The integrated leadership system

ILS support tools

Capability assessment Kit: Instructions

G:W:  Australian Government

Australian Public Service Commission




Instructions for using the ILS capability assessment kit

The capability assessment kit is based on the Integrated Leadership System and is
designed to be used as a guide for individuals to identify areas of strength and areas
that might benefit from development. The kit includes four items for each level from
EL1 to SES B3:

e set of instructions

e card sort 1 (descriptions)—this set uses the capability descriptions to identify the
capabilities required to operate successfully in the role

e card sort 2 (behaviours)—this set uses the behaviours to identify an individual's
capability development requirements

o self-assessment form—this allows individuals to identify their priorities for
development.

Steps to identify priorities for development

Use card sort 1 (descriptions) to
prioritise capabilities required for role

Transfer results to
self assessment form

Use card sort 2 (behaviours)
to identify development requirements

Transfer results to
self assessment form

Use capability gap matrix to identify
priorities for development
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Step 1—using the card sort 1 (descriptions)

This card sort is used to prioritise the capabilities required to operate successfully in
your role. It is important to note that you are not assessing your own capabilities in this
section, but rather the requirements of the role. Each set contains three category cards
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and a capability description for each of the 20 capabilities from the pathway. Select the
card set which applies to your current role.

Read the capability description on each card and sort the cards into the following

categories:

e essential—capabilities which are critical to the success of your role

¢ significant—capabilities which, while not as critical to the success of the role, are
still important

¢ less significant—capabilities which may not be as significant to the success of the

role.

Note: where appropriate, critical transition points are indicated using the @ symbol

in the top right hand corner of the card for cards sets.

Capability description
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Step 2—transfer results to self-assessment form

Once you are satisfied with the card sort, transfer the results to the self-assessment
form for that level using the column capabilities required for role as per the following
example from the EL2 level.
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Step 3—using the card sort 2 (behaviours)

This card sort is used to identify your current capability development requirements.
Each set contains three category cards and a card detailing each behaviour for the 20
capabilities from the Pathway. Select the card set for your level, read each card and
sort the cards into the following categories:

o confident—you are confident you have sufficient experience in this capability
e needs development—you believe you need more development or experience to
build on your existing capability

¢ needs significant development—you have little or no capability in this area and you
believe that you need significantly more development or experience in this
capability.

Note: where appropriate, critical transition points are indicated using the @ symbol
in the bottom right hand corner of the card for cards sets.
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Step 4—transfer results to self-assessment form

Transfer the results to the self-assessment form for that level using the column current
level of capability to identify those capabilities where you believe you want more
development or experience to build on your existing capabilities as per the following

example from the EL2 level. N
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Step 5—identify priorities for development

Use the capability gap matrix diagram to assess the priority for development and
record in the priority column. For example, if you have indicated that a behaviour is
essential for a role, and needs significant development then the priority would be
1—highest priority for development. Similarly if you indicated that a behaviour is
desirable for a role and needs development, then the priority for development would be
2—medium priority for development. You may then want to discuss with your manager
areas you have identified that need further development or experience.

The table Record priorities for development on page 9 can be used to record the
highest priority development needs. This will form the basis of your capability
development plan and learning agreement.

Capability gap matrix
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After completing the self-assessment for your current role, you may wish to identify the
capabilities required to operate at a more senior level and identify priorities for
development against a future role. This is particularly useful for people aspiring to
more senior leadership positions.

Agency specific capabilities
In addition to the ILS leadership capability requirements identified using the ILS

capability assessment kit, it is important that individuals also assess any agency
specific, technical and management capability requirements.

APS leaders require a mixture of technical and management expertise as well as
leadership capabilities as shown in the following figure. The precise balance will
depend on the level of seniority of the individual. For example, a policy advisor
requires subject matter expertise, skills in administration, communication and
relationships to ensure the advice takes account of stakeholders and can be
implemented in practice. People in service delivery agencies need technical expertise
as well as management and leadership capabilities in dealing with clients and
stakeholders. The particular mix of capabilities will vary depending on agency, and the
level and/or role of the person.

Technical
(agency specific)
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Instructions for using the self-assessment forms APS 3-6

Self assessment forms (without cards) are available for APS 3 to APS 6 levels, these
instructions can also be used with the self-assessment forms for EL1 to SES B3 if
individuals don’t want to use the card sorts.

Steps to identify priorities for development

Read the capability descriptions and
1 prioritise the capabilities
required for current role

Read the capability behaviours and
2 identify current capabilities and
development requirements

Use capability gap matrix to identify
priorities for development

Step 1—prioritise capabilities for role

The first step is to prioritise the capabilities required to operate successfully in your
role. You may wish to discuss this with your manager to get a clear picture of what is
required in the role. It is important to note that you are not assessing your own
capabilities in this section, but rather the requirements of the role.

Read each capability description and decide whether the capabilities are:

e essential—capabilities which are critical to the success of your role

¢ significant—capabilities which, while not as critical to the success of the role, are
still important

¢ less significant—capabilities which may not be as significant to the success of the
role.

Use the column capabilities required for role to record the results as per the following
example from the EL2 level.
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Capabilities
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Step 2—assess current capabilities

The next step is to identify your current capability development requirements. Read
each behaviour statement and decide whether you are:

e confident—you are confident you have sufficient experience in this capability

e needs development—you believe you need more development or experience to
build on your existing capability

e needs significant development—you have little or no capability in this area and you
believe that you need more significantly more development or experience in this
capability.

Use the column current level of capability to identify those capabilities where you

believe you want more development or experience to build on your existing capabilities

as per the following example from the EL2 level.

Current level of
capability

Needs significant
development
development

Confident




Step 3—identify priorities for development

Use the capability gap matrix diagram to assess the priority for development and
record in the priority column. For example, if you have indicated that a behaviour is
essential for a role, and needs significant development then the priority would be
1—highest priority for development. Similarly if you indicated that a behaviour is
desirable for a role and needs development, then the priority for development would be
2—medium priority for development. You may then want to discuss with your manager
areas you have identified that need further development or experience.

The table Record priorities for development on page 9 can be used to record the
highest priority development needs. This will form the basis of your capability
development plan and learning agreement.

After completing the self-assessment for your current role, you may wish to identify the
capabilities required to operate at a more senior level and identify priorities for
development against a future role. This is particularly useful for people aspiring to
more senior leadership positions.

Agency specific capabilities
In addition to the ILS capability requirements identified using the ILS capability

assessment kit individuals should also assess any agency specific and/or technical
capability requirements.
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