions for the longer term

 takes financial consequences of commercial proposals into account

Tactical
 independently discovers new sales opportunities and converses these into successful propositions

 makes complex sales calls independently and convinces customers to puchase the products and / or
services

 negotiates successfully, identifies the negotiating strategy of the partner and demonstrates adaptability

 takes initiative to analyze the client`s situation

 turns ideas into improved Product Market Combinations (PMC) that are well suited for the actual and future
market demands

Strategical
 actively builds and maintains a diverse network

 doesn't avois conflicts but can handle them to achieve better results

 establishes and maintains long-term relations with top customers and uses them for the advantage of the
organization

 negotiates at high level, is able to explore various strategies in doing so

 pursues a proactive commercial strategy and coordinates its implementation between different departments
of the organization

 translates customers' needs and demands into the development of new products or services
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Conduct

General
 follows the rules of etiquette

 looks well-groomed

 shows respect for other people

Operational
 addresses people correctly, in accordance with the organization's culture

 behaves correctly and according to current standards

 dresses appropriately, in line with his/her position

 makes a good first impression and maintains it

 provides knowledgeable answers based on his/her expertise

 provides knowledgeable answers professionally

Tactical
 adopts his style and dresses in accordance with his/her position

 builds a personal relationship with clients and colleagues by showing a genuine interest in other people

 demonstrates self-confidence and competency in responding to questions

 does not pretend to be competent in any area other than his/her own

 is consistent in his/her conversational style; does not suddenly change his style

 is knowledgeable in his/her field and does not pretend to be an expert in other areas

 represents the organization in his/her choice of dress

Strategical
 feels free in different circles and companies

 is able to adjust his/her use of language and behavior to his/her own and other people's roles

 is able to assess what kind of behavior is appropriate and effective in different situations

 is able to quickly adopt a new environment's rules, standards and values

 understands the etiquette and acts accordingly

 uses non-verbal behavior to enhance his/her image
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Conflict Management

General
 distinguishes interests and motivation in other parties

 is able to assess the potential reach of a conflict

 is able to assess the scale of a conflict and the emotions that play a role in it

Operational
 finds out what the reasons and backgrounds for a conflict are

 is sensitive to tensions in a team and able to address them

 looks for tangible solutions that are satisfactory for all the parties involved

 proposes several solutions that can be accepted by conflicting parties

Tactical
 anticipates potential conflicts of interests and other complications

 distinguishes complex interests and unvoiced opinions

 has different strategies in advance to be able to reduce tensions

 is able to assess the hierarchy within a group or team

 overcomes the difference in opinions by looking for a common ground

Strategical
 asks direct questions in order to analyze the depth and reach of the contradictions or the conflict

 demonstrates the advantages of mutual cooperation

 encourages conflicting parties to come up with their own resolutions of a conflict

 gets information from all the conflicting parties about the reasons for the conflict

 persuades conflicting parties to look for the mutual advantages of finding a resolution of their conflict
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Controlling Progress

General
 is disciplined

 likes to be informed

 works in a structured manner (and manages his/her time well)

Operational
 checks progress regularly

 makes appointments with employees in order to provide feedback on their performance

 notices and minimizes work slowdowns

 provides clear deadlines

 uses his/her planner effectively, sets deadlines for him/herself

Tactical
 defines objectives for the department in terms of measurable results

 evaluates progress from different points of view such as costs, pace, quality and effort

 is able to assess when to step in if the work is stagnant

 plans follow-up actions for finished work

 uses certain administrative procedures to control the progress of work

Strategical
 breaks down change processes into small steps and indicates when progress needs to be checked

 channels and directs information about the progress from various sources; makes sure (higher)
management receives the accurate information

 is alert to signals from the organization regarding the work progress and discusses them with key staff
involved

 monitors the essentials of the actual progress without losing sight of relevant details

 plans individual progress interviews with the key stakeholders whose decisions might influence how the
change processes will go.
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Cooperation

General
 has a proper self-perception

 is able to let the group's interests prevail over his/her own

 knows his/her preferences for certain team roles

Operational
 celebrates success and commiserates on failure together

 clearly demonstrates the importance of a joint result

 is open to other people's opinions and ideas

 is willing to share knowledge and experience

 notices when others need help and takes over their tasks when necessary

Tactical
 acknowledges the contribution from other disciplines and uses them by inviting representatives

 discusses plans and ideas with others and invites them to contribute

 emphasizes common denominators in a team to reinforce team spirit and the importance of a shared result

 is able to compromise; lets a group's interest prevail over his/her own

 makes others see their contribution is vital for achieving a shared goal

Strategical
 finds opportunities to set up shared projects with other organizations

 puts the interests of the organization ahead of his own

 thinks in terms of win-win situations instead of us-against-them

 turns enemies into friends (finds opportunities to work together with competitors)

 understands the organization's strengths and weaknesses and finds partners to help correcting the latter
and enhancing the first
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Courage

General
 distinguishes between courage and bravado

 takes accountable risks

 understands the reach of a risk that is taken

Operational
 chooses an approach that is not quite in accordance with standard procedures when facing a problem

 expresses uncommon, original views

 is willing to choose an approach that has not been tried before

 seeks, when necessary, for solutions beyond the conventional ones

 takes personal risks regularly and is not afraid to express bold opinions

Tactical
 commits to completely new activities that are innovative and feasible

 expresses constructive criticism in the organization's interest

 offers products or services to clients that have not been offered before

 prefers a promising plan with unknown risks over a mediocre plan that offers certainty

 takes responsibility for actions the consequences of which are uncertain

Strategical
 dares to invest in partnerships that involve risks but may be of use for the organization

 estimates and spreads the risks connected with new activities

 invests in new experiments without being certain of their outcome

 is guided by his/her intuition

 makes decisions that could change the image of the entire organization
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Creativity

General
 believes in his/her abilities

 has the courage to come up with unusual solutions

 thinks independently

Operational
 experiments with new methods and opportunities

 looks beyond obvious solutions

 looks for better alternatives

 offers suggestions for original products, methods, approaches

 sees connections between seemingly unconnected aspects

Tactical
 admits the worth of other people's ideas

 is able to abandon existing structures and methods

 is flexible in his/her thinking and has many ideas

 restructures data and ideas in order to achieve innovative or alternative approaches

 talks in terms of possibilities instead of problems

Strategical
 comes up with ideas out of the box

 comes up with new ideas that seem (yet) unfeasible to others

 comes up with unconventional solutions and ideas

 is able to connect concepts and views from different disciplines

 is sometimes hard to follow because of his/her swift and unusual associations

15
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Customer Orientation

General
 aims for a win-win situation

 is respectful to customers, no matter how unreasonable their demands or complaints are

 recognizes opportunities to inform clients of his/her services, anticipates future needs

 shows his/her willingness to come to a solution

Operational
 informs clients about solutions that meet their needs

 listens carefully and makes sure the client feels heard and important

 makes a thorough inventory of the client’s needs and wishes by asking further questions

 makes sure the client is satisfied and renders extra services when necessary

 translates the client's wishes into the organization's products and services

Tactical
 demonstrates the advantages of his/her services to the client

 is aware of the clients' interests and needs and anticipates them

 is clear about the organization's products and services and looks for alternatives with the client when
necessary

 is honest about the limitations of his/her services and takes the trouble to refer the client elsewhere

 looks at the organization through the eyes of the client and his needs; makes improvements accordingly

Strategical
 builds relationships with organizations representing certain clients to hear what they have to say

 comes up with new ways of how to approach clients now and in the future

 develops strategic approaches to various client groups now and in the future

 is aware of the needs and problems of specific client groups
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Decisiveness

General
 does not hesitate or avoid making decisions

 formulates his/her opinion concisely

 makes plans based on previous decisions

 takes up positions and makes decisions

Operational
 makes decisions or performs actions that have a direct effect on daily routines

 makes final decisions during meetings

 takes action against structural problems that obstruct daily routines

 takes action readily when a sudden problem emerges

 takes up a position and speaks his/her mind regarding proceedings or colleagues' performance

Tactical
 makes decisions and takes actions that solve recurring problems

 makes decisions that affect other departments, units, clusters

 makes decisions that promote efficiency and effectiveness of his/her own and other departments

 takes up a position in meetings that reflects a cross-departmental point of view

 translates policy into actions for his/her department, taking other departments into account

Strategical
 makes decisions based on general information regarding developments in the organization's surroundings

and in society

 makes decisions that affect the organization's future course

 makes decisions that affect the organization's future services

 makes decisions that involve risks for the organization and its employees (fusions, take-overs, et cetera)
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Delegating

General
 delegates to the right person

 entrusts authority to others when it serves a purpose

 has faith in employees' qualities

Operational
 allows employees to make mistakes and still supports them

 clearly indicates what is expected of delegated tasks

 delegates the right tasks to the right people, based on their competency

 has faith in the person to whom a task is delegated

 provides sufficient instructions to the person to whom a task is delegated

Tactical
 discusses potential consequences of delegated tasks and responsibilities with his/her higher management

 informs clients and other stakeholders about the delegated tasks and responsibilities

 provides opportunities for the employee to perform a delegated task the way he/she sees it

 regards a delegation as an opportunity for the employee to develop and acts accordingly

 takes feasibility and risks into account when delegating responsibilities

Strategical
 delegates all tasks and responsibilities that s/he does not necessarily have to take on him/herself

 delegates important and attractive tasks and projects - even if it decreases his personal status

 delegates in order to free up his/her own time that can then be used to contribute to improving the
organization

 is able to let go and trust the qualities of his/her employees

 is clear about risks and problems connected to the delegation of tasks

 is generous in praising colleagues and employees for their success and achievements

18
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Developing Employees

General
 distinguishes competencies and talents of others

 does not push him/herself in the foreground

 welcomes others to their successes

Operational
 discusses employees' development needs in evaluation meetings and subsequently facilitates appropriate

support, coaching and/or training opportunities

 distinguishes employees' development needs in evaluation meetings and facilitates appropriate training
opportunities

 enables employees to see their strengths and weaknesses and to explore their full potential

 is able to link the quality of someone's work to his/her lack of, and need to enhance, certain skills and
knowledge

 tests the effect of training and education

 uses coaching on the job in order to enhance employees' development

Tactical
 distinguishes talents and lets them sign up for management development courses

 lets employees draft their own personal development plans

 makes an inventory of employees' talents and qualities

 offers employees the opportunity to gain more experience through job rotation and projects

 surveys the knowledge and experience needed in the department or team for the years to come

Strategical
 finds ways to bring employees' development needs in line with the organization's strategy

 initiates management development courses

 is aware of innovative ways of encouraging the development of employees in a favorable direction

 understands what knowledge and qualities are needed in the future based on the assessment of trends and
social developments

 uses benchmarking to compare the organization's levels of quality and knowledge to those of others
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Discipline

General
 has no difficulty adapting to existing rules and regulations

 sees the reason in rules and procedures

 understands the importance of obeying rules

Operational
 asks higher management for advice when facing a situation in which existing rules and procedures have to

be breached

 clearly recognizes the boundaries of his/her expertise, position and authority

 only performs actions that are in accordance with the rules and procedures

 stays actively informed about changes in regulations, procedures and methods

 wants to receive clear instructions regarding rules, procedures and methods

Tactical
 asks higher management for advice when facing a situation exceeding his/her authority

 is informed about the organization's policy and ethics

 notices the situations when deviations from standard procedures should be made

 seeks confirmation from the right authority when in doubt

Strategical
 understands that rules and procedures are necessary, yet reflects critically on their feasibility

 understands there is a `grey area` where existing rules and procedures should be followed according to a
certain interpretation - within certain limits
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Energy

General
 has stamina

 is able to spread his/her energy adequately

 understands his/her own energy

Operational
 is able to focus and work hard for hours on end

 is able to spread his/her energy effectively

 is enthusiastic even after a day of hard work

 is not afraid of taking on extra work or making extra efforts

 recuperates quickly after long and intensive work

Tactical
 does not give up when facing difficulties, searches for solutions until the end

 does not lose accuracy at the end of a hard day`s work

 is able to work under continuous pressure

 is focused and alert at the end of a long, monotonous meeting

 manages to produce extra energy for an important task

Strategical
 has side jobs and is able to work at nights and on weekends

 is able to handle emotionally exhausting conversations and situations without being fully drained

 is able to recover after a heavy blow

 is aware of his/her energy and capable of spreading it adequately over various activities

 sees new possibilities after a big disappointment

 understands and controls his/her emotions that cost a lot of energy

21

©TMA Method 1999-2025
All right reserved



Flexible Behavior

General
 distinguishes between process and content

 has clear objectives

 is able to question his/her own approach

Operational
 does not focus on a certain approach or argument in order to attain a goal

 holds on to an objective but is able to change his/her approach, view or behavior

 is able to switch between using logical arguments against resistance and making an inventory of its cause

 recognizes obstacles

 understands when a chosen approach is ineffective

Tactical
 adjusts readily to unexpected turns of events

 is able to change his/her approach when facing constant resistance (a different point of view, new
argumentation)

 is able to go along with someone else without losing his/her own objectives

 is able to redefine problems

 is flexible in his/her use of argumentation and style

Strategical
 adjusts his/her tactics to the amount and kind of resistance

 tries various styles of behavior in order to influence others effectively

 uses other people's ideas and subtle signals to guide a conversation into a desired direction

 uses various techniques to influence others (lobbies, approaches decision makers, finds sponsors)
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Focus on Quality

Operational
 adheres to prescribed quality standards

 corrects mistakes when they become evident

 regularly asks for feedback regarding quality

 regularly checks whether his/her work meets prescribed quality standards

 takes direct action in order to ensure his/her quality of work

General
 delivers high quality work

 demonstrates exemplary high-level behavior

 proposes improvements

 works meticulously, makes very few mistakes

Strategical
 allocates means and time within the organization to address and work on quality issues

 encourages and stimulates others to enhance the quality of their services, products and/or work processes

 makes sure that the organization's quality standards are taken into account in all management proposals

 proposes systems and procedures focused on enhancing the level of quality

 sees opportunities to increase quality

Tactical
 deals with complaints constructively to make sure they do not reappear

 encourages others to take quality into account

 encourages the team to enhance their quality of work

 indicates clearly and specifically what level of quality is expected

 regularly checks whether the work of others or team members is up to prescribed quality standards
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Forming Judgment

General
 applies adequate criteria in forming his/her judgements

 distinguishes between facts and opinions

 weighs up alternatives

Operational
 bases his/her views on facts; distinguishes these from opinions

 is able to assess peoples qualities

 suggests practical and feasible solutions

 weighs up pros and cons

 weighs up the right priorities

Tactical
 defines criteria on which his/her conclusion is based

 encourages others to distinguish between relevant and irrelevant aspects of a question at hand

 has several alternatives at his/her disposal

 supports his/her conclusions with relevant and logical arguments from different points of view

 understands the consequences of his/her conclusions for the department and other people

Strategical
 bases strategic choices on sound risk assessment, takes uncertainties and bias into account

 is able to judge new information on its merits and adjusts conclusions or judgements on the basis of this
information when necessary

 makes a review of the consequences of his/her conclusions both for the organization and its employees

 supports his/her judgements with general numbers and facts based on the organization's performance as a
whole

 takes various scenarios into account regarding the organization's continuity
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Identification With Management

General
 commits to an existing policy

 is able to handle a double loyalty

 is able to put him/herself in the (higher) management`s position

Operational
 does not 'go with the crowd', nor speaks in terms of 'this is what the management decrees

 does not speak in terms of 'this is what the management decrees'

 explains the reasons for negative decisions from higher management without undermining them

 is able to clearly explain the organization's policy to his/her employees

 neither identifies with his/her employees' interests, nor makes little of them; finds the right balance

 understands general measures even if they are unpleasant for his/her own department

Tactical
 clearly explains the organization`s policy and translates it into action

 finds a balance between understanding his/her employees' dissatisfaction and implementing
reorganizations, fusions, take-overs

 is committed to his/her higher management and demonstrates this commitment

 sees the bigger picture

Strategical
 explains stockholders interests in a way that gains support

 is able to put him/herself in a stockholder's position

 is able to translate stockholders' wishes into organization-wide change initiatives
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Independence

General
 has convictions of his/her own

 is able to resist social pressure

 is not influenced directly by other people`s opinions

 pursues his/her own, independent course

Operational
 dares to disagree

 deviates from rules and procedures when this seems necessary

 does not always follow others

 does not always follow others; dares to disagree

 does not always look for support when making decisions

 makes decisions and forms opinions based on his/her own analyses and views

Tactical
 can't be forced to provide services that go against his convictions under pressure

 does not fear resistance against his/her views and plans

 follows his/her own quality standards in providing services even if other people do not value them

 goes against the routine to show things can be done differently

 presents plans and proposals that deviate from standard procedures

Strategical
 forms independent judgements even when put under severe pressure

 holds on to professional quality standards even if they go against the organization's policy

 is not influenced by rumors or sentiments within the organization when judging people

 keeps appropriate professional distance from his/her stakeholders in order to form an objective judgement

 takes a deviant position based on his/her convictions even if it creates commotion withing the organization
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Initiative

General
 adopts a proactive attitude

 creates and uses opportunities

 does something he/she was not asked to do

 is the first to come up with plans and ideas

Tactical
 actively looks for solutions when facing a deadlock in a meeting

 actively searches for opportunities that might improve his/her services

 detects opportunities in conversations that work to his/her advantage

 mentions and discusses resistance where and when it takes place

 takes a clear position in unclear situations in which others do nothing

Operational
 attracts responsibilities and activities

 is not docile but proactive

 makes proposals that might benefit the organization without being asked

 observes opportunities and translates them into benefits for the organization

 presents new proposals and plans

Strategical
 detects opportunities in work relationships in order to win a better position his/her own organization

 is active in networking and lobbies with the right people

 presents proposals and plans to strategic partners for future activities

 recognizes long term opportunities for the organization and develops plans to use them accordingly

 recognizes useful and relevant contacts; approaches them accordingly to obtain benefit for his/her
organization
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Innovative Power

General
 dares to go against the flow

 is aware of the client`s future needs and wishes

 is informed about trends and developments relevant for his/her expertise and organization

 translates trends into innovations

Operational
 asks for the client's future wishes

 is aware of services and products clients are dissatisfied with and finds out the reason of it

 is busy innovating and setting up services that have not been provided before

 is well informed about market developments and new forms of technology

 talks a lot to fellow experts and asks about how competitors work

Tactical
 is not hindered by competitive sentiments when someone else comes up with a good idea; joins in and

values the idea instead

 likes to avoid the beaten path and offers proposals that are not always clear-cut yet feasible

 likes to discuss new possibilities or different implementations of existing techniques and methods with
colleagues or fellow-experts

 listens carefully to other people's ideas and is able to assess their innovative potential

 participates in networks that are relevant to his/her organization and are renowned for their innovative
thoughts

Strategical
 formulates ideas that are not yet shared by others

 is able to handle resistance against his/her own ideas without giving them up

 is able to infect others with enthusiasm concerning new ideas and to make them advocate those ideas as
well

 is able to let go of the existing concepts and products, and come up with the daring new ones

 keeps demonstrating faith in his/her own ideas and innovative concepts and products
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Insight

General
 anticipates problems and responds appropriately to them

 can see through relationships and connections

 explains simple logical connections and relationships

 has insight into complex situations, problems and processes

 investigates and analyzes things systematically

Operational
 indicates (new) situations for which no procedures and instructions have been set

 oversees consequences of actions and decisions. Takes account of this

 responds in a timely manner to other people's problems or requests

 separates main issues from side issues and sets priorities

 takes action when problems are anticipated

Tactical
 analyzes (sub) problems and draws clear, well-reasoned conclusions

 defines (sub) problems

 detects and collects important data and finds connections

 establishes the connection between different aspects of a problem

 finds new ways to solve problems

 independently investigates the nature and cause of (sub) problems

Strategical
 comes up with new scenarios when data and/or circumstances change

 comes up with several solutions to complex situations and tough questions

 detects structures within processes

 has an overview of the parts and the whole

 places problems in a broader context

 proposes various scenarios based on the same data

 views things from several perspectives
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Integrity

General
 adheres to commitments

 guards sensitive information

 passes on information consistently and honestly (the same story for everyone)

 treats everybody equally, respectfully and without discrimination

 will not abuse his/her power or advance knowledge

Operational
 informs internal and external clients honestly about potential risks and disadvantages

 is transparent in his/her actions

 takes responsibility for his/her actions

 will only pass on information to those who are entitled to it

Tactical
 demonstrates criticism when colleagues talk behind each other's back

 directs others towards behavior based on accepted social and ethical codes

 displays openness if it is in the interest of others within the organization

 shows exemplary behavior in terms of ethics, standards and values

Strategical
 adheres to appointments at organizational or departmental level

 demonstrates what kind of (upright) behavior is expected

 exerts power carefully

 makes sure that colleagues displaying unethical behavior have been called to order
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Leadership of Groups

General
 clearly defines the role of each team member

 defines the task assigned to the team

 demonstrates his/her own position and approach

 indicates which results are expected of the team

Operational
 demonstrates the planning, procedure and approach

 distinguishes and uses the team members' various qualities

 makes sure that all team members contribute actively to the process

 provides directions when tensions arise or there is a risk objectives won't be attained

Tactical
 addresses the opposite interests and tries to reconcile conflicting parties by looking for common factors

within the team

 emphasizes the personal responsibility of the team members so they can achieve better results

 encourages team members to look beyond the boundaries of their own department

 enhances the team`s problem solving skills by encouraging them to come up with their own solutions for
problems encountered

 stresses the importance of the various team members' contributions

Strategical
 discusses strategic goals, mission and vision with the team members and the strategic role they play in

inspiring people at lower management levels

 distinguishes and addresses complex issues and internal tensions, and offers suggestions to solve them

 encourages team members to use their talents and competencies in order to achieve the organization's
goals

 inspires team members with his charisma and demonstrates faith in the future and their expertise

 uses the (informal) influence team members may have within the organization

 uses the various talents and competencies that exist within the team
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Learning Ability

General
 does not give up easily

 is eager to learn

 is motivated to learn

 reads up on relevant literature in order to improve

 shows discipline in his/her studies and training

Operational
 asks many questions on technical and functional matters

 gains information from conversations that is useful for his/her routine

 is able to put learnt theory into practice

 recognizes his/her mistakes and attempts to correct or prevent them

 understands instructions quickly and is able to perform them

 uses acquired knowledge practically

Tactical
 asks for feedback on his/her performance in order to improve

 develops new ideas and proposals after studying and processes matters that have to do with his/her
position

 is able to absorb complex information and integrate it into his/her own method

 quickly learns from his/her mistakes

 uses newly acquired knowledge readily for his/her own organization

Strategical
 readily apprehends partners' or competitors' strategies in order to propose effective measures for his/her

organization

 understands complex information about target groups, trends, social research, et cetera and uses it for
his/her organization

 understands the code of conduct, rules and regulations in a new environment and acts accordingly

 uses the possibilities of theoretical knowledge for his/her organization
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Listening

General
 knows when to be quiet

 patiently lets the other person finish his/her story

 shows genuine interest

Operational
 demonstrates he/she is listening through body language and eye contact

 does not interrupt and allows the other person to finish his/her story

 sums up what the other person says in his/her own words

Tactical
 addresses hidden and unclear hints and remarks the other person makes

 asks questions until everything is clear

 briefly summarizes the other person's point of view

 checks whether his/her summary is a correct interpretation

 is able to 'read between the lines'

Strategical
 adjusts to the level, background and experience of the other person

 anticipates what the other person is going to say based on the previous information

 knows when to refer to previously discussed topics

 listens to the content and retrieves information from the other person`s non-verbal behavior at the same
time

 listens to what is said but also hears what is not said
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Managing

General
 adapts his/her leadership style to the employee`s level and competency; is able to adopt various styles

 balances leadership styles focused on people and results

 is aware of his/her hierarchic position

Operational
 focuses on results and performance when addressing employees

 is able to assess and uses employees' qualities

 makes clear what results are expected

 motivates employees to achieve set goals

 provides adequate support and guidance in order to achieve set goals

 provides clear instructions for the performance of a job

Tactical
 encourages employees to look beyond their own department in order to enhance the organization's

development

 motivates employees to make contributions and come up with solutions of their own

 propagates the desired organizational culture (change)

 provides adequate resources, facilities and conditions for an effective work process

 translates strategic goals into practical, feasible activities (strategic plan)

Strategical
 brings employees' career development in line with strategic goals

 distinguishes between personal and organizational interests

 gets the most out of his/her employees

 has a natural authority over other people

 takes control during team meetings in which complex and opposing interests are defended

34

©TMA Method 1999-2025
All right reserved



Need to Achieve

General
 has no fear of failure

 is self-motivated to perform as well as he/she can

 shows effort and enthusiasm

Operational
 does not rest before the work is done completely

 is critical towards his/her achievements and sees opportunities to improve constantly

 is enthusiastic and takes on a job readily

 revises his/her work in order to correct mistakes or add improvements

 works overtime voluntarily, and takes work home

Tactical
 conveys the importance of high quality level and makes sure his/her team and employees share this

interest

 defines quality standards and communicates them to employees

 identifies gaps in his/her knowledge and skills and makes attempts to fill them in

 is annoyed by the sloppiness and indifference of employees and points it out to them

 sets high standards for his/her own and other people's work

Strategical
 balances the choices between good quality against fast production and higher profit against poor quality

 investigates the organization's level of quality and services regularly, both internally and externally

 is alert to critical feedback from customers and finds ways to meet their needs

 sees the need for improvement in the organization and makes efforts to enhance its quality

 strives for general quality standards that apply to the entire organization
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Negotiating

General
 handles objections well in negotiations

 is well prepared when entering negotiations

 knows how to handle objections in negotiations

 knows what his/her objectives are and sticks to them

 pays attention to both verbal and non-verbal behavior of the other person

Operational
 comes forward with the right argumentation at the right moment

 decides on forehand what his/her limits and possible concessions will be

 knows when to give in during negotiations

 looks for common interests in negotiations

Tactical
 looks for (medium) long-range win-win situations

 makes responsible concessions when possible

 offers others argumentation for a good negotiation result

 takes care of a proper preparation before entering a negotiation

Strategical
 creates the right conditions during negotiations

 knows the interests and points of view of other organizations during negotiations

 makes sure that others know what the parameters for negotiations are

 makes sure that others negotiate within the organization's terms
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Networking

Strategical
 engages others in creating a broader basis so that the organization can achieve its goals in a better manner

 establishes contacts with other departments in order to increase the chance of his/her own project
succeeding (cooperation, support)

 involves others in his/her professional networks and stimulates them to expand these

 is cooperative and trustworthy, uses his/her network without manipulating it

 looks beyond cultural differences and other barriers in his/her search for useful contacts

 systematically searches for people who could play a role in expanding his/her influential network

 uses his/her network (e.g. for information) to support his/her work

General
 actively works on building a (social) network

 communicates with his contacts on a regular basis

 goes to meetings dedicated to networking

 is actively interested in other people

 takes initiative to find new contacts

Operational
 contacts other people regularly in order to maintain his/her network

 contacts others actively for information, support or cooperation

 has several contacts within the organization at his/her disposal that can be called upon regularly

 is active in making and maintaining contacts

 relies on several contacts within the organization regularly

 uses contacts made during seminars, trainings, congresses and other social events

Tactical
 actively looks for colleagues from other departments for information and expertise

 brings other people in contact with each other, introduces them to each other

 contacts other departments if this is relevant to both parties

 cooperates regularly with colleagues from other departments, focusing on a specific problem

 looks for cooperation with internal and external partners on the basis of mutual interest

 uses his/her network (e.g. for information) to support his/her work
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Organization Sensitivity

General
 is able to look beyond the team or department

 is aware what goes on in the work environment

 knows how organization functions

Operational


 reflects on the possible consequences of new procedures for his/her colleagues in advance

 understands procedures with clients and adjusts his/her routine accordingly

 understands relationships within the team and unit

 understands the relationship between his/her own work and that of his/her colleagues and takes this
relationship into account

Tactical
 anticipates the consequences of his/her actions and decisions for the performance of other departments

 knows how to pass on information that is relevant to the organization to the right contacts

 understands how procedures in various departments complement and affect each other

 understands what employees have formal and informal influence on decisions that are made

 uses informal circuits that exist within the organization

Strategical
 is able to handle ambiguity and unclear power relations

 knows which influential contacts to approach in order to bring the organization to people's attention

 quickly discerns different cultures in external client organization and adjusts his/her approach accordingly

 quickly understands hierarchical structures in relevant boards and committees

 understands the importance of change processes for all stakeholders

38

©TMA Method 1999-2025
All right reserved



Perseverance

General
 does not give up when problems arise

 goes on until it becomes clear a goal cannot be achieved

 is able to assess when to continue and when to give up on an unattainable goal

Operational
 holds on to his/her opinion even if others disagree

 is not willing to compromise; holds on to his/her views

 retains faith in his/her approach even if it is not immediately successful

 tries again and again against all odds

Tactical
 does not compromise under pressure

 does not lose control when confronted with criticism or resistance

 follows professional codes of conduct even when they go against the organization's interests

 is able to assess when it is no longer realistic to hold on to his/her opinion or proposal

 retains faith in his/her opinions, ideas, methods and proposals

Strategical
 holds on to a long term strategy once it is set

 holds on to his/her views despite resistance

 holds on to his/her vision and course in times of a change

 is not tempted to change his/her course under pressure even when the alternative seems attractive

 is not tempted to change his/her strategic course when circumstances change
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Persuasiveness

General
 demonstrates enthusiasm and flair

 demonstrates faith in his/her convictions

 uses logical and transparent arguments

 uses non-verbal behavior to reinforce his/her appearance

Operational
 anticipates the other person's doubts and can dispel those doubts adequately

 finds a good balance between professional arguments, humor, putting things in perspective and
understanding the other person's situation

 uses argumentation that appeals to the audience

 uses concrete examples to support his/her argumentation

Tactical
 anticipates arguments and formulates adequate counter-arguments

 believes in his/her proposals and demonstrates this belief

 generates support for difficult proposals

 hears both sides of an argument

 makes other people see the advantages and possibilities of a proposal

Strategical
 approaches the right contacts to gain and increase support for his/her proposals

 knows about potential counter-arguments and objections in advance

 thinks about a strategy to convince others

 uses a dialogue with the audience in order to use their arguments to his advantage

 uses the right arguments at the right moments

 uses various strategies to convince others
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Planning and Organizing

General
 separates essentials from side-issues

 uses time management

 works in a structured manner

Operational
 adjusts plans when necessary

 drafts an action plan before entering a project

 is able to draft a realistic time schedule for certain activities

 plans activities and places them in the right order

 works neatly and precisely, uses adequate filing systems

Tactical
 allocates people and resources effectively

 finds the right moments for making decisions

 sets realistic budgets

 sets strategic priorities for his/her department based on the organization's policy

 translates management proposals into feasible action plans

Strategical
 defines strategy and goals for the medium and long terms

 drafts change initiatives, indicates a general time schedule

 drafts general budgets based on a desired profit and percentage loss

 drafts various alternative future scenarios based on prognoses

 sets the right priorities in an organization-wide change process
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Political Sensitivity

General
 can put him/herself both in the position of the politician and the people

 displays diplomacy and tact in delicate matters

 knows political relations

Operational
 distinguishes his/her responsibilities and limitations in delicate matters

 is able to see the pros and cons of political proposals

 knows whether to go forward or not

 retrieves information on the basis of which someone else can adopt a position

Tactical
 anticipates potential resistance

 distinguishes and addresses consequences of a decision

 wins people over for certain proposals

Strategical
 has a broad view of how the society works and what trends and problems arise from it

 knows how to find the right people who want to push their ideas

 lobbies for certain proposals at high level

 sees how different segments of society are interrelated
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Presenting

General
 is able to speak in public

 manages stress well

 speaks proper English

Operational
 is able to structure a spoken argument

 is clearly audible in terms of volume and clarity

 looks at the audience and uses variation in his/her intonation and non-verbal behavior

 uses clear language

 uses the right resources (flip-over sheets, beamer, et cetera)

Tactical
 engages the audience e.g. by asking them questions

 is able to tell a complicated story in clear words

 makes an argument more lively and engaging with appealing examples

 responds adequately to questions from the audience

 uses various kinds of communication, both verbal and visual

Strategical
 demonstrates self-confidence and expertise

 is able to divert from his/her argument in order to respond to questions from the audience

 is able to switch easily from a complex level to simpler ideas

 is relaxed and uses the space available to walk around

 uses an appropriate kind of humor at the right moment which appeals to the audience

 uses key words reflecting the main thread of his/her argument
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Problem Analysis

General
 distinguishes essentials from side-issues

 is not satisfied with incomplete information; wants to find out more

 sees connections between different problems

 works and thinks at a level appropriate for his/her position

Tactical
 gets to the heart of a matter readily by asking the right questions and using the right sources

 is able to place a problem's development in time

 looks at a problem from various points of view: financial, strategic, personal, et cetera

 notices problems that occur and oversees their consequences for the work progress

 sees connections between seemingly unconnected operational problems and events

Operational
 distinguishes facts from opinions and assumptions

 investigates the cause of a problem

 reviews problems by asking direct questions and using various relevant information sources

 sees causes and effects quickly

Strategical
 is able to lift operational problems to a more abstract level and translate them into strategy and change

initiatives

 is able to understand a problem in its full complexity and redefine it in simple words

 sees a problem in a broader context (financial, economic, social, et cetera)

 sees connections between seemingly unconnected problems; finds a common denominator

 sees trends and anticipates future developments
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Result-Orientedness

General
 asks what objectives are to be attained

 commits to neutrally controllable objectives

 defines a job in terms of tangible objectives

 provides direction aimed at attaining results

Operational
 attains or exceeds set goals

 defines one's objectives in terms of tangible behavior (measurable results within a deadline)

 evaluates regularly what the situation is regarding one's objectives

 indicates how objectives will be attained in terms of tangible actions (who, what, when)

 looks for alternatives when certain actions have not lead to a desired result

 takes direct action when there is a threat that objectives won't be attained

Tactical
 actively looks for the best way to achieve goals, considers his/her options carefully

 does not give in, actively looks for alternative possibilities when facing difficulties

 mobilizes means and people, even when others need to be persuaded of its necessity

 Regularly makes adjustments in the process, focusing on objectives

 sets high standards, defines challenging yet feasible objectives

Strategical
 addresses others on attaining objectives when necessary

 defines challenging objectives that have an impact on the performance of other people or departments

 develops an efficient and concrete plan of action with clear objectives, timing, use of means and staff, et
cetera

 maintains regular communication on proceedings with all the people involved

 makes specific agreements with all the people involved on how to attain objectives
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Self-Development

General
 actively looks for personal feedback in order to gain from it

 demonstrates that he/she a realistic view on his/her own strengths and weaknesses

 evaluates his/her own approach regularly, focuses on change and improvements

 is committed to broaden his/her views

 visibly devotes time and energy to his/her self-development

Operational
 actively looks for the ways to develop himself/herself

 is aware of his/her strengths and weaknesses

 is involved in activities such as training in order to develop himself/herself

 learns from his/her mistakes

Tactical
 asks further questions for improvement when given feedback

 asks others for information about his/her performance

 involves others in his/her learning process; asks for the ways of further self-development

 is prepared to change on account of critical feedback

Strategical
 advocates the importance of personal development

 creates opportunities for other people's personal development by providing appropriate means

 plans budgets and programs for personal development within the organization

 shows clear appreciation for other people's development
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Sensitivity

General
 has a proper self-perception

 pays attention to other people and their behavior (what they say and do)

 possesses a `social antenna'

Operational
 asks further questions about someone's views and emotional remarks

 does not interrupt others; lets them finish their stories

 hears and addresses other people's responses to his/her own behavior

 interprets other people's feelings to show he/she has not merely heard the other person but also
understood his/her feelings

 is open, interested and respectful toward opinions different from his/her own

Tactical
 addresses suspected dissatisfaction and unexpressed emotions

 anticipates and addresses possible responses to his/her behavior, actions and remarks

 makes it easy for other people to discuss delicate matters

 understands when a remark is misinterpreted or taken the wrong way

 understands when the other person is embarrassed and shows that s/he understands

Strategical
 distinguishes and addresses tensions between team members

 is open to a variety of standards, values, cultures and rules, and acts accordingly

 notices when the other person is embarrassed and attempts to relieve this embarrassment

 realizes how his/her position in the organization may affect the other person

 takes other people's feelings and relationships into account when bringing up delicate matters

 understands the interaction between group members and makes it open for discussion in case of
ineffectiveness
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Sociability

General
 connects easily with other people

 does not suffer from shyness

 finds pleasure in meeting new people

 is knowledgeable on a wide range of topics

Operational
 approaches other people and starts conversations easily at parties or receptions

 does not hesitate to approach people with a question or request

 is good at 'small talk' and never wanders off a subject

 joins in easily in ongoing conversations

 keeps conversations going easily

Tactical
 brings people who may be useful for each other into contact

 does presentations in order to position him/herself and the organization

 is active in maintaining contacts by regularly approaching other people

 makes contacts that can be useful for him/her or the organization

Strategical
 is able to associate with people from different social and academic backgrounds and levels and adjusts

his/her style to them

 is informed about people and networks that are relevant to the organization and approaches them

 is well informed about a wide range of social topics and applies it to easily converse with people who may
be useful to the organization

 participates in committees, boards, unions that can be useful for his/her organization or personal career

 shows initiative in meetings and other business events and takes the floor easily, even when unprepared
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Social Awareness

General
 disposes over decent general knowledge

 is knowledgeable on a wide range of topics

 possesses broad professional knowledge of his/her organization or expertise

 reads up on relevant literature

Operational
 is well informed about recent developments that are relevant to his/her field of expertise

 makes an effort to learn about the competitors' approach in order to come up with proposals for the
improvement of his/her own services

 offers proposals in team meetings based on his/her knowledge of developments and trends that are
relevant to the organization

 regularly attends professional or function-oriented meetings

 turns relevant developments into actions and proposals to enhance his/her work

Tactical
 actively follows social developments that are relevant to the organization and its field of work

 actively participates in networks in order to gain knowledge of trends, policies, future developments that are
relevant to the organization

 is able to utilize future developments

 offers proposals for improvement based on his/her knowledge of the market and its relevant developments

 positions the organization in its proper context

Strategical
 analyzes social developments and bases management proposals on these analyses that influence the

course of the organization

 demonstrates knowledge and awareness of the organization's position within the network of competitors
and stakeholders

 is aware of international developments and maintains contacts at this level in order to reinforce the
organization's position

 maintains contacts with decision makers and those who influence the organization's way of work and
continuity

 understands the importance of cooperation; is well informed about acquisitions and take-overs within other
organizations and actively tries to adapt to new forms of providing services
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Stress Management

General
 distinguishes essentials from side-issues

 has a proper self-perception

 understands which kinds of stress he/she is able to handle

Operational
 achieves better under pressure and perceives this as a challenge

 does not lose balance when the work load suddenly increases

 is able to handle criticism and disappointments

 remains focused when given a deadline

 stays calm when progress is slowed down and deadlines may not be met

Tactical
 approaches adversity objectively and rationally; sets new goals and priorities

 is able to put unreasonable criticism into perspective and move on

 is realistic in what can be achieved within a certain period of time; dares to say 'no' to unrealistic proposals

 regards criticism positively as a means to improve

 stays self-assured in unexpected situations

Strategical
 dares to take a step back and reflect on things in critical situations in order to review appropriate measures

 doesn’t lose sight of the whole pictures in critical situations and sets adequate priorities

 handles media attention well; knows how to value it and how to respond

 handles social pressure well and may adjust his/her behavior to it

 quickly recovers from disappointments and adversity and directs his/her energy elsewhere
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Verbal Expression

General
 is clearly audible

 makes good use of his/her voice (volume, intonation)

 speaks proper English

Operational
 articulates well, uses short and clear sentences

 does not use complicated language to make an impression

 provides clear explanations that are easy to follow

 uses words other people will understand

Tactical
 adjusts his/her use of language to the level of his/her employees

 is able to explain a complex topic to a less educated audience

 makes a complicated story understandable for everyone

 makes a story more lively by using characteristics of target groups

 provides a larger context for his/her story without making it unnecessarily complicated

 uses illustrative examples that will appeal to the audience

Strategical
 estimates accurately what kind of language and style are appropriate in various situations

 is able to clarify a vague and obscure discussion by pointing out the main issues

 is able to simplify other people's complex language and reduce it to the core of the subject

 translates abstract information into clear examples

 uses comparisons, metaphors and idioms to make his/her point of view clear
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Vision

General
 accepts many ideas without rejecting them straight away on the ground of unattainability

 acquires the essence from given information

 does not act impulsively but contemplates consequences

 gathers large amounts of information; is curious

 possesses cognitive skills

Operational
 focuses on innovations and is prepared to experiment with them

 has an idea in which direction his/her discipline will develop based on social developments

 is open to unusual and daring ideas that can be implemented in his/her professional field

 takes time to think about his/her professional area

 understands the consequences of developments and converts them into his/her position or discipline

Tactical
 focuses on essentials and does not lose him/herself in details

 is able to rise above the daily routine and reflect on it

 looks for people with unusual views and innovative ideas

 notices innovative ideas in the team and knows how to connect them

 questions traditional methods and presents innovative products and approaches

Strategical
 combines various social trends and developments into an integrated vision of the future

 integrates developments in different disciplines into a new concept

 is able to come up with the ideas other people consider to be impossible

 is able to think ahead even on the basis of limited information

 recognizes national and international trends early on and oversees their consequences for the organization

 sees chances and opportunities for the organization before others do and acts accordingly

52

©TMA Method 1999-2025
All right reserved



Workmanship

General
 does his job as a committed professional

 does his job professionally

 has a thorough knowledge of his field

 maintains and improves his own knowledge and skills

Operational
 handles tools and materials with care

 keeps to rules and procedures, for example in relation to safety

 knows what to do and how to do it

 works according by 'the book'

 works efficiently, carefully and neatly

Tactical
 his/her results are the evidence of professional knowledge

 knows the causes and solutions to commonly occurring problems

 sees work that has to be done and takes initiatives to get it done

 shows interest in his professional field. Keeps his professional knowledge up-to-date by all means possible

 shows what has priority and where necessary, changes the work order

Strategical
 is alert for new trends and developments in his field and/or issues that are related to it and keeps his

knowledge up-to-date

 learns from others about developments in his field and applies new methods and techniques in his work

 projects professionalism, solves difficult technical problems or actively seeks solutions

 shares his knowledge, ideas and insights with others

 successfully follows subject-related studies, courses, training courses etcetera
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Written Expression

General
 has an adequate vocabulary

 is able to structure an argument

 is proficient in the English language and grammar

Operational
 avoids complex sentences; uses sentences that are easy to read

 has an eye for a layout and a composition that enhance clarity

 is able to summarize a view or message clearly

 structures notes and clearly organizes his/her writing

 writes flawlessly and grammatically correct

Tactical
 adjusts his/her use of language to the audience

 presents complex issues in a simple language that everybody understands

 provides instructions and information to a sufficient extent (doesn't dwell upon the subject too long and
spares others the irrelevant details)

 structures a complicated story in logical steps

 structures an argument in such a way that conclusions follow logically

Strategical
 is able to adopt different styles of writing and knows which one is appropriate for a certain audience

 is able to assess which information is relevant

 knows how to make connection between several complex issues to make their coherence clear for the
reader

 presents complex issues in clear key words

 provides the right amount of information to make an issue clear to the reader
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UMA NOVA AGENDA DE COMPETÊNCIAS PARA A EUROPA 
 

Trabalhar em conjunto para reforçar o capital humano, a empregabilidade e a 
competitividade 

1. INTRODUÇÃO 
As competências1 abrem caminho à empregabilidade e à prosperidade. Com as 
competências adequadas, as pessoas estão preparadas para aceder a empregos de 
qualidade e podem concretizar as suas potencialidades enquanto cidadãos confiantes e 
ativos. Numa economia mundial em rápida evolução, as competências determinarão em 
grande medida a competitividade e a capacidade de gerar inovação. São um fator de 
atração de investimento e desempenham um papel crucial no ciclo virtuoso do 
crescimento e da criação de emprego. São essenciais à coesão social. 
No entanto, a situação na Europa exige uma tomada de ação. 70 milhões de europeus 
carecem de competências adequadas de leitura e de escrita e são ainda mais aqueles a 
quem faltam competências digitais, o que os expõe ao risco de desemprego, pobreza e 
exclusão social2. Mais de metade dos 12 milhões de desempregados de longa duração 
tem baixos níveis de competências. As instituições de ensino superior têm de garantir que 
os licenciados concluem os seus estudos equipados de competências relevantes e 
atualizadas.  

As lacunas e os desfasamentos de competências assumem proporções preocupantes. 
Muitas pessoas ocupam empregos que não correspondem ao seu talento. Ainda assim, 
40 % dos empregadores europeus têm dificuldades em encontrar pessoas com as 
competências certas para que as empresas possam crescer e inovar. Os prestadores de 
educação, por um lado, e os empregadores e os aprendentes, por outro, têm uma perceção 
diferente do grau de preparação dos licenciados para o mercado de trabalho. Muito 
poucas pessoas têm mentalidades empreendedoras e as competências necessárias para 
criarem as suas próprias empresas. 

Os mercados de trabalho e os sistemas de educação e formação nacionais e regionais 
enfrentam desafios específicos, mas os problemas e as oportunidades são comuns a todos 
os Estados-Membros: 

- a aquisição e o desenvolvimento de competências são essenciais para a 
modernização e o desempenho dos mercados de trabalho, para que possam oferecer 
novas formas de flexibilidade e segurança aos candidatos a emprego, aos 
trabalhadores e aos empregadores,  

- os desfasamentos de competências entravam a produtividade e o crescimento e 
afetam a resiliência dos Estados-Membros aos choques económicos, 

- a transformação digital da economia está a remodelar a forma como as pessoas 
trabalham e fazem negócio. As novas formas de trabalho influenciam os tipos de 
competências necessárias, nomeadamente a capacidade de inovação e o 
empreendedorismo. Muitos setores conhecem hoje uma rápida evolução 

 

1 O termo «competências» é utilizado em sentido lato e remete para o que uma pessoa sabe, compreende e é capaz de fazer.  
2 A informação factual apresentada na presente comunicação encontra-se no documento de trabalho dos serviços da Comissão que a 

acompanha. 
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tecnológica e as competências digitais são necessárias para todos os postos de 
trabalho, do mais simples ao mais complexo. As pessoas que possuem um nível 
elevado de competências adaptam-se mais facilmente a mudanças imprevistas. Do 
mesmo modo, a transição para uma economia hipocarbónica e circular requer 
novos modelos de negócio e novos perfis profissionais, aos quais é necessário 
adaptar-se,  

- a população ativa da UE está a envelhecer e a diminuir, o que, em alguns casos, 
gera uma escassez de competências. Para compensar esta situação, é necessário 
aumentar a participação no mercado de trabalho e a produtividade. As mulheres 
representam 60 % dos novos licenciados, mas a sua taxa de emprego continua a ser 
inferior à dos homens. Além disso, homens e mulheres tendem a trabalhar em 
setores diferentes. Para que os mercados de trabalho sejam verdadeiramente 
inclusivos, devem aproveitar as competências e os talentos de todos, incluindo as 
pessoas com baixos níveis de competências e outros grupos vulneráveis. Na atual 
corrida mundial ao talento, é necessário proteger os nossos trabalhadores 
especializados e reduzir a fuga de cérebros, facilitando, ao mesmo tempo, a 
mobilidade dos cidadãos da UE, atraindo talentos estrangeiros e aproveitando 
melhor as competências dos migrantes,  

- a qualidade e a pertinência das ofertas de educação e formação disponíveis, 
incluindo os padrões de ensino, variam consideravelmente, o que contribui para 
acentuar as disparidades no desempenho económico e social dos 
Estados-Membros. O reforço das políticas na área da educação e das competências 
é fundamental para configurar a inovação, podendo facilitar a convergência 
ascendente alinhada pelos países com melhores resultados, 

- as perceções nem sempre correspondem à realidade; por exemplo, o ensino e a 
formação profissionais (EFP) poderiam constituir uma verdadeira primeira escolha 
para mais pessoas se os bons resultados deste tipo de educação fossem mais 
divulgados. Do mesmo modo, o reforço da atratividade da profissão docente 
poderia incitar jovens talentosos a enveredar por esta carreira,  

- a aprendizagem faz-se cada vez mais fora da educação formal — as pessoas 
aprendem em linha, no trabalho, através de cursos profissionais, atividades sociais 
ou ações de voluntariado. Muitas vezes, estas experiências de aprendizagem não 
são reconhecidas.  

Para dar resposta aos desafios de competências, será necessária uma intervenção política 
substancial, bem como reformas sistémicas da educação e da formação. Ao mesmo 
tempo, são precisos investimentos inteligentes em capital humano por parte de fontes 
públicas e privadas, em linha com o Pacto de Estabilidade e Crescimento. A necessidade 
de desenvolver e atualizar as competências é também um dos pontos centrais do projeto 
de Pilar Europeu dos Direitos Sociais apresentado em 8 de março3. 

Embora a responsabilidade pelos conteúdos educativos e pela organização dos sistemas 
de educação e de formação incumba aos Estados-Membros, é necessário um esforço 
concertado para alcançar resultados significativos e duradouros. A UE dá já um 
contributo significativo para o reforço da base de competências da Europa, 
nomeadamente no âmbito do Semestre Europeu, da estratégia Europa 2020 e do seu 

 
3 Lançamento de uma consulta pública sobre o Pilar Europeu dos Direitos Sociais, COM(2016) 127. 
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duplo objetivo em matéria de educação, do Plano de Investimento para a Europa, do 
Quadro Estratégico para a Cooperação Europeia no domínio da educação e da formação 
«EF 2020» e das intervenções dos Fundos Europeus Estruturais e de Investimento. Só o 
Fundo Social Europeu e o Fundo Europeu de Desenvolvimento Regional injetarão mais 
de 30 milhões de euros em ações de desenvolvimento de competências no período de 
2014-2020, a que se acrescentam cerca de 15 mil milhões de euros ao abrigo do 
programa Erasmus + para a aquisição de competências no domínio da educação e da 
formação. 
A Nova Agenda de Competências hoje apresentada está no topo da lista das principais 
iniciativas do Programa de Trabalho da Comissão para 2016. Favorece um compromisso 
partilhado e pretende contribuir para uma visão comum sobre a importância estratégica 
das competências para a sustentabilidade do emprego, do crescimento e da 
competitividade. Esta Agenda de Competências reforça e, em alguns casos, racionaliza as 
iniciativas já existentes, no sentido de ajudar mais eficazmente os Estados-Membros nas 
respetivas reformas nacionais e desencadear uma mudança de mentalidades, tanto nos 
cidadãos como nas organizações. Procura um compromisso comum para proceder a 
reformas numa série de domínios em que a ação da União constitui maior valor 
acrescentado. A Agenda articula-se em torno de três grandes eixos:  

1. Melhorar a qualidade e a relevância da formação de competências; 

2. Dar maior visibilidade e comparabilidade às competências e qualificações; 

3. Melhorar a informação sobre competências tendo em vista escolhas profissionais 
fundamentadas. 

Uma ação da UE não é, por si só, suficiente. O êxito depende do empenho e do saber 
fazer de muitos intervenientes: governos nacionais, regiões, autoridades locais, empresas 
e empregadores, trabalhadores e sociedade civil, e as próprias pessoas, que devem 
aproveitar as oportunidades para explorar ao máximo as suas potencialidades. Os 
parceiros sociais, em particular, terão um papel fundamental a desempenhar para que a 
Agenda possa ser desenvolvida e posta em prática com sucesso, acompanhando a rápida 
evolução das necessidades do mercado de trabalho e da sociedade.  

 

* * * 

 

2. ELEVAR A FASQUIA: PRIORIDADES DE AÇÃO 

2.1. MELHORAR A QUALIDADE E A RELEVÂNCIA DA FORMAÇÃO DE COMPETÊNCIAS  

Para realizar todas as suas potencialidades, tanto no trabalho como na sociedade, as 
pessoas precisam de dominar um conjunto alargado de competências.  
A nível da UE, a concentração dos esforços na melhoria dos níveis de habilitações 
produziu resultados significativos. Em 2014, o número de pessoas que concluíram o 
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ensino superior foi superior em cerca de 10 milhões ao registado em 2010, e o número de 
jovens que abandonaram o ensino passou de 6 milhões para 4,5 milhões no mesmo 
período. Estes dados revelam progressos significativos na consecução dos objetivos da 
estratégia Europa 2020. 

Cada vez mais, porém, a experiência mostra que não bastam políticas para aumentar os 
níveis de habilitações. A qualidade e a relevância do que as pessoas aprendem assumem 
agora um papel preponderante. Muitos jovens deixam o sistema de educação e de 
formação sem estarem suficientemente preparados para entrar no mercado de trabalho e 
sem terem adquirido as competências ou a mentalidade para criar empresas próprias. 

A aquisição de competências, sejam elas formais ou informais, é um processo que 
começa cedo e se prolonga por toda a vida. Os efeitos positivos a longo prazo de uma 
educação pré-escolar de qualidade são significativos e estão bem comprovados; é aí que 
se lançam as bases da futura capacidade e motivação para aprender.  

Além de procurarem as competências profissionais específicas de que necessitam, os 
empregadores exigem cada vez mais competências transferíveis, tais como a capacidade 
de trabalhar em equipa, a aptidão para solucionar problemas e o pensamento criativo. 
Este conjunto de competências é também essencial para as pessoas que consideram criar 
as suas próprias empresas. No entanto, os programas de estudo dão muito pouca 
importância a este tipo de competências que, em muitos Estados-Membros, raramente 
são objeto de uma avaliação formal. Cada vez mais os empregadores valorizam os perfis 
interdisciplinares — pessoas com capacidade de combinar diferentes áreas no seu 
trabalho —  mas a sua oferta no mercado de trabalho não é suficiente. 

 

Reforçar os alicerces: competências de base 

As competências de base são um desafio para a Europa. Para acederem a empregos de 
qualidade e participarem plenamente na sociedade, as pessoas têm de ter um nível 
mínimo de competências de base, nomeadamente em numeracia, literacia e literacia 
digital. Estas competências constituem também os alicerces onde se apoiam a 
aprendizagem futura e o desenvolvimento de uma carreira. Cerca de um quarto dos 
adultos europeus tem dificuldades de leitura e de escrita e apresenta baixos níveis de 
numeracia e literacia digital. Mais de 65 milhões de pessoas na UE não possuem uma 
qualificação correspondente ao ensino secundário superior. Esta proporção varia 
significativamente entre os países da UE e, em alguns, atinge, ou ultrapassa, os 50 %.  

Porque a maioria dos postos de trabalho requer competências cada vez mais complexas, 
as pessoas pouco qualificadas têm à sua disposição menos oportunidades de emprego. 
São também mais vulneráveis ao trabalho precário e duas vezes mais suscetíveis do que 
os trabalhadores qualificados de passar por situações de desemprego de longa duração. 
As pessoas com níveis insuficientes de competências são também, muitas vezes, 
consumidores vulneráveis, em especial em virtude da crescente complexidade dos 
mercados. 

1. A fim de melhorar as oportunidades de emprego dos adultos com baixos níveis de 
competências na Europa, os Estados-Membros deverão criar percursos conducentes 
ao aumento desses níveis, através de uma Garantia para as Competências 
estabelecida em cooperação com os parceiros sociais, os prestadores de educação e 
formação e as autoridades locais, regionais e nacionais. Esses percursos devem 
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emprego na Europa, e abordar esta questão ao mais alto nível político. Para manter a 
dinâmica política, a Comissão analisará formas de apresentar regularmente os progressos 
realizados. Estes relatórios poderão contribuir para os trabalhos preparatórios do 
Semestre Europeu, bem como para os debates políticos no Conselho Europeu.  

A Comissão irá também encetar um diálogo mais aprofundado com os Estados-Membros 
sobre a forma de utilizar mais eficazmente as possibilidades oferecidas pelos atuais 
programas de financiamento em favor da consecução dos objetivos da Agenda. Os 
principais instrumentos são o Fundo Social Europeu (FSE), o Fundo Europeu de 
Desenvolvimento Regional (FEDER), o Fundo Europeu Agrícola de Desenvolvimento 
Rural (FEADER), o Fundo Europeu dos Assuntos Marítimos e das Pescas (FEAMP), o 
Fundo para o Asilo, a Migração e a Integração (FAMI), o Programa-Quadro Horizonte 
2020 e o programa Erasmus +. As potencialidades oferecidas pelo BEI e por outros 
produtos e intervenientes financeiros, incluindo o Fundo Europeu para Investimentos 
Estratégicos, devem também ser usadas para estimular o investimento do setor privado 
no desenvolvimento de competências. 
Por ocasião da revisão intercalar do quadro financeiro plurianual 2014-2020, a Comissão 
estudará a eventual necessidade de proceder a ajustamentos para alcançar os objetivos da 
Agenda. A mais longo prazo, para além de 2020, a Comissão promoverá o debate sobre 
os diferentes instrumentos de financiamento destinados a apoiar as competências. 

A simplificação das atuais estruturas de governação contribuiria para uma aplicação mais 
coordenada de algumas das iniciativas propostas na Agenda. Um primeiro passo seria a 
reorganização de alguns grupos de peritos a nível da UE que se ocupam de questões 
relacionadas com competências e qualificações, sem prejuízo da governação atualmente 
em vigor para as profissões regulamentadas. Seriam tomadas novas medidas com base 
numa avaliação das estruturas de governação existentes. Será assegurada a coordenação e 
a coerência com o quadro estratégico EF 2020 para a cooperação europeia no domínio da 
educação e da formação23 e com as suas prioridades políticas recentemente adotadas24. 
Do mesmo modo, será incentivada a coordenação entre os pontos nacionais de contacto 
apoiados pela UE para o QEQ, Europass e Euroguidance, de modo a que as várias 
iniciativas europeias na área das competências disponham de uma interface única de 
contacto com as partes interessadas a nível nacional e seja facilitado o acesso por parte 
dos utilizadores. Esta simplificação irá ser prosseguida em consulta com os Estados-
Membros.  

A Comissão convida o Parlamento Europeu, o Conselho, o Comité Económico e Social 
Europeu e o Comité das Regiões a aprovarem a presente Agenda e a apoiarem 
ativamente a sua implementação, em estreita cooperação com todas as partes 
interessadas. A Comissão está empenhada em promover a consulta permanente e o 
diálogo sobre a Agenda de Competências com um vasto leque de partes interessadas e 
com o público em geral.

 

23 Quadro estratégico para a cooperação europeia no domínio da educação e da formação (EF 2020), JO C 119 de 28.5.2009, p. 2. 
24 Novas prioridades para a cooperação europeia no domínio da educação e da formação, JO C 417 de 28.5.2015, p. 4. 























similar to a doctor specializing in orthopedics—the choice narrows the kinds of projects one may 
(or should) work on. While design may have somewhat less severe consequences when 
inappropriate methods are used the analogy will become stronger as the discipline understands 
itself, its capabilities, and the value it can actually add. The knowledge of how form embodies and 
communicates ideas is broadly applicable to activities outside of design projects. It is useful in 
competitive assessment, in strategic planning, and technology road mapping. How? In each case 
there are ways in which the core ideas of the activity can be embodied in form—diagrams and 
models. Traditionally, design is used when a manager asks for design’s help in creating a 
diagram or model. And in this case, design is seen as a “service.” But imagine a designer as a 
strategy manager or technology planner. This is when the role of design shifts from service to 
expertise. Moving out of the design department and being responsible for an aspect of business, 
like strategy, is the only way for design to realize its full value. 
 
Implications of the Set of Competencies 
 
The competencies previously described begin to capture a set of tangible, specific, yet broadly 
applicable skills that designers can bring to the professions. Each deserves debate, further study, 
and exploration to deepen our understanding of them. Despite this admittedly brief description of 
each, it is useful to explore how these competencies might impact education and practice. I’ll 
discuss design education first. Design, as defined at the beginning of this article, is considered 
broader than the industrial (product), architectural, and graphic tradition with which most readers 
will be familiar. It encompasses any context in which the arrangement of elements is meant to 
provide value. There are two ways design education can be broadened. First, design education 
stands to be expanded, fundamentally changed or reinvented. Developing a pedagogical 
approach that incorporates these competencies explicitly has the potential to create a new way to 
teach design. The goal should be no less than to create a professional with expertise that can be 
characterized more explicitly than “creativity” and communicate more value than having a 
technical skill such as drawing and model making.  
 
The second opportunity for design education is for it to be incorporated into other professional 
curricula. The design competencies open the possibility that business and engineering students 
can learn the specific and significant value of design, not through the traditional and time 
intensive process of doing design projects, but through lectures and exercises that focus on 
specific competencies. Clearly, the object would not be to teach them the skills of traditional 
visual design, but the principles of the design discipline and how it adds value to their profession. 
How can design be incorporated into other professions’ curricula? Are we trying to make 
everyone a designer? In the same way some level of finance and economics makes it into an 
engineering curriculum, so design theory and methods can be incorporated. The current 
challenge of incorporating design content in other disciplines is that it is not well formulated and 
we only have skill, technical knowledge, and time-consuming studios to deliver the content. Most 
accredited curriculums haven’t the time to deliver multiple project-oriented studios given their 
current requirements. And when project-oriented coursework is adopted, there is no pedagogical 
framework or theory to help guide a reliable and measurable experience.  
 
Implications for Professional Practice 
 
Beyond education, the design competencies hold the potential to break design out of its 
department-level existence into a full-fledged business discipline. The design department will 
always be necessary, but what has been tragic for the discipline is that designers have seldom 
ventured beyond the department or the design function. Not that every designer must leave the 
department level practice, but a good portion should. Many accountants become financial 



strategists. Engineers become advanced technology planners. Marketing managers become 
senior leaders. A career path for a designer normally involves rising in seniority within a design 
department and when no more levels exist, leaving to take a senior designer or design manager 
position at another firm. Rarely does a designer leverage their core discipline to move into 
product management, marketing, strategy, or significant leadership positions. If they do move, 
seldom do the positions they take fully leverage their design expertise. The design competencies 
and their successful rollout into the discipline can change this situation. The design competencies 
are specific skills that other disciplines lack and that can be applied to business to create new 
capabilities. Consider Gravity Tank, a Chicago-based consulting firm, and their Integrated 
Definition™ service. (Full disclosure: The author is a principal in the firm) This service is used by 
companies when they are trying to figure out what to design and develop next, long before full 
development services are engaged. Integrated Definition™ uses design research in combination 
with conceptualization and prototyping to identify and explore possible directions. The service is 
built on design expertise, but does not provide, nor offer design services to client organizations. 
Think about that—is it possible for a service to be based on design, but not offer design services? 
It is possible because the design competencies are applicable to the goals and challenges of a 
business process that occurs before design and development, namely new product and service 
definition. 
 
Summary 
 
This paper introduces the notion that design is based on competencies that can be articulated in 
a tangible and meaningful way. The competencies provide more specificity than definitions of 
design skill that emphasize creativity. They also reveal the value of design better than articulating 
technical skills such as drawing. The competencies point to the improvement of design education 
and the broader value that design expertise can bring to areas of organizations beyond the 
design department. The value of being able to see potential in a problem; the value of being able 
to work at varying levels of abstraction; and the value of being able to make things tangible in 
spite of not having all the information. These competencies may look like a simple reframing of 
what we’ve always known design could do. That would be good. But they should also indicate 
that design has significant room for growth. This growth will be fueled by the academics and 
professionals willing to study the discipline, reveal its mystery, and apply design expertise beyond 
doing the next design project. 
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Introduction to SFIA documentation

The SFIA Framework has become the global common reference for skills and competency

for the digital world.

The SFIA website – www.sfia-online.org – is the primary source of information for the SFIA Framework. Additional
resources to enable skills and competency development are available along with other elements of the supporting
ecosystem.

A number of core documents are available for download if required. These include:

▪ SFIA Framework reference - The SFIA standard
The full description of the SFIA levels of responsibility, the generic attributes that define the SFIA levels, the
behavioural factors, knowledge statements and all the SFIA professional skills.

▪ About SFIA - Guidance for the use of the SFIA standard
An overview of the SFIA Skills and Competency Framework and essential understanding for how it can be used in the
management and development of people.

▪ SFIA Excel spreadsheet

To help users incorporate SFIA into their own internal SFIA support tooling. It provides the content of the SFIA levels
of responsibility, the generic attributes (containing the behavioural factors and knowledge statements) and the
professional skills.

▪ SFIA Summary chart - skills and generic attributes
A summary chart of the SFIA professional skills on one side and the generic attributes on the other.

The SFIA summary is a useful quick reference for SFIA users. The detailed content for skills and levels of responsibility
is in the SFIA Framework reference.

The SFIA Framework reference is specific for a version of the SFIA Framework. It provides full descriptions of the
individual generic attributes, behavioural factors and professional skills.

The About SFIA document is not specific for a version of the SFIA Framework. This document can be updated
independently of SFIA versions.

Both the SFIA Framework reference and the About SFIA documents contain essential information and should be read
together in order to get the most benefit from using the SFIA Framework.

About SFIA | Introduction to SFIA documentation
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About SFIA

SFIA defines the skills and competencies required by professionals who design, develop,

implement, manage and protect the data and technology that power the digital world.

SFIA was formally launched in 2000. Its origin can be traced back to collaborative skills initiatives from the 1980s. The
SFIA Foundation was formed as an international not-for-profit foundation that brings together the global community to
develop and maintain the SFIA Framework for the benefit of all.

SFIA has become the globally accepted common language for the skills and competencies for the digital world. Within its
scope are many of the world's most in-demand occupations, encompassing professionals working in areas such as (but
not limited to):

▪ information and communications technology

▪ business change

▪ digital transformation

▪ data science and analytics

▪ software engineering

▪ information and cyber security

▪ learning and education

▪ applied computing and computational science

▪ user centred design

▪ digital product development, sales and marketing

▪ human resource and workforce management

SFIA remains a collaboration: it has been regularly updated through a global open consultation process. People with real
practical experience of developing and managing skills and competencies in corporate, public sector and educational
environments from all around the world, contribute to ensuring SFIA remains relevant and true. It is built by industry and
business for industry and business. Many have copied SFIA, been inspired by it or simply choose to map to it so as to
promote their own frameworks and products.

It is these features that set SFIA apart from other frameworks and has resulted in its adoption by governments,
corporates and individuals in almost 200 countries. Its unique and ongoing success can also be attributed to:

▪ Built and owned by the global user community

▪ Global collaborative development

▪ Global governance and steering boards

▪ A 20+ year track record of successful use

▪ Proven sustainability with an established ecosystem and trusted infrastructure

▪ A neutral approach – it is not aligned to any specific technologies, vendors or professional bodies

SFIA remains free of charge for most non-commercial use

▪ The SFIA Foundation is a not-for-profit organisation

▪ There is a modest licence fee for large organisations using SFIA and for organisations that use SFIA for commercial
purposes

▪ The licence fee supports the continued development of the framework and ecosystem support

▪ Organisations and individuals who contribute a licence fee can be proud that they are helping the continued
development of the industry

SFIA – What is it?

About SFIA | About SFIA
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SFIA is an easy to use common reference model

SFIA is a practical resource for people who manage or work in or with business and technology professionals who
design, develop, implement, manage and protect the data and technology that power the digital world.

SFIA brings together professional skills, behaviours / behavioural factors and knowledge. The behavioural factors are
distributed throughout the generic attributes specified for each level of responsibility.

▪ It provides a framework consisting of professional skills on one axis and seven levels of responsibility on the other.

▪ It describes the professional skills at various levels of responsibility.

▪ It describes the levels of responsibility, in terms of generic attributes of Autonomy, Influence, Complexity, Business
Skills and Knowledge.

SFIA is updated frequently to remain relevant and aligned with the needs of industry and business and current thinking.

A common language for skills in the digital world

SFIA gives individuals and organisations a common language to define skills and expertise in a consistent way. The use
of clear language, avoiding technical jargon and acronyms, makes SFIA accessible to all involved in the work as well as
people in supporting roles such as human resources, learning and development, organisation design, and procurement.
It can solve the common translation issues that hinder communication and effective partnerships within organisations
and multi-disciplinary teams.

This consistency means that SFIA works well for both large and small organisations: they share an approach, a
vocabulary, and a focus on skills and capability. SFIA works well across large multi-national organisations and
throughout the supply chain to establish a common language for skills and competency management. SFIA is especially
beneficial for small and medium-sized enterprises who simply do not have the resources to develop and maintain their
own skills and competency framework and yet want to benefit from one.

Why use it?
SFIA has been designed to be completely flexible and to fit seamlessly with a user’s established ways of working.

▪ SFIA does not define a fixed methodology or prescribe organisational structures, roles or jobs: it simply provides clear
descriptions of skills and levels of responsibility.

▪ SFIA can be used across multiple industries and organisational types. It’s an ideal framework, whether for individuals,
small and large teams, departments or business functions, small and medium-sized enterprises or entire organisations
with thousands of employees.

Key design principles
Since its early development, SFIA has maintained a number of design principles. These have persisted throughout all
versions of SFIA.

▪ SFIA is straightforward, generic and universally applicable. The breadth of coverage is broad and SFIA is
designed to be applicable to all sectors.

▪ SFIA is an experience-based framework based on levels of responsibility and skills. An individual has a
particular competency because they have demonstrated that they have a level of responsibility and have demonstrated
a number of skills at the levels required in real-world situations. Certifications and qualifications can be aligned to
SFIA, but if they only test knowledge they do not indicate experience nor a level of responsibility.

▪ SFIA is flexible and works with all organisational structures, job or role designs. The SFIA skills and levels can
be configured flexibly to support all organisational structures. It works for individuals, small and large teams, whole
departments or entire organisations with thousands of employees. It can be used to define jobs, roles, people,
processes or areas of activity. In addition, the inbuilt flexibility in SFIA supports all organisational models including
traditional hierarchical structures, competency centres, resource pools, agile project teams and individual tasks.

▪ SFIA defines the essence of skills. SFIA is descriptive, not prescriptive. It does not define low level tasks nor
deliverables as these are highly context dependent.

About SFIA | About SFIA
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▪ SFIA provides an integrated view of competency. SFIA recognises levels of responsibility, professional skills,
behaviours or attributes, knowledge and qualifications and certifications. It shows how these fit together and how they
complement each other.

▪ SFIA is independent of technology and approach. SFIA does not provide a comprehensive list of individual
technologies, methods, approaches or technical knowledge – these change rapidly and can be mapped to the
underlying SFIA skills and competencies which are more persistent. These attributes can relate to multiple SFIA skills
and competencies, depending on how they are used. Roles and jobs needed for specific technologies and working
practices such as Cloud, DevOps, Agile, Big Data and digital transformation etc. can be described using a
combination of the SFIA skills.

▪ SFIA is updated by real practitioners from the international user base. SFIA is driven by its end users – the
content reflects what industry and business want and it is not driven by any single stakeholder group.

Who is it for?
The design and structure of SFIA makes it a flexible resource with a proven track record of being adopted and adapted to
support a wide variety of skills and people-management related activities. The following list provides an indication of the
current usage of SFIA by different stakeholder groups.

Note that this list is neither exhaustive nor prescriptive, and new uses of SFIA are continually being developed and
described by the SFIA community.

Individuals
▪ assessing current skills and competencies

▪ identifying future interests, career goals, and planning personal development

▪ identifying suitable courses, qualifications, and professional memberships

▪ creating CVs, resumés, and personal skills profiles

▪ applying for job vacancies which match their skills and experience

▪ developing high quality, focused, learning and development objectives

Line managers
▪ resource management and resource deployment

▪ identifying operational risks in teams and developing succession plans

▪ measuring current capability and planning for future demand

▪ creating role profiles and job descriptions supported by skill and skill level definitions

Organisational leaders
▪ strategic capability planning

▪ aligning organisational capabilities to technology and business strategies

▪ planning and implementing transformations and mergers / acquisitions

Human resource professionals
▪ creating role profiles / job descriptions supported by consistent skill and skill level definitions

▪ strategic workforce planning, talent management, succession planning, assessment centres

▪ designing and implementing career families and career pathways

▪ supporting organisational performance management and personal development processes

▪ improving employee engagement by supporting careers and professional development

Learning and development professionals
▪ defining required competency and skills profiles

▪ creating learning catalogues, blended learning solutions, curriculum, and mixing formal and on the job learning

About SFIA | About SFIA
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Operating model and organisation design consultants
▪ aligning operating models and process roles with required people capabilities

▪ designing new roles and validating the skills needed to deliver a new operating model

▪ assessing organisational skill gaps and developing plans to close the gaps

Procurement, supplier management and service providers
▪ supporting the management of service providers (e.g. for outsourcing, staff augmentation, managed services,

education, training, and consultancy services)

▪ providing a clear and transparent basis for describing capabilities being sought or provided

▪ using SFIA Rate Cards for like-for-like comparison of resource-based services from suppliers

Recruiters
▪ specifying required competencies based on having the right skills with the required level of experience

▪ helping employers to accurately describe what they need, in language that potential employees understand

▪ creating competency-based selection criteria and assessment approaches

Professional bodies and their Bodies of Knowledge
▪ creating discipline-specific competency frameworks aligned to a global standard

▪ linking bodies of knowledge to competencies

▪ mapping to support membership levels, certifications, professional development and mentoring programmes

▪ developing and mapping qualifications, accreditations and career paths

▪ creating and maintaining a professional register of members’ skills and skill levels

Education providers, training providers, curriculum designers
▪ aligning curriculum to industry / employer needs and improving employability

▪ mapping curriculum to skills and knowledge attainment

▪ supporting developmental and evaluative skills assessment

Reward and recognition consultants
▪ aligning organisation structures, salary banding and benchmarking

▪ linking to an industry standard for levels of skills experience, and being compatible with standard approaches for job
architectures, job sizing and job evaluation

Staying relevant
SFIA is kept relevant through open consultation. It has been updated every few years to address the changing needs of
industry and business. SFIA reflects the evolving reality of skills and competencies practiced in the real-world working
environment.

The architecture and underlying design principles of SFIA have remained unchanged - this is testament to its usefulness
and value. It continues to deliver what industry and business need in order to manage and develop skills and
competencies.

SFIA has adopted a continuous approach to consultation in order to remain responsive to new and changing needs. This
process is facilitated via the SFIA Foundation website.

In order to ensure continuity of usefulness, SFIA must reflect changing needs and perceptions of the significance of
some items, and occasional changes in accepted terminology. The maintenance of SFIA is carried out with the aim of
making sure that SFIA remains relevant to the needs of industry, employers and individuals. It is part of an evolution that
balances stability with the need to remain up to date.

Requests to update and extend SFIA skill definitions are welcome and are a visible sign of a healthy and well-used
resource.

About SFIA | About SFIA
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SFIA and skills management

SFIA provides a resource to support skills and competencies management. Adopting SFIA

provides clarity in identifying and deploying the required skills within an organisation and

throughout the supply chain.

SFIA provides a common language throughout the skills management cycle. This improves communication and
understanding for all involved e.g. line management, HR and employees. By using SFIA, organisations can achieve a
consistent and integrated skills and people management system.

Complete resource strategy and skills management
SFIA is used for measuring current capability and identifying requirements, including planning for future demand, using
the same capability criteria used throughout the skills management processes.

Organisations achieve consistency in sourcing and deployment, through the use of easy to understand definitions of
skills and levels. This reduces risks and potential costs from incorrect placement of personnel.

Using the same language for understanding the capability of the workforce and for professional development planning
provides a structure and focus for skills development.

Using the same language and a structure for their development, consistency can be achieved in sourcing and job
assignment, professional development planning and understanding the capability of the workforce

This cycle view does not imply a starting point for the use of SFIA. The initial use of SFIA may be to address a specific
issue or opportunity, e.g. employee satisfaction or skills development. The issue may affect only one team or project or
maybe part of something broader like a new operating model for an entire technology function. Regardless of the starting
point, the use of SFIA can be extended to other parts of the cycle, as, and when, required.

About SFIA | SFIA and skills management
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From an organisational perspective, one logical starting point might be knowing that a new resource needs to be
recruited.

Plan and organise

Designing target operating models and organisation structures and conducting workforce planning

SFIA can be used to design and validate proposed organisation designs and target operating models. Using SFIA for
position/role analysis and skills mapping provides a quick cross-check and an effective bottom-up review of the scope of
the positions in the organisation design. The SFIA levels of responsibility help optimise spans of control and the number
of organisational levels. Generic, SFIA based, profiles are a significant enabler of organisational agility. They allow
operating models and organisation designs to flex and change without needing to be re-written.

SFIA does not assume specific operating models or organisation structures. It is equally effective in enabling agile,
collaborative, working practices as it is for functional, hierarchical or process-driven models.

Creating job descriptions and role profiles

SFIA-based role profiles, job descriptions and skill profiles are probably the most common use of SFIA in organisations.
Context is important in the use of any framework, and it is crucial to understand the organisation’s needs rather than
simply use the skills in an isolated manner to form a single job description or role profile. The specific mix will be different
from one organisation to another.

SFIA aligned job descriptions and role profiles are useful and popular for many reasons.

▪ They can support the complete skills management cycle.

▪ They provide clarity to enable productivity and performance to match expectations

▪ They reduce business risk by increasing the chances of recruiting and developing individuals with the required skills, at
the right level. This is positive for both the organisation and the individual and reduces the costs of churn, when
individuals feel ‘the job is not what they thought it would be’, or the organisation discovers the individual has not got the
right set of skills to do the job effectively.

Many organisations streamline this process by recognising standard combinations of skills. These are typically called role
profiles or professional profiles. To apply SFIA appropriately, it is helpful to be clear on the relationship between skills,
roles, and jobs.

SFIA does not attempt to cover everything that an individual may be required to do. SFIA does not describe any product
or technology-specific skills or knowledge, industry years of service or qualifications. For example, a service desk
manager requires knowledge of a particular process framework (such as ITIL or COBIT) and the specific service desk
tools which are used in that organisation, and they may also need specific industry experience, security clearance and
defined qualifications.

Although job/role design is greatly assisted by the use of SFIA, the framework itself does not describe roles, jobs or
organisational units - it simply provides the building blocks to help create these. There are no organisational design
templates, examples or suggestions in the core SFIA Framework. The SFIA categories and sub-categories should not be
used to imply specific organisational units, departments, teams or jobs.

A job can be made up of one or more roles, which, in turn, include one or more skills at appropriate skill levels. For
example, there may be a job advertised in an organisation for a Service Desk Manager. This job could include the roles
of Incident Management Process Owner, Major Incident Manager and Knowledge Management Process Owner (and
possibly several more). Each role would require one or more skills at various levels, with the skills being defined using
SFIA.

The role of Major Incident Manager, for instance, and detail of the activities which anyone carrying out this role would
have to complete, can be defined in the Incident Management process. This role profile would use SFIA to describe the
generic level of responsibility for the role and include the SFIA skills and levels for these skills which are required in order
to perform this role consistently to the required standard. This role might be carried out by several different people with
various job titles, and therefore be referred to in a number of job descriptions.

Acquire
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Sourcing and recruitment of the right skills, staff augmentation or supplier engagement

SFIA supports the acquisition of people with the right skills. Acquisition could be through different routes:

▪ recruitment of resources (permanent and / or contingent / contract workers)

▪ mergers and acquisitions

▪ the engagement of service providers (e.g. for outsourcing, staff augmentation, managed services, education, training,
and consultancy services).

A SFIA-based position or job description provides clarity on the required level of responsibility and skills. In turn this
attracts the right candidates. Subsequent assessment and selection criteria can be aligned to the SFIA skills and levels.

A similar approach can be used to support processes for resource divestment or separations. e.g. as a result of
headcount reduction.

In the case of outsourcing and off-shoring, SFIA provides both the client and the supplier with a clear and transparent
basis for describing the capability being sought or provided.

Procurement of resource-based services benefits from the use of SFIA rate cards. These enable a like-for-like
comparison of resource-based services from suppliers. Service providers map their offerings and/or personnel to SFIA
skills and levels. Difference in costs for resources is made clear. Clients can confirm that deployed resources have the
skills needed to meet their requirements.

Deploy

Assigning resources by capability

Effective skills management enables people to work in a way that is best for the organisation and best for the individual.
Managers will improve motivation, engagement and productivity by deploying people to the right work. Targeted
deployment also provides the best opportunity for individuals to develop new skills.

Project and operational risks are reduced by assigning the right skilled people. Using SFIA means this is based on their
actual capability, not just their technical knowledge. Getting this right leads to more effective use of resources,
appropriate development, and potentially reduced expenditure on contractors. Managers use SFIA to highlight scarce
skills in their teams, and deploy resources to mitigate those risks.

As well as enabling functional organisational structures, the flexibility of SFIA supports other approaches for resource
deployment. This includes competency centres or resource pools. In these models, resources are allocated to temporary
endeavours, agile project teams, or even individual tasks.

Ensuring that externally sourced capability – whether contractors or service providers – is deployed to appropriate tasks
is essential to ensure the desired outcome and value for money. Organisations can use SFIA to identify potential cost
saving through contractor replacement programmes. By identifying the skills provided by contractors, plans can then be
made to acquire or develop those skills internally.

Assess

Assessing skills, skills needs, performance and capability

SFIA is used extensively in the assessment of existing capability, at both an individual and an organisational level.
Assessment is a valuable initial diagnostic stage that feeds into subsequent analysis and development.

SFIA provides a powerful diagnostic tool to enable skills assessments to be made. Individuals can assess their current
skills and experience, identify their goals, and use such assessments for planning their personal professional
development journey by determining the skills and levels they want to achieve.

Organisations can assess an individual’s skills in an objective manner to support subsequent analysis and development
planning. The objective nature of the SFIA descriptions help managers to reach an assessment that is agreed by the
person being assessed.

About SFIA | SFIA and skills management
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The core framework itself does not provide instructions for assessment or the specific mix of skills that an individual or
organisation should be assessed against. Assessment guidelines have been developed by the SFIA global community -
these are available on the website.

Analyse

Analysing performance and capability to identify gaps, skills development needs and opportunities

Analysis goes hand-in-hand with assessment. Having established a skills assessment, the assessment data may be
analysed to inform decision-making, including development needs. Performance is assessed against business objectives
and, in the case of development objectives, by reference to SFIA skills.

SFIA’s practical descriptions enable performance to be analysed to reveal an individual’s strengths and development
needs. This presents managers with the ability to assess an individual's competence, and to analyse the reasons for
their level of performance. This greater objectivity in analysis of performance and explanation to the individual leads to
greater staff satisfaction with appraisals, better motivation and improved levels of retention.

Assessment data can be combined to determine an organisational view of the skills capability that the organisation has
and its skills needs. This characterises the ‘skills gap’ and by using a recognised structured framework it is less open to
misinterpretation.

In times of business change, whether driven by changing customer requirements, mergers and acquisitions, new
services or products, market trends or evolving business objectives, SFIA can be used to identify and express the skills
impact, supporting planning and delivery.

Develop

Planning and executing development activities to build capability and performance and to provide career
pathways

The development of individual capability in line with the organisation’s needs is based on SFIA’s objective statements of
competence.

SFIA can be used to help define development objectives by:

▪ identifying the skills or aspects of skills which need to be developed

▪ providing clarity on the targeted levels of competence

▪ helping to identify and reach agreement on how development can be achieved and what support is required

Support can be provided by a range of different interventions or activities, not just classroom learning or training courses:
e.g. coaching, mentoring, stretch-tasks, work shadowing, training and certification, attending an external event,
participating in special interest groups and communities of practice.

Proper analysis of how current skill levels affect an individual's performance enables the construction of relevant
development plans that really work. Obtaining value for money from training is always important. Creating focused
development plans will make a real difference to the value obtained from the training budget.

Use of SFIA encourages appropriate individual growth, effective budgeting and a way to confirm skills development is in
line with the organisation’s real needs.

SFIA can be used by employers to set education and training objectives for individuals and groups. It can also be used
by providers of education and training to explain learning outcomes and improve the effectiveness. This helps employers
to understand the relevance of qualifications and certifications, and to make targeted investment in training and
education for existing staff.

The individual’s defined development needs can also be fed into the process by which individuals are assigned to tasks.

Reward

About SFIA | SFIA and skills management
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Rewarding and compensating an individual for their skills and competencies

Organisations can use SFIA levels of responsibility to support job evaluation and grading. Particularly useful is the clear
difference between the attributes of one level and those at the next level. Aligning job descriptions to SFIA levels
provides clear support for job grading.

The attributes of autonomy, influence, complexity, business skills and knowledge are complementary to most job grading
methods. This enables salary benchmarking in a consistent way for all the professional disciplines.

The use of SFIA to support job descriptions and professional profiles adds greater objectivity to the assessment of the
levels of jobs and of people. The use of SFIA to assess and to analyse an individual’s performance supports making and
communicating decisions about the individual’s place within any corporate scale. It is essential that individuals and
service providers are recognised for their performance, whether through salary and benefits, bonus schemes or feedback
and SFIA can form the basis of such mechanisms.

About SFIA | SFIA and skills management
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How SFIA works - Levels of responsibility
and skills

Explore SFIA’s seven levels of responsibility, outlining the progression of responsibility,

accountability and impact, and how professional skills and generic attributes define

competence and support professional growth.

SFIA provides a structured approach to defining and developing professional skills and competencies in the digital world.
At its core, SFIA uses a seven-level structure to describe both professional skills and generic attributes, creating a
consistent framework for assessing and developing capabilities.

In this section:

1 Seven levels of responsibility
2 Essence of a SFIA level
3 Generic attributes
4 Business skills/behavioural factors
5 Knowledge attribute
6 Professional skills
7 Integration of professional skills and generic attributes

Seven levels of responsibility

SFIA is structured around seven levels of responsibility, ranging from Level 1 (the lowest) to Level 7 (the highest). Each
level represents increasing expertise and responsibility in professional roles. These levels form the backbone of SFIA,
offering a common language to describe roles across various professional disciplines.

SFIA describes skills and competencies at levels that reflect real-world professional practices in the workplace. Each
level is carefully defined to be:

About SFIA | How SFIA works - Levels of responsibility and skills
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▪ Progressive: Building on the previous level's requirements

▪ Distinct: Clearly differentiated from adjacent levels

▪ Consistent: Using uniform criteria across all skills

The levels are characterised by specific behaviours, values, knowledge and characteristics that indicate an individual's
operational capability at that level. This structured approach ensures clarity and consistency in assessing professional
development across various disciplines.

Each level is also summarised with a guiding phrase:

1 Follow
2 Assist
3 Apply
4 Enable
5 Ensure and advise
6 Initiate and influence
7 Set strategy, inspire, mobilise

Each SFIA level builds upon the previous one in terms of responsibility, accountability and impact, while recognising the
value of all levels.

Essence of a SFIA level
Each of these levels is supported by concise essence statements, which provide a distilled view of the unique
characteristics of each level. They help users easily distinguish between levels and understand progression without
needing to dive into detailed descriptions.

Generic attributes
SFIA defines key attributes that are common to all the SFIA Professional skills and apply at each level of responsibility.
These generic attributes describe how professionals operate within their roles and contribute to the organisation.

▪ Autonomy: The level of independence, discretion and accountability for results in your role.

▪ Influence: The reach and impact of your decisions and actions, both within and outside the organisation.

▪ Complexity: The range and intricacy of tasks and responsibilities that come with your role.

▪ Business skills/Behavioural factors: Effectiveness in areas such as communication, planning and problem-solving.

▪ Knowledge: The depth and breadth of understanding required to perform and influence work effectively.

By combining these generic attributes with professional skills, SFIA provides a complete picture of what is expected from
individuals at each level. The generic attributes also help organisations assess and plan for professional growth, making
it easier to map career progression and align roles with business goals.

About SFIA | How SFIA works - Levels of responsibility and skills
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Autonomy, influence and complexity

The generic attributes of autonomy, influence and complexity in SFIA work together to provide a comprehensive picture
of an individual's level of responsibility.

These generic attributes offer a universal language to describe professional growth across diverse roles and industries,
independent of specific skills.

As professionals advance through SFIA levels, they typically experience a coordinated increase in all three generic
attributes. This progression reflects an expansion of decision-making authority, broader impact on the organisation and
its stakeholders, and the ability to handle more challenging and multifaceted work.

By using these generic attributes, SFIA enables organisations to make meaningful comparisons between different roles
and to chart clear pathways for career development.

This approach ensures that SFIA remains relevant and applicable across various sectors and can adapt to evolving job
roles in the rapidly changing digital landscape.

About SFIA | How SFIA works - Levels of responsibility and skills
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Business skills/behavioural factors

At each level of responsibility, professionals are expected to demonstrate a combination of business skills and
behavioural factors that enhance their impact and effectiveness.

As individuals progress through SFIA levels, the expectations for these skills intensify and broaden in scope. For
instance, at lower levels, collaboration might involve effectively working within a team, while at higher levels, it could
mean orchestrating cooperation across multiple departments or even organisations.

By defining these at each level, SFIA provides a clear roadmap for professional development, ensuring that as
professional responsibilities grow, so too does the ability to operate effectively in a business context, drive innovation and
lead change.

This holistic approach recognises that success in technology-related roles requires not just technical proficiency, but also
the ability to navigate complex business environments and inspire others towards shared goals.

For each business skill/behavioural factor, SFIA provides:
▪ Name: The name of the business skill/behavioural factor.

▪ Code: A unique 4 letter code for the business skill/behavioural factor.

▪ Short description: A short definition of the business skill/behavioural factor overall – to understand the scope and
nature of the business skill/behavioural factor at a glance.

▪ Guidance notes: Additional information to clarify the scope and context.

▪ Level descriptions: Specific descriptions of how the business skill/behavioural factor is applied at each relevant level of
responsibility.

Business skill/behavioural factor short descriptions

Collaboration Working effectively with others, sharing resources and coordinating efforts to achieve shared objectives.

Communication Exchanging information, ideas and insights clearly to enable mutual understanding and cooperation.

Creativity Generating and applying innovative ideas to enhance processes, solve problems and drive organisational success.

Decision-making Applying critical thinking to evaluate options, assess risks and select the most appropriate course of action.

Digital mindset Embracing and effectively using digital tools and technologies to enhance performance and productivity.

Leadership Guiding and influencing individuals or teams to align actions with strategic goals and drive positive outcomes.

Learning and development Continuously acquiring new knowledge and skills to enhance personal and organisational performance.

Planning Taking a systematic approach to organising tasks, resources and timelines to meet defined goals.

Problem-solving Analysing challenges, applying logical methods and developing effective solutions to overcome obstacles.

Adaptability Adjusting to change and persisting through challenges at personal, team and organisational levels.

Improvement mindset Continuously identifying opportunities to refine work practices, processes, products, or services for greater efficiency and
impact.

Security, privacy and ethics Ensuring the protection of sensitive information, upholding privacy of data and individuals, and demonstrating ethical
conduct within and outside the organisation.

About SFIA | How SFIA works - Levels of responsibility and skills

Copyright © SFIA Foundation 2024 15



Note: The behavioural factors have always been present in SFIA. In SFIA 9 they have been made more visible. In
previous versions they have been part of the generic attributes and business skills descriptions.

Integrating behavioural frameworks with SFIA

Many organisations use their own set of behaviours aligned with their corporate values, which will vary from one
organisation to another.

▪ These behaviours can be mapped to SFIA’s generic attributes and behavioural factors, or SFIA can be used to
complement them effectively.

▪ If an organisation lacks its own behavioural framework, SFIA’s behavioural factors provide a valuable foundation.

The SFIA behavioural factors can either be adopted as defined or used as a basis for developing the organisation's own
behavioural model. This flexibility allows SFIA to integrate smoothly with diverse organisational cultures and structures,
from SME to enterprise, enhancing its utility across different sectors and industries.

The Knowledge generic attribute

SFIA's Knowledge attribute is a fundamental component of the framework, outlining the breadth and depth of
understanding required at each level of responsibility.

Knowledge in SFIA represents a progression from applying basic role-specific information to leveraging broad, strategic
understanding that shapes organisational direction and industry trends. It involves:

▪ applying role-specific knowledge to perform routine tasks

▪ integrating general, role-specific and industry knowledge

▪ using understanding of technologies, methods and processes to achieve results

▪ applying in-depth expertise to solve complex problems

▪ leveraging broad knowledge to influence strategic decisions

▪ shaping organisational knowledge management practices.
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Effective knowledge application develops through practical experience, formal education, professional training,
continuous learning and mentorship. It encompasses the ability to apply understanding in real-world scenarios, adapt to
emerging challenges and create value for the organisation.

As professionals progress through, their application of knowledge evolves from basic, role-specific tasks to strategic
organisational leadership. This progression includes supporting team activities, applying practices within business
contexts, integrating knowledge for complex tasks, offering authoritative advice and enabling cross-domain decision-
making. At higher levels, professionals apply broad business and strategic knowledge to shape organisational strategy
and anticipate industry trends.

Example
The breakdown of each level of responsibility can be found in the levels of responsibility section. SFIA Level 1 is shown
here as an example.

Professional skills
SFIA professional skills represent a comprehensive range of specific competencies covering the breadth and depth of
capabilities in today's digital, technological and business environments. Key features include:

▪ Flexible level structure: Each skill is defined at relevant levels of responsibility, reflecting real-world practices. Not all
skills are defined at all seven levels, aligning with actual workplace needs.

▪ Focus on professional aspects: SFIA emphasises the professional application of skills rather than specific
technologies, ensuring broader applicability.

▪ Adaptability across industries: The framework's structure allows for flexibility, making it relevant across various sectors
and adaptable to evolving technological and business landscapes.

This approach provides a robust, industry-aligned framework for skills management, supporting activities such as
organisational design, workforce planning, recruitment, learning and development, career progression and performance
management in the roles that shape the digital world and its integration with business and society.
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For each skill, SFIA provides:
▪ Skill name: The name of the skill

▪ Skill code: A unique 4 letter code for the skill

▪ Skill short description: A short definition of the skill overall – to understand the scope and nature of the skill at a glance

▪ Guidance notes: Additional information to clarify the scope and context.

▪ Level descriptions: Specific descriptions of how the skill is applied at each relevant level of responsibility.

The skills are consistently aligned with the seven levels of responsibility, ensuring that the expectations for each skill
match the generic attributes of the corresponding level.

Integration of professional skills and generic attributes

In SFIA, skills and generic attributes can be used for two key purposes: defining the skill and level requirements of roles/
jobs and assessing the people who perform those roles. These two aspects are complementary, ensuring clarity in role
expectations and consistency in assessing individual contribution and performance.

SFIA integrates professional skills and generic attributes to offer a comprehensive framework for defining role
expectations and assessing individuals. This integration ensures that professionals not only possess the necessary
expertise but also the behaviours and qualities needed to perform effectively at each level of responsibility.

Professional skills and generic attributes work together to define overall competence:

▪ The generic attributes of autonomy, influence and complexity indicate the level of responsibility

▪ The knowledge generic attribute describe what you need to know to meet your level of responsibility.

▪ The business skills/behavioural factors describe the behaviours required to be effective at the level of responsibility

This combination of skills and attributes enables organisations to assess individuals holistically, ensuring that both
professional and behavioural competencies align with organisational needs.

Defining role expectations and assessing and developing people

Professional skills, generic attributes including business skills/behavioural factors can be considered independently. This
allows for a flexible approach to defining role and skill expectations while also providing a framework for assessing and
developing the people who perform those roles.

Combined competence

For effective performance at a specific level, individuals must demonstrate both the professional skills and the
corresponding generic attributes required for that level.

Example

If an individual is expected to perform a skill at Level 4, they must also exhibit the corresponding level of autonomy,
influence and complexity defined for Level 4.

▪ Lower levels of autonomy, influence or complexity may hinder effective performance at the higher level, even with
sufficient role-specific professional skills and knowledge.

▪ Note: The business skills/behavioural factors cover a range of attributes and may not all need to be demonstrated at
the same level.
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This integration ensures professionals are not only professionally capable but also exhibit the necessary behaviours and
qualities to perform their roles effectively.

Professional skills and generic attributes work together to define overall competence
This diagram illustrates how SFIA levels of responsibility—defined by autonomy, complexity and influence—combine with
professional skills to describe professional competency.

It highlights the interplay between generic attributes, impact in the workplace, business skills, behavioural factors and
knowledge in shaping an individual's role and effectiveness.

Illustrated example
SFIA's approach combines professional skills and generic attributes across the seven levels to provide a comprehensive
framework for competence. This allows organisations and individuals to:

▪ Assess skills and behaviours: Evaluate both skills and behavioural attributes accurately.

▪ Identify development needs: Recognise gaps between current capabilities and the requirements of higher
responsibility levels. Development may be focussed on professional skills and/or business skills/behaviours.

▪ Communicate expectations: Use a common language to define roles, responsibilities and career progression
pathways. Communicate both professional and business skills/behavioural expectations using the same framework

This diagram illustrates this integration for one SFIA skill (Digital forensics) at Level 4.
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SFIA Levels of responsibility

The generic attributes that characterise SFIA’s seven levels of responsibility and

accountability provide the underlying structure of the SFIA Framework. They ensure that

the definitions of professional skills are defined in a way that makes their different levels

recognisably distinct and aligned to the levels of responsibility.

The power of the levels of responsibility

As well as providing the fundamental structure of the SFIA Framework, the seven levels of responsibility also provide a
basis of mapping for professional career pathways, corporate structures and other frameworks. The nature of the generic
attributes makes them suitable as the basis of core competencies, mappings and stages within a career path.

▪ An organisation that already has a set of core competencies or values can use them in combination with SFIA’s
professional skills and benefit from the spacing that the SFIA levels provide and the international recognition afforded
by a global common standard.

▪ An organisation, a professional body or trade association for instance, that wishes to map its own established structure
to SFIA can do so using the levels of responsibility characterised by the generic attributes as the basis of such a
mapping.

Universal applicability

SFIA originated as a framework for the ICT community. It has evolved to be a framework that defines the skills and
competencies required by business and technology professionals who design, develop, implement, manage and protect
the data and technology that power the digital world.

SFIA is used across a breadth of business and professional functions. Many roles in industry are blended and require a
mix of technical and non-technical skills and SFIA is ideally suited to this.

SFIA's universal applicability means that it can readily be applied and also extended beyond the digital professions into
any technical or non-technical domain. The user base continues to find new areas to use SFIA, which is a visible sign of
SFIA's usefulness, integrity and flexible design.

SFIA enables integration of different professional work using the levels of responsibility as the foundation, whether that
be framework to framework or an organisation's structure to the SFIA Framework. This provides a global common
reference model for integration.
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SFIA professional skills

SFIA defines the skills and competencies required by professionals who design, develop,

implement, manage and protect the data and technology that power the digital world.

The SFIA professional skills are defined to be consistent with the levels of responsibility definitions. The SFIA Framework
has many skills to cover the wide breadth of activities that professionals need.

Navigating the SFIA skills
SFIA continues to group the skills into categories and subcategories. These do not have definitions themselves, they are
just a navigation aid. Colour coding is also used to identify the categories.

▪ These categories and subcategories do not equate to jobs, roles, organisational teams or areas of personal
responsibility.

▪ It is common practice for a specific job description, for instance, to comprise skills taken from multiple categories and
subcategories.

▪ The grouping is intended to assist people who are incorporating SFIA skills in role profiles or job descriptions, or who
are building an organisation's competency framework.

Many users find these categories useful, but SFIA is a flexible resource and the SFIA Skills can easily be grouped and
filtered into alternative views to support specific industry disciplines, particular environments and frameworks.

SFIA focussed views
SFIA views provide a quick-start list of the SFIA skills which are most relevant to a selection of professional disciplines,
industry topics and complementary frameworks.

As well as the SFIA full framework view where SFIA skills are organised by the common categories and sub-categories,
several other views are available. These views organise the skills more appropriately for particular environments and
provide additional information for SFIA use in those environments. Currently available SFIA views include:

▪ Digital transformation

▪ Information and cyber security

▪ Big data and data science

▪ DevOps

▪ Agile

▪ Software engineering

▪ Enterprise IT

These views are refreshed by SFIA users operating in these areas, and further views are in development, created by
industry users and added to the SFIA website when available.

Structure of the skills
The SFIA Framework, though comprehensive in its skill coverage, remains a straightforward tool to use. This simplicity is
achieved by a consistent use of a rigorous structure - once you know the structure you can navigate all skills easily.
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Each SFIA skill is presented consistently, with a brief description of the skill, supplemented with guidance notes to
illustrate the application of the skill. These are followed by more detailed descriptions of what it means to practice the skill
at each relevant level of responsibility.

Structure of the SFIA professional skills

Skills are constructed with the following reference details:

Skill name: The name used for reference purposes

Skill code: A unique code used as a short reference for the skill

Skill description: A brief definition of the skill, without any reference to the levels at which it might be practiced

Guidance notes: A broader description and examples to clarify application of the skill along with context for
interpreting level descriptions. Examples are descriptive, not prescriptive.

Level description: Definitions of the skill for each of the levels at which it is practised. The phrasing facilitates
their use as professional competencies.

Example of a skill structure – illustrated by Digital forensics

Skill name: Digital forensics

Skill code: DGFS

Skill description: Recovering and investigating material found in digital devices.

Guidance notes: Activities may include - but not limited to:

- collecting, processing, preserving and analysing material

- presenting forensic evidence based on the totality of findings

The scope of digital forensics includes finding evidence on computers and any device
capable of storing digital data. The evidence may be used in support of security vulnerability
mitigation, criminal, fraud, counterintelligence, or law enforcement investigations.

Level description: Level 6:

Plans and leads the organisation's approach to digital forensics. Sets policies, standards
and guidelines for how the organisation conducts digital forensic investigations. Leads and
manages high-risk, large or wide-ranging digital forensics investigations engaging additional
specialists if required. Authorises the release of formal forensics reports.

Level 5:

Conducts investigations to correctly gather, analyse and present findings, including digital
evidence, to both business and legal audiences. Collates conclusions and recommendations
and presents forensics findings to stakeholders. Plans and manages digital forensics
activities within the organisation. Provides expert advice on digital forensics. Contributes to
the development of digital forensics policies, standards and guidelines. Evaluates and
selects digital forensics tools and techniques.

Level 4:

Designs and executes complex digital forensic investigations on devices. Specifies
requirements for resources and tools to perform investigations. Processes and analyses
evidence in line with policy, standards and guidelines and supports production of forensics
findings and reports.

Level 3:

Supports digital forensic investigations by applying standard tools and techniques to
investigate devices. Recovers damaged, deleted or hidden data from devices. Maintains
integrity of records and collects information and evidence in a legally admissible way.
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The context for SFIA

SFIA is industry and business led and at its core is experience. Skills proficiency and

professional competency are attained at a particular level due to the practice of that skill, at

that level, in a real-world situation. The context for SFIA is, therefore, the real-world

environment in which industry and business operate.

Any description of professional capability, whether as part of a job description or an assessment of an individual, includes
a number of different aspects. The diagram illustrates the context for the different aspects that contribute to capability.

Experience

At the centre of SFIA is experience: an individual has a skill or competency at a particular level because that skill or
competency at that level, has been demonstrated in a real-world situation together with the appropriate generic
attributes.

▪ Experience demonstrates the ability to apply knowledge and achieve outcomes in a practical environment.

▪ The description of skills within SFIA, at different levels, relate to the experience demonstrated by individuals at that
level.

Gaining experience is not a linear path. By applying knowledge and skills in a workplace setting, experience is gained
and as people develop their experience in this way, they also build their knowledge and skills and develop their
behaviours,

Professional skills

SFIA defines professional skills aligned to levels of responsibility. These are the most recognisable components of the
SFIA framework. They provide the information necessary to identify, assess, deploy and develop professional skills.
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Behaviours

Behaviours are an essential component of capability and form part of the overall SFIA Framework.

▪ They can have a variety of names - such as behavioural competencies, social skills, employability skills or soft skills.

▪ The SFIA Framework uses the term behavioural factors.

The behavioural factors in SFIA are distributed throughout the generic attributes that characterise the SFIA Levels of
responsibility.

▪ SFIA is designed to be flexible. This allows organisations to use the behavioural factors based on their context of use.
In the workplace, behaviours are typically highly contextual and culturally specific.

Many organisations define their own set of behaviours that are used internally.

▪ These are usually aligned with corporate values and vary considerably from one organisation to another.

▪ In this case they can be mapped to SFIA's generic attributes and behavioural factors or SFIA can be used to
complement them effectively.

Where an organisation does not have its own behavioural framework, the SFIA behavioural factors can make a
significant contribution to meeting this need. The SFIA behavioural factors can be used as defined or as the basis of an
organisation's own behavioural model.

A detailed explanation of the SFIA behavioural factors is available in an associated document: Glossary of behavioural
factors within the 7 levels of responsibility.

Knowledge

Knowledge is a critical component of competence. The design of SFIA emphasises that knowledge is required to
demonstrate any skill effectively. To be competent and effective in any role an individual will need a mix of generic,
specialist and domain knowledge.

▪ Generic knowledge represents what someone might reasonably be expected to know before any special knowledge is
needed for a particular domain or specialism.

▪ Domain knowledge relates to the industry or business domain that the organisation operates in .

▪ Specialist knowledge is specific and detailed for a particular specialism or role.

▪ Technologies, products, methods, approaches, legislation, services, processes and domain specifics are all examples
of where professionals working in the industry are required to have knowledge.

▪ Knowledge can be obtained in different ways such as from formal training courses, on-the-job training, web-based
research, networking, conferences or simply by working with, and mentored by, experienced practitioners.

▪ Knowledge may be recognised by formal qualifications or certifications and an increasing number of university
courses, training courses, events and other mechanisms for gaining knowledge, have been mapped to SFIA to ensure
they align with the required professional skills. This approach enhances the employability of students attaining these
qualifications.

SFIA does not define the specific knowledge required to exercise any particular skill because knowledge changes rapidly
and is highly context dependent. SFIA's approach is to clearly state that knowledge is required through the knowledge
statements in the generic attributes. This allows users to determine what knowledge is required for the environment in
which the skills are being applied.

Without prescribing the knowledge required, SFIA links to around 50 bodies of knowledge as a useful resource for those
seeking sources of generic and specialist knowledge.

Qualifications and certifications

Qualifications and Certifications are an important part of the industry. SFIA recognises the value of qualifications and
certifications and provides a context for positioning them within the skills needed by industry and business. Qualifications
and certifications show that an individual has successfully completed some testing or assessment; whilst a great many of
these require demonstration of textbook knowledge or recall of a particular subject area, some test understanding, and
some confirm application of skills.

▪ The mapping of qualifications to SFIA communicates to potential applicants the usefulness and relevance of the
qualification.
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▪ The learning objectives can be matched to continual professional development (CPD) targets expressed in SFIA
terms.

▪ The use of SFIA by awarding bodies, to establish whether an individual meets the required level, is also growing and is
increasingly linked to demonstration of experience.

About SFIA | The context for SFIA

26 Copyright © SFIA Foundation 2024



Using and licensing SFIA

Important: you need a licence to use SFIA

The SFIA Foundation maintains and distributes SFIA using a licensing system. For personal career development and for
the majority of internal use for staff management, SFIA is available free of charge. Other use may require different
licences which may incur a modest fee.

The following is prohibited without a special fee-bearing licence from the SFIA Foundation:

▪ using SFIA to support the sale or marketing of a product or service

▪ using SFIA for external certification or credentials

▪ using SFIA to promote a company or organisation, including in rate cards, redistributing this material in electronic or
printed form to any other organisation (even if affiliated)

▪ using SFIA across a large distributed organisation

▪ translating SFIA into another language or language variant and distributing that version

Separate licensing is available for large-scale SFIA use. This is particularly attractive where a country wishes to use the
global common reference model of SFIA as the foundation of its wide-scale skills and competence initiatives. Licensing
includes:

▪ whole of public sector licence

▪ whole of country licence

As a not-for-profit, the SFIA Foundation does not seek commercial gain over and above its subsistence needs. All
revenue received is used to develop, maintain and make available the framework and support the adoption by
organisations and individuals around the world through the global ecosystem. Our licensing terms reflect that our
intellectual property does indeed have a value, so we seek its protection through a very modest fee arrangement for
those who benefit commercially from its use. The Foundation doesn’t generate substantial revenue, and has a very
modest operations capability supported by the users, trainers, consultants and partners of SFIA around the world.

The governance of the SFIA Foundation is provided by respected organisations or professional bodies and all
information can be obtained from the SFIA web site – www.sfia-online.org

Intellectual property and copyright

SFIA is the intellectual property of the SFIA Foundation.

The trademark SFIA is protected in more than 35 countries throughout the world.

Copying of this material is prohibited unless authorised in writing or under a valid SFIA licence obtained from the SFIA
Foundation.

The SFIA Foundation Ltd. A private company limited by guarantee. Registered in England number 04770377.
Registered Office: The Scalpel, 18th Floor, 52 Lime Street, London EC3M 7AF, UK
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