
Helpful Hints for Completing the Contracting Competency Assessment
What the assessment is: A tool to identify current DOD-wide capabilities and any skill gaps. 
What the assessment is not: An employee rating system, pass/fail test, or performance appraisal. 

Getting Started
1. You will be provided, via email(s), a username and password, a link to the assessment website, an Employee and/or Supervisor Technical Users Guide, leadership memorandums underlining the importance of the effort, and the Competency Model List. 

2. The email(s) will also state the dates which the survey assessment tool will be available. You must complete the survey within the given timeframe!
3. Read through the Technical User Guide and Competency Model List to understand the assessment model and web-based tool. The tool is based upon the Competency Model list, please note the competency elements relate directly to the elements assessed.
4. Expect the assessment to take 45-60 minutes. 

5. The assessment does not need to be completed in one sitting, results are automatically saved at each screen - every time you hit “continue” - and thus you may enter/exit the assessment at any time. 
Important points to remember: All Participants
1. Pay careful attention to the definitions of proficiency and frequency to ensure you are assessing yourself correctly. 

2. You have the option to assess competency elements as N/A. 

3. Enter your demographic data correctly the first time! If not you will need to contact the help desk (POC will be provided) to reset the fields. 

4. Always utilize the “previous” button when taking the assessment, NOT your browser’s “back” button. 

Important Points to remember: Employee Assessment
1. Non-supervisory employees complete one assessment only. 

2. Your supervisor will not see the inputs you provided.

3. You can view a summarized version of your inputs at any time. 
Important Points to remember: Supervisory Employee Assessment
1. Supervisors will complete one self assessment and a supervisory assessment for each employee they supervise. 

2. You can asses your employees as soon as the website is open for access, you do not need to wait until an employee completes their survey first. 

3. You will be required to input the career level (entry, journey, senior) of the employee you are assessing. Guidance will be provided to ensure you understand the criteria for each.
Bottom Line: The Contracting Competency Assessment is a very user friendly web-based multiple choice survey. Your key objectives should be completing the survey(s) on time and providing honest, accurate inputs. 

