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Competency Assessment and Management



Welcome to the Contracting Workforce Competency Assessment. Your participation is critical to helping DAU and DPAP identify ways to correct the workforce proficiency gaps and ensure that the right training is offered to meet the needs of those in the nation’s most critical workforce.
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Before beginning, be sure to have your:
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 Contracting Competency Model (provided as an attachment in the email through which you received this manual)
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 A computer with internet access
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 Your introductory e-mail that contains the website  

       (http://www.cnacompass.org/gap) and password.


Time to complete: approximately 1-2 hours

Tips:    Use the [image: image5.png]PREVIOUS)



 button on the bottom of each page 


  instead of the back button.


Comments, Questions, or Concerns?

	If you have issues related to details such as: 

(  Why this assessment is being conducted?

(  What is driving this effort?


	Technical issues:

· Having other technical  problems?

	For quickest response, contact your local Point of Contact as identified in the email through which you received this manual.                   or

Mary Thomas, DPAP
	CNA Help Desk

	Mary.Thomas@osd.mil
	support@compasshelp.org.

	
	(866) 599-4262

	
	


Section 1: Employee Technical Guide

1. Login
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Competency Assessment and Management

Welcome to the ATSL Workforce Gap Assessment Web Site. You have been selected to participate in an
‘extremely important effot that spans the entire AT&L workforce. The objecive of this assessmentis to
‘specifically dentify critical capability gaps so that the Depariment may address those gaps through targeted
recruitment, retention, education, training and development strategies. This step will identify the proficiency
levels that existin the workforce, and compare them to the unique requirements each component, organization,
‘and command faces.

'DoD-Wide Contracting Competency Model

Defense Procurement and Acquisition Policy (DPAP) teamed up with the Defense Acquisition University (DAU)
to pursue a competency-based approach to worklorce management. The DPAP Director and DAU have just
‘completed a five-month effot to define the intearated behaviors and underlying knowledge, skills, and abilties
that define superior job performance for the contracting workforce. This effort resulted in a Coniracting
Competency Model that includes both the technical and professional skills you use to get the job done. DPAP.
‘and DAU are working with all of the Wiltary Depariments and Defense Agencies to use the Contracting
Competency Model to complete a Contracting Competency Assessment of the DoD-wide Coniracting|
workiorce.

Inthis workforce gap assessment, you will be asked to rate your proficiency, citcaliy of the competency.
element, and frequency of use for each of the competency element behaviors derived from the Contracting
Competency model

To begin, please type in your e-mail and password detailed in your invite letter.

Ifyou do not remember your password, contact your local POC, or contact Mary Thomas,

Uary Thomas@osd.mil. Aterately,if you want your password e-mailed to you, please enter your e-mailin the.
box below and click he f you have forgotten .~ link below the Login’ button and your password will be emailed
toyou

Email Address

Password

fyou have forgotten your password, we can email itto you

o-sx




1. Type your Email Address and Password in the text boxes.
2. Select the [image: image7.png]JLOGIN|



 button.
· Note: The Email address and password you received in your introductory Email will allow you access to this survey at any time. 

You will be taken to the Employee Main Menu, which contains a brief welcome message and notes before beginning.

To begin, you will select the Take Assessment box on the left hand side of the screen.  You will be taken to the Demographics Page.

2.
Demographics
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Years Of Acquisition
Experience - Definition

Miltary/Civilian Status

Job Titie/Function

Other.

Are You A Supenvisor?

Years Of Contracting

Experience - Defintion

Years Of Federal Service

Component

DODAAC

Primary Warrant Type

GS Grade/Equivalent
Rank

In How Many Years Do
You Plan To Refire?

lintendto continue

working in my current

Strongly Disagree.

organization unti | retire

‘Completing my job duties

gives me a strong sense

Tend To Disagree

of accomplishment

1 desired, | could find
another job.

Hard to Decide.





1. Please select information in relation to your:
· Years of Acquisition Experience
· Military / Civilian Status
· Job Title/Function
· Whether you are a Supervisor
· Years of Contracting Experience
· Years of Federal Service
· DODAAC
· Primary Warrant Type; etc.
2. Select [image: image9.png]


 after you have chosen an answer from each drop down.


You will be taken to the first page of the assessment. 

· Note:  There are 32 total pages in the assessment.

4. Rating Frequency, Criticality, and Proficiency for each Competency element
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Competency Assessment and Management

Welcome: employee1@cna.org

Directions: Please read each competency element carefuly and then rate each competency element on Frequency, Criticalit, and Proficiency by answering the questions
detailed below:

- Frequency: Please rate how often you do this actvty in your job. Ratings should apply to your current position.
- Ratings: 1- Almost Never, 2 - Rarely, 3 - Occasionally, 4 - Frequently, 5 - Very Frequently, NA - Not Applicable / Not needed in My Job.
- Criticality: Please rate how crtical the competency element behaviors are to your job. Ratings should apply to your current position.
- Ratings: 1- Not Critical, 2 - Somewhat Critical, 3 - Fairly Critical, 4 - Very Critical, 5 - Extremely Critical, NA - Not Applicable / Not needed in my job
. Proficiency: Plsase rate how proficent ou are atthe competency element behaviors. Please note, proficiency applies toconsiders your entir career.
= BeNavioral statements for each proficiency level (0-No Exposure through 5-Expert) are provided to help rate your proficiency level.
‘Select 0 ifyou have never worked in this area and have litle to no knowledge in this area.
= Ifmore than one statement applies, select the highest numbered statement (ie.,if 1, 2 and 3 apply, select3).

Rememberto rate openly and honestly for all tems. Your ratings will not be used in any way for performance appraisal.

The expected proficiency level usually increases as an individual progresses from an Entry, to @ Journey, to a Senior position. However, even atthe Senior evel, not all jobs
require everyone to have Expert (Level 5) proficiency for al competencies.

Tips for Using this Site.

- Please avoid using your browsers back button - However,if you want to go back there is a previous button on the bottom of each screen (exceptthe first screen, of
course).

- Please direct general business questions to your local POC, or contact Mary Thomas, Mary.Thomas@osd.mil.

- For additional help, please contacttechnical supportia email at suppor@compasshelp.ora, via website at www.compasshelp.org, or via phone at 1-866-509-4262.





Please, read each competency element carefully.  Then rate each competency element by the level of frequency of which it occurs in your position, the criticality to performing your job, as well as your level of proficiency in that activity. Examples of the knowledge required for each competency element are  listed below each competency element.
[image: image11.png]Rememberto rate openly and honestly for all tems. Your ratings will not be used in any way for performance appraisal

‘The expected proficiency level usually increases as an individual progresses from an Entry,to a Journey, to a Senior position. However, even atthe Senior level, not all jobs
require everyone to have Expert (Level 5) profciency for al competencies.

Tips for Using this Site.

- Please avoid using your browsers back button - However,if you want to go back there is a previous button on the bottom of each screen (exceptthe first screen, of
course).

- Please direct general business questions to your local POC, or contact Mary Thomas, Mary Thomas@osd mil

- For additional help, please contacttechnical supportvia email at suppori@compasshelp.org, via website at www.compasshelp.org, or wia phone at 1-866-599-4262.

Unit Of Competence. Pre-Award and Award
Competency Determination of How Bestto Satisfy Requirements for the Mission Area
Progress Page 10f32

1. Provide proactive business advice on requirements documentation based on analysis of requirements and performance-based approaches to find the best solution to satisfy.
‘mission requirements.

Examples of supporting knowledge items include:

« Knowledge of customers mission and requirement (to include prior coniract history and leadtimes) and command's visions and goals.

« Knowledge of the industry rom which you are purchasing (e.0., major systems, R&D, construction) to include the applicable special categories of contracting described in FAR
Parts 34, 35, 36, 37, 38,39 and 41

« Knowledge of required sources of supply and socio-economic programs.

« Knowledge of types of requirements documents and the pros and cons of each type (design, functional, performance) and the impact on competiion and contract administration.
« Knowledge of key tenants of performance-based acquisition

« Knowledge of contract types and existing contract vehicles (to include intrafinter-agency contracts) to selectthe one most suitable for ulfling the requirement

« Knowledge of fee for senvice” contracting organizations and when to properly use their services.

« Knowledge of the types of appropriations and imporiance of an accurate and complete procurement request (PR) in the acquisition process, including the information needed to

L Salarenet





· Note: The progress box, at the top of each page, denotes the unit of competence, competency, and the page that you are currently at within the assessment.

· Note:  As you progress through the assessment, please note that:
· To save your responses select [image: image12.png]


 on the bottom of each page.  

· You can exit at any time and will be brought back to where you last hit the continue button.  Each time you hit [image: image13.png]


 your responses are saved to the database.

· To go back in the assessment a screen or more select [image: image14.png]PREVIOUS)



 after completing a screen.

· Your responses on a page will not be saved if you logout without selecting continue first or select the previous button.

When you reach the second to last page a message will pop up:

1. Select Cancel if you decide to make some final changes in the first 26 pages of the assessment.

· Note:  Use the   button to navigate back in pages.

         OR 

1. Select OK if you have completed the assessment and want to move on to the next portion.

· Note:  You cannot go back to the first portion of the assessment after you select OK.


This will bring you to page 30 of the assessment.

5. Rating Frequency, Criticality, and Proficiency for each Professional Skill

Please, review each professional skill, such as Problem Solving, Customer Service, and Oral Communication, its definitions, and examples. 
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Please review each professional skill, s definitions, and examples. Then rate the frequency with which you utiize this skill on your current ob, the criticality of the skill on your current job and your
estimated proficiency in utizing tis skill o the job.

o-sx

Progress Page 120121
Problem Solving
Identifies and analyzes problems; weighs relevance and accuracy of information; generates and evaluates alternative solutions; makes recommendations.
Examples

+ Conduct mestings with various stakeholder groups to discuss coniract changes and to maintain focus on the requirements.
« Develop options to resolve issues when analysis findings identified a need for re-negotiation andlor modifications.

« Perform independent analysis of technical data including feasibillty studies, Ife cycle cost studies, and costimpact studies, to reduce acquisition time.
« Research ways to determine the best contract method, use of personnel, and price for the contract

Frequency - How often do you do this skill on your current job? Ratings: (1 - Almost Never, 2 - Rarely, 3 - Occasionlly, 4 - Frequently, 5 - Very Frequently, N/A Not Applicable / Not needed in My Job).

Criticality - How critial is this activity in your current job? Rafings: (1 - Not Critical, 2 - Somewhat Critcal, 3 - Fairly Criical, 4 - Very Critical, § - Exremely Critical, N/A - Not Applicable / Not needed in my job)

Proficiency - How proficient are you in utilizing this skill o be effective on your job?

O |1 |Awareness: Applies the competency in the simplest situations and requires close and extensive guidance.

© |2 |Basic Applies the competency in somewhat diffcult situations and requires frequent guidance.

© |3 |intermediate: Applies the competency in difficultsituations and requires it or no guidance.

© |4 |Advanced: Applies the competency in considerably diffcult situations and generally requires no guidance

© |5 | Expert Appliesthe competency in exceptionally difficut stuations and involves senving as a key resource and adises ofhers.
© | NA | Notpplicable / Not Needed In My Job





Then rate the frequency you utilize this skill on your job, the criticality of this skill to your job, as well as your estimated proficiency in utilizing this skill on the job by selecting ratings from each drop down. This is very similar to the technical competency ratings seen in previous pages.
When you reach the end of the page, a message will pop up:

1. Select Cancel if you decide to make some final changes on this page of the assessment.

         OR 

1. Select OK if you have completed the page.

· Note:  You cannot go back to this page of the assessment after you select OK.


This will bring you to the end of the assessment.

6. Two Additional Sections:  Ethics and E-Business 

In the last two pages of the assessment, you will be asked to rate the frequency of use of various ethics and e-business systems, tools,     and resources.  
Ethics:
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Accountability

Regulation Value

1. Executive Order 12674 “Principles of Ethical Conduct for Government Officers and Employees”, as modified by Executive Order 12731,

2.D0D 5500.7-R, “Joint Ethics Regulation (JER)"{o include the requirementfor annual financial disclosure filing.

3 FARIDFARS Part 3 Improper Business Praciices and Personal Conflicts of Interest”

4 FARIDFARS and other procurement requirements that pertain to Procurement Integrity (FAR Section 3.104)

5 FARIDFARS Part 9.5 "Organizational and Consultant Conflicts of Interest”

Value

1. Designated Agency Ethics Official (DAEO) andlor Agency Etnics Counselor(s)

2. Department of Defense Standards of Conduct Office website hitp:iwww dod milldodgcidefense_ethics! (includes an Encyclopedia of Ethical Failure that
provides cases of ethical failue for raining purposes)

3. Defense Procurement and Acquisition Policy (DPAP) Ethics website hitp:/iwww acq osd milldpapigeneraliethics htm

4. Defense Acquisition University (DAU) ATAL Ethics website hitp:/iwww. dau milDAU_EthiclDAU_Ethics_Support_USD aspx

5. Component ethics website(s)

6. Inspector General of the Depariment of Defense Hotline 800-424-9098 (e-mail: Natine@dodig.mil)





E-Business:
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EBiz

Federal

Value

1. Central Contractor Registration (CCR)

2 Electronic Subcontracting Reporting System (eSRS)

3. Excluded Parties Listing System (EPLS)

4_Federal Business Opportunites (FedBizOpps or FBO)

5. Federal Procurement Data System (FPDS)

6. Federal Technical Data Solution (FedTeDS)

7.0n-line Representations and Certifications Applications (ORCA) | 2

8.Past Performance Information Retrieval System (PPIRS)

9. Wage Determination On-Line (WDOL)

DoD.

Value

1. Contract Performance Assessment Reporting System

2.D0D E-Hiall

3. Electronic Document Access (EDA)

4. Wide Area Workflow (WAWF)

5. Purchase Card System - Citibank





You have now completed the assessment.

7.  View and Print Results

This page allows you to view the information you have provided during the assessment. This is a useful tool when thinking about your training needs.

1. Select view results from the left hand column

· Note:  You can view results at any point during the assessment.  Select Take Assessment to return to the assessment.
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Unit Of Competence: Pre-Award and Award
‘Competency: Determination of How Bestto Satisfy Requirements for the Mission Area
Element: Provide proactive business advice on requirements documentation based on analysis of requirements and performance-based approaches to find the best
‘solution to satisfy mission requirements

Frequency | Criticality | Proficiency

2 3 5

Element: Conduct market research using relevant resources prior to solcitation to understand the industry environment and determine availabilty of sources of supply
andlor semices.

Frequency | Criticality | Proficiency

3 5 2

Element: Perform acquisition planning by considering al available Sources and methods of procurement o satisfy mission needs while appropriately allocating risk. [~]
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To print assessment responses, you can either copy the entire view results report and paste it into a Microsoft Word document or print the report directly from the web browser (keeping in mind that you may have to adjust some of the Page Setup features to ensure you’ve captured the full view of information.)  
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                                          Questions or Comments     

CNA Technical Support Help Desk: Send an e-mail to support@compasshelp.org, ask questions at www.compasshelp.org, or alternatively, you can call (866) 599-4262.
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