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 Needs Improvement Developing Meeting Exceeding 
Teamwork/Collaboration:  
Fosters constructive team climate 
by building collaborative 
relationships with people from 
diverse backgrounds; positively 
contributes to team functioning; 
successfully negotiates and 
manages conflict. 

*Fails to treat team 
members respectfully by 
being polite and 
constructive in 
communication. 
*Lacks confidence about 
the importance of the task 
and the team's ability to 
accomplish it. 
*Fails to provide assistance 
and/or encouragement to 
team members. 
*Excludes some members 
in team functions. 
*Unable to successfully 
manage team conflict, 
and/or may serve as the 
source of conflict.   
*Does not provide 
suggestions for team 
initiatives or complete tasks 
successfully. 

*Treats team members 
respectfully by being polite 
and constructive in 
communication. 
*Working on developing a 
stronger understanding 
about the importance of 
the task and the team's 
ability to accomplish it. 
*More likely to be on the 
receiving end of support 
and encouragement. 
*Typically tries to avoid 
conflict rather than helping 
the team to work through 
problems. 
*Usually meets all team 
responsibilities in a timely 
manner. 

*Treats team members 
respectfully by being polite 
and constructive in 
communication. 
*Understands the 
importance of 
the team’s task. 
*Sometimes provides 
suggestions for team 
initiatives. 
*Makes attempts to work 
through any team conflict. 
*Successfully completes 
team tasks in a timely 
manner. 

*Treats team members 
respectfully by being polite 
and constructive in 
communication. 
*Motivates teammates by 
expressing confidence 
about the importance of 
the task and the team's 
ability to accomplish it. 
*Provides assistance 
and/or 
encouragement to team 
members. 
*Strives to include all 
members in team 
functions. 
*Successfully negotiates 
team conflict. 
*Consistently provides 
suggestions for team 
initiatives and is willing to 
take the lead in carrying 
them out.  

Written Communication:  
Articulates thoughts and ideas 
clearly and effectively in written 
form. 
 

*Written communication 
lacks professionalism and 
may include errors and 
slang. 
*Struggles to select the 
correct and appropriate 

*Written communication is 
sometimes professional 
and free from errors and 
slang. 
*Sometimes selects the 
correct and appropriate 

*Written communication is 
usually professional and 
free from errors and slang. 
*Usually selects the 
correct and appropriate 
method in which to 

*Written communication is 
professional and free from 
errors and slang. 
*Consistently selects the 
correct and appropriate 
method in which to 



method in which to 
communicate written 
information.  
*Responses to written 
communication lack 
timeliness. 
*Uses language/vocabulary 
that is not always 
appropriate to the 
audience. 

method in which to 
communicate written 
information.  
*Inconsistently responds to 
written communication in a 
timely manner. 
*Inconsistently uses 
language/vocabulary 
appropriate to the 
audience. 

communicate written 
information.  
*Usually responds to 
written communication in 
a timely manner. 
*Most 
language/vocabulary is 
appropriate to the 
audience. 

communicate written 
information.  
*Responds to written 
communication in a timely 
manner. 
*Uses language/vocabulary 
appropriate to the 
audience. 

Oral Communication: 
Articulates thoughts and ideas 
clearly and effectively in oral form 
in a manner that engages others. 
 

*Seldom or never 
communicates messages 
clearly and concisely. 
*Frequently uses language 
inappropriate to audience.  
*Rarely makes eye contact 
or uses an engaging and 
inviting posture when 
speaking. 
*Frequently interrupts 
others when speaking. 
*Rarely invites non-
participants into the 
conversation. 

Sometimes does the 
following: 
*Communicates messages 
clearly and concisely.  
*Uses language 
appropriate for audience. 
*Makes eye contact and 
uses an engaging and 
inviting posture when 
speaking.  
*Engages in conversations 
in ways that constructively 
integrate the contributions 
of others. 
*Invites non-participants 
into the conversation. 

Usually does the following: 
*Communicates messages 
clearly and concisely.  
*Uses language 
appropriate for audience. 
*Makes eye contact and 
uses an engaging and 
inviting posture when 
speaking.  
*Engages in conversations 
in ways that constructively 
integrate the contributions 
of others. 
*Invites non-participants 
into the conversation. 

Consistently does the 
following: 
*Communicates messages 
clearly and concisely.  
*Uses language 
appropriate for audience. 
*Makes eye contact and 
uses an engaging and 
inviting posture when 
speaking.   
*Engages in conversations 
in ways that constructively 
integrate the contributions 
others. 
*Invites non-participants 
into the conversation. 

Leadership: 
Leverages the strength of others to 
reach common goals and uses 
interpersonal skills to coach and 
develop others. 

*Ignores others 
contributions. 
*Does not contribute to 
organization. 
*Does not listen to others.  
*Unable to articulate a 
vision or dream for the 
group. 

*Able to acknowledge 
others personally. 

*Contributes minimum 
required to organization.  
*Sometimes listens to other 
group members  
*Able to articulate a basic 
vision or dream for the 

*Acknowledges others 
personally and publically. 
*Regularly contributes to 
the organization. 
*Listens to team members' 
opinions.  
*Works with others in the 
group to establish a vision 

*Regularly celebrates 
others’ contributions. 
*Exceeds expected 
contributions and 
organizes contributions of 
others. 
*Encourages, motivates, 
seeks and respects team 



group. or goal for the group. members' opinions.  
*Works with others in the 
group to establish a vision 
or goal for the group. 
*Uses that vision or goal to 
guide the actions of self 
and group. 

Problem Solving/ 
Critical Thinking: 
Exercises sound reasoning to 
analyze issues, make decisions, 
and overcome problems 

*Relies on supervisor or 
others to solve problems. 
*Considers and applies only 
a single approach to solve 
the problem. 
*Proposes solutions that 
are vague and with minimal 
logic or support for 
reasoning 
 

*With guidance, can select 
from various alternatives 
then develop a logical, 
consistent plan to solve the 
problem. 
*Plans reflect an 
intermediate level of 
understanding of the 
problem/issue. 
*With guidance, can 
communicate rational for 
choosing a solution 
*Sometimes thinks 
independently, 
solving own 
problems. 

*Can usually select from 
various alternatives then 
develop a logical, 
consistent plan to solve 
the problem. 
*Plans reflect a good level 
of understanding of the 
problem/issue. 
*Can usually communicate 
rational for choosing a 
solution 
*Often thinks 
independently, 
solving own 
problems. 

*Independently develops a 
logical, consistent plan to 
solve problems on a 
consistent basis. 
*Plans reflect a deep 
understanding of the 
problem. 
*Clearly communicates 
rationale for choosing 
solution. 
*Contributes original 
thoughts to solve 
problems. 

Professionalism/ 
Work Ethic: 
Demonstrates personal 
accountability and effective work 
habits; exhibits integrity, acts 
responsibly, and is able to learn 
from mistakes. 

*Lacks interest, 
enthusiasm, and 
motivation; passive and 
indifferent. 
*Procrastinates and does 
not meet deadlines; work 
not always completed to 
satisfaction. 
*Is not receptive to 
feedback; may get 
defensive; does not 

*Seems interested in the 
position but could be 
better motivated. 
*Meets most deadlines; 
may need prompting to 
stay on task; work usually 
completed to satisfaction. 
*Engages in opportunities 
to expand their role and 
learn new skills with strong 
encouragement. 

*Interested in the position 
and enthusiastic about 
working; motivated to 
work. 
*Meets all deadlines, is 
productive during work 
hours, and completes tasks 
to satisfaction. 
*Is receptive to supervisor 
feedback and suggestions 
for development and 

*Demonstrates a high level 
of enthusiasm about the 
position and motivation to 
work. 
*Consistently and 
effectively completes 
tasks, sometimes before 
they are due; puts time 
into tasks that go beyond 
scheduled work hours. 
*Actively seeks supervisor 



engage in professional 
development when 
encouraged. 
*Needs constant 
reminders to stay on task; 
lacks knowledge about 
relevant resources. 

*Requires a good bit of 
guidance to complete tasks 
and has a basic grasp of 
helpful resources. 
 
 
 
 
 
 
 
 

improvement. 
*Needs little prompting to 
complete tasks and is 
aware or resources for 
collaboration and referral.   
 
 
 
 
 
 

feedback and 
opportunities for 
development and 
improvement. 
*Consistently takes 
initiative and utilizes all 
available resources to 
complete tasks. 
 
 
 
 
 
 
 

Equity, Diversity, & Inclusion: 
Demonstrates an awareness, 
sensitivity, and respect for 
difference and strives to create an 
inclusive work environment. 

*Struggles to work with 
people from diverse 
backgrounds. 
*Does not always use 
language that is inclusive 
and respectful. 
*Does not make an effort 
to meet the needs of 
diverse constituents who 
come through the office. 
*Shows no interest in 
learning about issues of 
diversity. 
*Lacks insight into own 
cultural rules and biases, 
broader implications of 
attitudes toward diversity 
and sophistication when 
communicating to diverse 

*Developing comfort in 
working with people from 
diverse backgrounds. 
*Working on using 
language that is inclusive 
and respectful. 
*Sometimes meets the 
needs of diverse 
constituents who come 
through the office. 
*Works on learning about 
issues of diversity with 
strong encouragement. 
*Working on developing 
insight into own cultural 
rules and biases. 
*Has some insight, but 
lacks sophistication in 
understanding the broader 

*Generally works 
comfortably with people 
from diverse backgrounds. 
*Generally uses language 
that is inclusive and 
respectful. 
*Strives to meet the needs 
of diverse constituents 
who come through the 
office. 
*Demonstrates an interest 
in learning about issues of 
diversity. 
*Articulates some insight 
into own cultural rules and 
biases 
*Working to understand 
the broader implications of 
attitudes towards diversity 

*Works comfortably with   
people from diverse 
backgrounds. 
*Consistently uses 
language that is inclusive 
and respectful. 
*Consistently meets the 
needs of diverse 
constituents who seek our 
services. 
*Takes initiative to learn 
about issues of diversity. 
*Articulates good insights 
into own cultural rules and 
biases. 
*Demonstrates knowledge 
of the broader implications 
of attitudes towards 
diversity; shows 



audiences. 
 

implications of attitudes 
towards diversity and 
communicating to diverse 
audiences. 

and show sophistication 
when communicating to 
diverse audiences. 

sophistication when 
communicating to diverse 
audiences. 
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[http://www.naceweb.org/knowledge/career-readiness-competencies.aspx]. 

 
 
 


