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PERFORMANCE REVIEW OF COMPETENCIES 
Describe employee performance in specific work areas. 
 
 
Customer Service  
Competency Description:  
Provides what has been promised to each customer in a timely, dependable and accurate manner; gains customer trust and 
confidence by conveying knowledge and accurate information; treats customers with courtesy, respect and dignity; 
communicates with customers in a responsive, productive, clear and appropriate manner.        
 

 
Dependability   
Competency Description:   
Meets commitments, works independently, accepts accountability, handles change, sets personal standards, stays focused 
under pressure, meets attendance/punctuality requirements. 
 

 
Interpersonal Skills  
Competency Description:  
 Has good listening skills, builds strong relationships, is flexible/open-minded, negotiates effectively, solicits performance 
feedback and handles constructive criticism. 
 

 
Productivity  
Competency Description:    
Manages a fair workload, volunteers for additional work, prioritizes tasks, develops good work procedures, manages time 
well, handles information flow. 
 

 
Quality  
Competency Description:   
Is attentive to detail and accuracy, is committed to excellence, looks for improvements continuously, monitors quality 
levels, finds root cause of quality problems, owns/acts on quality problems. 
 

 
 
Work Environment/Safety  
Competency Description:   
Promotes mutual respect, keeps workplace clean and safe, supports safety programs. 
 

 
 Additional competencies for CFS/CMH Employee in CFS/CMH ACADEMY and completing 6 months 
probationary Period 
 

 
 
 
 
 



Decision Making/Judgment   
Recognizes problems and responds, systematically gathers information, sorts through complex issues, seeks input from 
others, addresses root cause of issues, makes timely decisions, can make difficult decisions, uses consensus when possible, 
communicates decisions to others. 
 

 
 
 

Job Knowledge   
Understands duties and responsibilities, has necessary job knowledge, has necessary technical skills, understands company 
mission/values, keeps job knowledge current, is in command of critical issues. 
 
 
Computer Skills exceedingly adept at using and integrating the company's operating systems and applications 
into her day-to-day work.  Has knowledge of general PC, network, and operating systems is unsurpassed.  Has 
mastered a variety of applications that enable him/her to produce excellent work.  Knows where to find 
information within the company's databases.   

 
 

Self Development  -CFS 
Seeks out and accepts feedback, is a proactive learner, takes on tough assignments to improve skills, keeps knowledge and 
skills up-to-date, turns mistakes into learning opportunities. 
 

 
 
 

Problem Solving/Analysis   
Breaks down problems into smaller components, understands underlying issues, can simplify and process complex issues, 
understands the difference between critical details and unimportant facts. 
 
Planning Is a thorough and diligent planner.  Takes all important details into account and involves project 
participants to make sure all needs and potential problems are out on the table.  Plans contain a level of detail 
and thought that almost guarantee project success.   

 
 

Teamwork   
Meets all team deadlines and responsibilities, listens to others and values opinions, helps team leader to meet goals, 
welcomes newcomers and promotes a team atmosphere. 
 

 
 
 
Sales Skills [Social Marketing] -CMH 
Develops new business, identifies and sells to customer needs, translates product features to benefits, has good 
listening skills, is sensitive to customers, delivers effective presentations, negotiates well, uses closing skills 
appropriately, develops sales skills. 
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