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ABOUT TVRLS

Set up in 1996 by Prof. T. V. Rao in Ahmedabad, TVRLS is an expression of over four decades of experience, study, review, reflection, and action combined with a desire to discover more about the behavior of people in different settings and developing ways of making them give their best. 

Over the last two and a half decades, TVRLS has been contributing extensively in the areas of Leadership development through 360 Degree Feedback, Assessment Development Centers, Competency Mapping, HRD audits, Performance management system (PMS), Psychological Instrumentation and testing, OD and Change initiatives, Climate surveys & designing and implementing HR systems.
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TVRLS Logo Symbolizes

“Lamp of Knowledge”

Constantly burning and radiating light through knowledge & experience sharing.
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INTRODUCTION TO BEHAVIOR EVENT INTERVIEW

(Source: Competency Mapping Education Kit 2 by TVRLS)

Behavioral event interview (BEI) technique was developed by David C McClelland and is derived from Flanagan’s (1954) “Critical Incident Method” which was later elaborated by Dailey (1971) and Boyatzis (1982).
This methodology is considered to be the richest source of hypotheses about competencies that predicts superior or effective job performance. Properly conducted since the time this method has come in to existence, it has become very popular and is being used in place of or in addition to psychometric tests to assess competencies for selection and other HR applications.

Numerous studies have shown that unstructured, non-behavioral traditional interviewing methods do not work well to identify competencies, or predict who will do a good job, because of following 2 reasons:
· Most people aren’t aware of their competencies, strengths and weaknesses, or even what their job likes and dislikes really are. Harvard Psychologist, Chris Argyris has shown that people’s “espoused action” (what they say they do); bear no relation to what they actually do.
· People may not reveal their real motives and abilities. Most of the interview questions are “leading” and most people can give the “socially desirable” answer, what they think the interviewer wants to hear. Thus, people self-report of background, strengths, and preferences do not provide reliable information about their competencies.

BEI can be used for competency mapping as well as competency assessment. Competencies for a particular role can be mapped, by interviewing superior and average performers. This will produce data on the competencies and skills required to perform the role efficiently. Subsequently this method can be also be used for selection and recruitment purposes. (See the section titled ‘My Encounters with David McClelland and BEI by T. V. Rao for some additional inputs)
Competencies needed to perform a job well go beyond knowledge and skills. They include attitudes, values, motives, self-concept and other traits. Competency research has shown such sophisticated competencies as Emotional Intelligence, Psychosocial Maturity and self-concept as important. As the world is growing the nature of competencies required are also changing and getting more sophisticated. A lot of strategic competencies are getting into picture. The basic premise behind the use of BEI’s for competency mapping is that what people think or say about their motives or skills is not credible. Only the competencies demonstrated by them in the past on the basis of what they have actually done, in the most critical incidents they have faced, is to be believed. The purpose of the BEI method is to get behind what people say they do to find out what they really do or what they have done. This is accomplished by asking people to describe how they actually behaved in specific incident.

WHAT IS BEI?

· Behavior Event Interview is an interview of the candidate centering round events that have occurred in the recent past. The candidate is asked to think of three or four high points and three or four low points that have occurred in the reenact past in his job or work situation. The candidates think of all such critical or high or low point events.

· After that the interviewer explores with the candidate what exactly happened in that event, what led to that situation, who were all the people involved, what are the things that the candidate has done during that event, preceding the event or following that event with specific description of his behavior.

· As the candidate unravels more about himself/herself situation after situation, describing various things people, events, situations etc. he has encountered, how he/she reacted, managed, acted etc. he/she reveals a lot of his/her preferences, motives, attitudes, skills, values and so on.

· Repeated occurrence or use of the competencies gives evidence of the dominant use of the competencies.

· From an analysis of what the candidate did, said, felt, did not do etc. inferences are made about the underlying characteristic of the individual just as motives are inferred from the stories a candidate writes in response to a TAT (picture based story writing test).

· Often the interview lasts as much as half a day to full day. The interview is recorded and the conversation is revisited and coded to delineate the underlying characteristics.

· Transcripts of the interview also may be prepared and scanned to identify underlying characteristics. Exercise 2 contains one such transcript from a previously conducted BEI.

BEI consists of 5 Steps. The most important part of the interview is step 3-the behavioral events themselves. The 5 steps for BEI are as follows:

STEP 1: Introduction and explanation 

STEP 2: Job responsibilities

STEP 3: Behavioral Events

STEP 4: Characteristics needed to do the job 

STEP 5: Conclusion and summary

Precautions to be taken while conducting BEI:

· Avoid
questions
that
shift
the
interviewee
into abstractions, Hypothetical responses, philosophizing, and espoused theories do not serve the purpose of the BEI

· Don’t use leading questions or jump to conclusions. Don’t assume you know what is happening, or who is involved, unless the interviewee specifically states it.

· Don’t “reflect” or paraphrase what the interviewee says. It is better to respond with a noncommittal “um, hum” and then to ask an investigative question.

· Avoid probes that restrict the interviewee’s domain of subjects. E.g. avoid statements like: “tell me about a critical incident in which you had to deal with a people problem”.

Advantages of BEI:

· Empirical identification of competencies beyond or different from those generated by other collection methods. BEI data are by far the most valuable for validating competency hypotheses generated by other methods and for discovering new competencies.

· Precision about how competencies are expressed. This refers not only to the “use of influence” but how influence is used to deal with specific situation in a specific organization’s political matter.

· Freedom from racial, gender and cultural bias. The BEI approach has been adopted by many organizations because it is predictively valid without being biased against minority candidates.

· Generation of data for assessment, training and career-pathing:  BEI provides very specific descriptions of effective and ineffective job behavior that can show what is to be done or not done on the job.

Disadvantages of BEI:

· Time and expense: A properly conducted BEI effectively is quite time consuming and expensive.

· Expertise requirements: Interviewer must be trained and “calibrated” and receive quality control   feedback to get good data.

· Missed job tasks: As BEI data focuses on Critical job incidents, it may miss less important but still relevant aspects of a job.

· Impractical for analysis of many jobs: Labor, expense and expertise requirements makes BEI studies impractical for analyzing large number of jobs.

-------------------------------------------------------------------------------------------------------------------

MY IMPRESSIONS ABOUT BEI AS IT EVOLVED BY DAVID MC CLELLAND

By T. V. Rao
I have had the opportunity to work with late Professor David McClelland. I studied the Gujarat Entrepreneurship Development program being conducted in those days jointly by GIDC, GDFC, GIIC and GSIC through its outfit called Parishram. They had been training Engineers, Technicians, and Unemployed Graduates etc. to be entrepreneurs. Dr. V. G. Patel who later started the Entrepreneurship Development Institute of India was the chief Architect of this program as Chief economic Advisor to GIDC. It was he who introduced the Achievement Motivation Training program (AMT) and Behavioral Science inputs as a part of the Gujarat’s entrepreneurship development effort. Behavioral science experts like Manohar Nadkarni who had just returned after a few years of work with David McClelland in early seventies was taken to train AMT trainers in Gujarat. This happened as McClelland and Winter’s book on “Motivating economic Achievement” was released in late sixties and it reported successful application of AMT in developing entrepreneurs. By the time Gujarat corporations decided to try out additional inputs of AMT and other Behavioral Science training with their potential entrepreneurs, they had already conducted a few programs without AMT and mostly on project planning, financing etc. inputs.

The Behavioral science Center (BSC) started by Manohar Nadkarni after his return from this US with rich experience of working with David was approached by Gujarat corporations to introduce AMT and Behavioral science based tests for selection of entrepreneurs and candidates for EDPs. They had trained a group of trainers and also put a few groups through the AMT. So we had a few candidates trained on AMT and a few others who did not have any AMT. IIMA were asked to evaluate the impact of AMT. This team constituted of Late Prof. BG Shah as coordinator, Prof. V R Gaikwad, Prof. Udai Pareek and myself as members. We conducted a thorough study and concluded that the AMT made a significant difference in identifying and developing entrepreneurs. It is some time in 1974 when I was presenting the results of this study at the India International Center that David McClelland happened to visit India and sit through my presentation.

After the seminar I was introduced by Prof. Udai Pareek and Manohar to David. David McClelland asked if I would be interested in working with him to adapt a new Psychosocial Maturity scale he was developing to measure Psychosocial maturity. He mentioned about his new discoveries on the power motivation and also gave us a copy of the yet to be published paper on “Power is the Great Motivator” (subsequently appeared in HBR in 1975). I readily agreed and went to work with David for three months at Harvard University as Research Associate. David got a grant administered by Harvard University for a joint research project to study the psychosocial maturity of Indian managers as well as children.

It was during this time that a number of questions used to be asked about what are the other characteristics of Entrepreneurs besides achievement motivation. During these weeks at Harvard I used to accompany David on some days to McBer. I did not know much about McBer as it was just beginning to do some more work on entrepreneurs.

I had a joint project with David to study the psychosocial maturity patterns and adapt the maturity scale to Indian population. I was working with Dr Abigail Stewart to learn about this scale and latter adapted the same (published by Manasayan). The joint project went on for another three years and we collected a lot of data and parts of the same were used for the research work by Mallika Sarabhai and P Vijayashree who were working with me and Prof. Pareek on the project.

MY ENCOUNTERS WITH BEI

When Udai and I were invited by the USAID, Washington in 1981 for a research seminar in Washington we met Boyatisz and other staff from McBer and were told about the new methodology they were working on to identify the qualities of entrepreneurs and managers. They talked about the new methods of identifying competencies they are working with. In 1983 I was invited to attend a week’s workshop on BEI to be organized at the EDI Ahmedabad as the BEI technique is now well established and McBer is interested in training a few resource people who can use this methodology to study Indian Entrepreneurs and managers. I shifted just at that time to XLRI and could not make it. I did not want to miss the opportunity and hence sent Fr. E Abraham who was working as an associate of the HRD Center I was setting up at XLRI. In 1984 Fr Abraham attended the workshop. I am reproducing below some parts of the material carried by Fr Abraham distributed for use and application of this technique.

In my perception this technique evolved as a research technique to identify what qualities are dominant in the individual. The three high and low points are expected to give insights into the core competencies of the individual. It brings out what the candidate likes, does not like, what the candidate feels good about and competent to do. It is essentially a method to bring in to the open the hidden talents or competencies of the individual. It was essentially evolved as method of discovering the competencies. If you study a few competent managers or entrepreneurs and a large number of them shared the same competencies it can be concluded with reasonable surety that these factors are responsible for success. It came out of the original research by McClelland wherein he discovered that test on intelligence and academic achievement did not fully explain the latter success in life. It is a good method to isolate the qualities of already successful or not so successful candidates in any profession or occupational category and for deriving conclusions.

It is a great technique to isolate competencies of mangers to be successful in a company or in a profession or in a country or across countries in a particular company. It investigates the hidden characteristics and brings out into the open. It is scientific and based on data supplied by the individual. It is assumed that the way the interview proceeds and the time it takes there is little scope for the candidate to show qualities not present in him. Thus it became a potential research tool for mapping the competencies of successful managers cross various countries (Boyatiz 1982) and latter for various professions and generic competencies (Spencer and Spencer 1993)

However for mapping competencies for a given role it has its limitations. The main limitation is the sample. If one person is performing the role successfully it cannot be said that the competencies he has or does not have are the competencies needed or not needed for the role. It is useful only for competency assessment. It can very effectively bring out the competencies demonstrated or underlying in an individual and have caused or not caused effective performance in the past.

If it has to be used as a competency mapping tool it has tremendous limitations. It could be used by Spencer and Spencer as a part of a long term study of professions or generic competencies needed for different professions or occupations. But it may not be an appropriate method to be used for competency mapping of competencies needed for a few roles in an organization.

POWERFUL TIPS FOR THE MOST EFFECTIVE INTERVIEWS

(Source: blog.bufferapp.com)

1.
Prepare your notes and read the background material first (Career history form):

Good interviewers always study up on the interviewee’s background. A bit of familiarity will make you feel more confident, save time and will prime your subject to open up to you.

During the moment of truth, you rarely see a professional interviewer following a script or referring to notes. A better, more casual approach is to stay in the moment and allow talk to flow naturally. However, doing your homework well as an interviewer helps you be spontaneous during the discussion. This way, at least you will know for sure that you have not missed out anything important.

2.
Match your candidate-in mood, energy level, language and body language

The more comfortable you make someone feel, the better information and insights you’re ultimately going to get. How do you make someone feel more comfortable? Great interviewers do it by meeting subjects on their level. That means matching their mood, energy level, language style- even body language.

Calibrating your tone and energy level sets the stage for an evenly matched conversation and puts your subject at ease, while mirroring the body language of the person you’re speaking with is a nearly subliminal cue to show that you’re fully present in the conversation. Just keep it subtle.

Body language can also help defuse a tough conversation or argument (try moving so you’re facing the same direction as the person in question) and let you know when your interviewee is ready to leave the conversation (Are their feet facing toward the door? Time to let them go).

3.
Practice Flexible Listening

What seems like the simplest part of holding a conversation or conducting an interview is often the trickiest. It’s listening-the right way.

Skilled interviewers become adept at listening not just to the words their subject is saying but also the tone in which the words are said, the pauses and nuances of the answer and what’s being left unsaid.

This active, flexible listening lets them know when to move onto a new subject and when the moment is ripe to probe a little deeper with a follow-up question.

Off-the-cuff questions often yield the best answers-but the opportunity only arises from deep, engaged listening.

4.
Activate the Power of the Pause:

When a pro interviewer feels an interviewee is holding something back on a particular topic, they’ll often use the power of silence at the end of the answer to draw out more information. Try counting to three-or five if you can stand it-after your subject answers a tough or thoughtful question. This method can seem agonizing at first, but when used with empathy, it works wonders to develop a deeper rapport between two people.

5.
Ego Suspension: The Power of Forgetting Yourself

Of course we’d all like to think of ourselves as attentive, curious students of the world, but one little thing gets in the way: our own egos.

It’s not our fault-we’re hardwired that way. After all, talking about ourselves feels as good to our brains as money. That’s why ego suspension is so essential to cultivating the kind of curiosity that lets you connect with others.

Most times, when two individuals engage in an interview, each patiently waits for the other person to be done with whatever story he or she is telling. Then, the interviewer tells his or her own story, usually on a related topic and often times in an attempt to have a better and more interesting story. Individuals practicing good ego suspension would continue to encourage interviewee to talk about his or her story, neglecting their own need to share what they think is a great story. This helps in having a focused conversation about the most important person of the moment-The Interviewee
	EXERCISE 1
	Competencies and Behavior Indicators


THE FOOD TRUCK 

Meet Chef Carl Casper, who recently quit his job at a famous restaurant in California to start his own venture of fixing up a food truck. What is it like to manage the food truck and how different is it from working as a Chef in a restaurant? Let us find out more by observing how Carl spends his day at work with the team that he has to help him with his food truck. 
Carl has a Sous Chef and one assistant with him to run the Food Truck. A typical day for Carl begins with a 5-minute huddle with his Sous Chef and assistant to decide the menu and plan for the inventory that his food truck is likely to need for the day. He makes a mental note of the likely ingredients and the quantities to be purchased based on the average daily sales that his food truck clocked over the last few days. The assistant goes every morning to the closest food market to get the ingredients needed. Once the menu for the day is decided, Carl writes it down on the blackboard on this Food Truck and also puts down the prices on the board for the public to view. 
As Carl previously worked in a Fast Food chain, he was keen that his food truck specialized in a variety of Sandwiches and Finger Food. Carl typically sets up the food truck either near business districts where working professionals can come out for a quick lunch or snacks during tea and coffee breaks. Over the weekends, the truck is parked outside parks to cater to families who are tired after spending a morning out. As a policy, Carl likes to spend at least a week in every town so that he can get the benefit of repeat customers. He does however make changes to the menu so that his regular customers get the benefit of variety. He takes the views of his Sous Chef and assistant to decide on the route plan and the best places to set up the food truck in the particular town or city that they will be passing through. 
Once every week, Carl visits the local supermarket in whichever city he is in, to buy supplies needed to clean the truck and also utensils, kitchen equipment, etc. to be installed in the food truck. Late evenings are typically spent going through the invoices of any purchases and the cash memos of sales to the customers and ensuring that the cash collected is accurate and accounts are in order. Carl also spends some time with the Sous chef and the assistant to teach them new recipes and experiment with different types of Sandwiches. Last week, for example, Carl had a Mexican theme with different Mexican sandwiches and fast food. The week before that was dedicated to a special type of Peri Peri Chicken sandwiches. As the venture is a new one, Carl also needs to devote a significant amount of time creating awareness and promoting the food truck, and attracting the right customers. Often, while the assistant is driving the truck from one city to another, Carl uploads small videos and customer feedback on Twitter or Instagram, or other social media platforms. Carl also has small ‘Free Food Tasting’ sessions for small groups to get them to speak about the Food Truck and get more customers in through positive word of mouth. There are other times when the assistant uses a loudspeaker to announce that the food truck has arrived while Carl drives and navigates in the city. A part of Carl's job is also to get reporters and other food critics to taste the food and give him and his food truck positive reviews in the local magazines and on social media. 
Carl often helps the Sous Chef when there is a huge crowd and speed is needed to cater to the customers. He also takes care of irate customers or demanding ones who need special care and extra attention. It is common knowledge that one bad experience can cause a customer to go elsewhere and/or badmouth the Food Truck.

Looking at the variety of activities that Carl is involved in, it can safely be said that there is never a dull moment in the day of Carl Casper and his Food Truck 
QUESTIONS:

1. Describe the role of the owner of a Food Truck.  

2. Make a comprehensive listing of all the activities that the Food Truck Owner performs. 

3. For each activity, what knowledge does the Food Truck Owner need and what behavior qualities does he need? Summarize the same to indicate the top 4 technical competencies and top 4 behavioral competencies needed to run a Food Truck Successfully.
Please use WORKSHEET 1 to answer the 3 questions mentioned above.
WORKSHEET 1
TITLE OF THE ROLE: -------------------------
Brief Description of the Role

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Activities
	Knowledge
	Behavior Qualities 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Summary of the most Critical Knowledge needed (Technical Competencies)

1. ………………………………………………….

2. ………………………………………………….

3. …………………………………………………..

4. …………………………………………………..

5. …………………………………………………..

Summary of the most Critical Behavior Qualities (Behavior Competencies)
1. ………………………………………………….

2. ………………………………………………….

3. …………………………………………………..

4. …………………………………………………..

	
	Behavior Indicators


	Communication 
	Behavior Indicators

	· Verbal

· Convincing ability

· Non-Verbal
	· Communicates in a clear and concise way

· Communicates with a high degree of confidence and conviction.

· Convinces the audience by using facts/figures and examples.

· Makes inspirational presentations (with customers, meetings, or team members)

· Demonstrates positive body language (nods, maintains eye contact, etc.)


BEHAVIOR INDICATORS:

	Competency
	Behavioral Indicators

	1.
	

	2.
	

	3.
	

	4.
	


	EXERCISE 2
	Practice Session on Assessment Skills-1 [ORCE]


NAME OF THE PARTICIPANT BEING OSERVED ________________________________

The Rating Scale

	Score
	Parameter
	Score
	Parameter

	1
	Did not demonstrate this competency at all. No evidence. (0%)
	4
	Always displays in typical situations, often exhibits the competency even in complex situations. (75%)

	2
	Beginner in exhibiting this quality. Displays occasionally & in a limited number of situations (25%).
	5
	Extremely high evidence of the competency, highly effective, and is a position to mentor others High evidence of the competency. Exhibited most of the time (100%)

	3
	Exhibited this competency in typical/obvious situations. Meets the minimum required standard (50%)
	
	


	Competency (Key Dimensions)
	Observed Behavior
	Ind Rating

	1. Interpersonal skills:
· Puts the opposite person at ease by showing respect, greeting, and beginning the conversation in a polite way.

· Listens attentively by nodding, paraphrasing, etc.

· Creates space and opportunities for the person to share his views and opinions freely

· Expresses disagreements politely

· Shares appreciation and gives credit during the conversation.

· Maintains composure in all types of situations (pressure situations, disagreements, etc.)
	(
	(
	

	
	
	
	Final Rating

	2. Communication skills:

· Communicates in a firm, direct and precise way

· Communicates with a high degree of confidence and conviction.

· Convinces the opposite party by using facts/figures and examples.

· Demonstrates positive body language (smiles, etc.).
	(
	(
	Ind Rating

	
	
	
	Final Rating


NAME OF THE OBSERVER ____________________________________

	EXERCISE 2
	Practice Session on Assessment Skills-2 [ORCE]


NAME OF THE PARTICIPANT BEING OSERVED ________________________________

The Rating Scale

	Score
	Parameter
	Score
	Parameter

	1
	Did not demonstrate this competency at all. No evidence. (0%)
	4
	Always displays in typical situations, often exhibits the competency even in complex situations. (75%)

	2
	Beginner in exhibiting this quality. Displays occasionally & in a limited number of situations (25%).
	5
	Extremely high evidence of the competency, highly effective, and is a position to mentor others High evidence of the competency. Exhibited most of the time (100%)

	3
	Exhibited this competency in typical/obvious situations. Meets the minimum required standard (50%)
	
	


	Competency (Key Dimensions)
	Observed Behavior
	Ind Rating

	1. Interpersonal skills:
· Puts the opposite person at ease by showing respect, greeting, and beginning the conversation in a polite way.

· Listens attentively by nodding, paraphrasing, etc.

· Creates space and opportunities for the person to share his views and opinions freely

· Expresses disagreements politely

· Shares appreciation and gives credit during the conversation.

· Maintains composure in all types of situations (pressure situations, disagreements, etc.)
	(
	(
	

	
	
	
	Final Rating

	2. Communication skills:

· Communicates in a firm, direct and precise way

· Communicates with a high degree of confidence and conviction.

· Convinces the opposite party by using facts/figures and examples.

· Demonstrates positive body language (smiles, etc.).
	(
	(
	Ind Rating

	
	
	
	Final Rating


NAME OF THE OBSERVER ____________________________________

	EXERCISE 3
	Practice Session on Assessment Skills-1 [Mock Interview]


NAME OF THE PARTICIPANT BEING OSERVED ________________________________

The Rating Scale

	Score
	Parameter
	Score
	Parameter

	1
	Did not demonstrate this competency at all. No evidence. (0%)
	4
	Always displays in typical situations, often exhibits the competency even in complex situations. (75%)

	2
	Beginner in exhibiting this quality. Displays occasionally & in a limited number of situations (25%)
	5
	Extremely high evidence of the competency, highly effective, and is a position to mentor others High evidence of the competency. Exhibited most of the time (100%)

	3
	Exhibited this competency in typical/obvious situations. Meets the minimum required standard (50%)
	
	


	Competency (Key Dimensions)
	Observed Behavior
	Ind Rating

	1. Communication skills:

· Communicates in a firm, direct and precise way (both verbal and written)

· Communicates with a high degree of confidence and conviction.

· Used various methods to convince the opposite party (facts, figures, examples, etc.)

· Listens attentively to gain a better understanding of what is being said

· Probes and asks open-ended questions to confirm the right understanding
	(
	(
	

	
	
	
	Final Rating

	2. Execution Excellence

· Identifies and prioritizes tasks effectively to ensure on-time completion.

· Anticipates and plans for contingencies

· Uses available resources in an optimal manner

· Assesses time and resources needed for projects or activities

· Ensures tasks are completed by delegating them to the right person

· Actively follows up to ensure task completion

· Conducts review of tasks at regular intervals
	(
	(
	Ind Rating

	
	
	
	

	
	
	
	Final Rating

	Competency (Key Dimensions)
	Observed Behavior
	Ind Rating

	3. Teamwork and collaboration

· Shows respect to people and their point of view

· Tries to arrive at a win-win solution for both parties involved

· Makes extra effort to help out members who need additional help in other departments

· Invites and seeks the opinion of members from other departments in the organization

· Acknowledges others’ ideas and views
	(
	(
	

	
	
	
	Final Rating

	4. Developing the Team

· Understands the strengths of individual team members and helps them utilize the same to achieve set goals

· Gives period feedback to team members on their strengths and areas of improvement

· Invests time and effort to help team members explore avenues for further development

· Motivates the team by acknowledging and rewarding good performance
	(
	(
	Ind Rating

	
	
	
	

	
	
	
	Final Rating

	5. Initiative and Drive

· Demonstrates a high sense of ownership and personal responsibility in all the work that is undertaken

· Continuously comes up with initiatives to ensure a positive impact on business

· Takes effort to update self on the latest in the industry (beyond role requirements)

· Continuously learns from experiences, own as well as others
	(
	(
	Ind Rating

	
	
	
	

	
	
	
	Final Rating

	6. Business Acumen

· Demonstrates a clear understanding of the business/product/industry

· Looks at avenues to get more business

· Thinks long term and evolves strategies/plans to address market needs (strategic initiatives).

· Sets and articulates a vision for the department/organization.

· Takes business decisions keeping all key parameters in mind i.e. ROI, profits, turnover, cost control, etc.
	(
	(
	Ind Rating

	
	
	
	

	
	
	
	Final Rating

	EXERCISE 3
	Practice Session on Assessment Skills-1 [Actual Interview]


NAME OF THE PARTICIPANT BEING OSERVED ________________________________

The Rating Scale

	Score
	Parameter
	Score
	Parameter

	1
	Did not demonstrate this competency at all. No evidence. (0%)
	4
	Always displays in typical situations, often exhibits the competency even in complex situations. (75%)

	2
	Beginner in exhibiting this quality. Displays occasionally & in a limited number of situations (25%)
	5
	Extremely high evidence of the competency, highly effective, and is a position to mentor others High evidence of the competency. Exhibited most of the time (100%)

	3
	Exhibited this competency in typical/obvious situations. Meets the minimum required standard (50%)
	
	


	Competency (Key Dimensions)
	Observed Behavior
	Ind Rating

	1. Communication skills:

· Communicates in a firm, direct and precise way (both verbal and written)

· Communicates with a high degree of confidence and conviction.

· Used various methods to convince the opposite party (facts, figures, examples, etc.)

· Listens attentively to gain a better understanding of what is being said

· Probes and asks open-ended questions to confirm the right understanding
	(
	(
	

	
	
	
	Final Rating

	2. Execution Excellence

· Identifies and prioritizes tasks effectively to ensure on-time completion.

· Anticipates and plans for contingencies

· Uses available resources in an optimal manner

· Assesses time and resources needed for projects or activities

· Ensures tasks are completed by delegating them to the right person

· Actively follows up to ensure task completion

· Conducts review of tasks at regular intervals
	(
	(
	Ind Rating

	
	
	
	

	
	
	
	Final Rating

	Competency (Key Dimensions)
	Observed Behavior
	Ind Rating

	3. Teamwork and collaboration

· Shows respect to people and their point of view

· Tries to arrive at a win-win solution for both parties involved

· Makes extra effort to help out members who need additional help in other departments

· Invites and seeks the opinion of members from other departments in the organization

· Acknowledges others’ ideas and views
	(
	(
	

	
	
	
	Final Rating

	4. Developing the Team

· Understands the strengths of individual team members and helps them utilize the same to achieve set goals

· Gives period feedback to team members on their strengths and areas of improvement

· Invests time and effort to help team members explore avenues for further development

· Motivates the team by acknowledging and rewarding good performance
	(
	(
	Ind Rating

	
	
	
	

	
	
	
	Final Rating

	5. Initiative and Drive

· Demonstrates a high sense of ownership and personal responsibility in all the work that is undertaken

· Continuously comes up with initiatives to ensure a positive impact on business

· Takes effort to update self on the latest in the industry (beyond role requirements)

· Continuously learns from experiences, own as well as others
	(
	(
	Ind Rating

	
	
	
	

	
	
	
	Final Rating

	6. Business Acumen

· Demonstrates a clear understanding of the business/product/industry

· Looks at avenues to get more business

· Thinks long term and evolves strategies/plans to address market needs (strategic initiatives).

· Sets and articulates a vision for the department/organization.

· Takes business decisions keeping all key parameters in mind i.e. ROI, profits, turnover, cost control, etc.
	(
	(
	Ind Rating

	ASSIGNMENT 1
	Developing Interview Questions


1. A BEI is largely based on narrating the critical incidents or specific events-the highs and the lows. Based on the way the person narrates, we classify the behavior under a specific competency.

2. Normally, we get evidence of many of the competencies based on the way the participant describes the events. However, sometimes the narration does not clearly give enough evidence of all the competencies. Some competencies like change management, innovation etc. may not come out strongly or may not come out at all. In such cases, it is helpful to have a set of leading questions, so that there is supporting evidence.

3. In the case of mature candidates as well, the interviewee could ask a straight question by describing the competence and asking him to give evidence of the competence in terms of how he demonstrated in the past, in his current job or in his early jobs and how repeatedly he demonstrated it and how intensely it is a part of him or his personality etc.

4. The interview therefore could focus on searching with a search light for evidence of the competency in various things the candidate has done or not done.

5. Hence, it is important to focus on each competency separately. The same event or incident may be reflective of more than one competence. The interviewer should keep noting down the same.

6. The interview can be made less time consuming by explaining to the interviewee the process to be adapted and preparing him once for all in the beginning of the interview for answering the questions or supplying the relevant data.

7. If the first part of the interview i.e. the BEI on the high and low points gave enough evidence of some of the qualities, skip asking too many questions around them.

8. Focus on competencies for which there has not been adequate evidence presented so far.

9. Each competency is followed by a set of questions to guide the interviewer. You may make your notes below each competency and consolidate it at the end.

10. Avoid as far as possible asking hypothetical questions like “What would you do if…. etc.” Such questions are not indicators of competencies but only indicate intentions. Focus on what has been done.

Given below is an example of the possible question bank for the competency-Decision Making Skills

1. Describe a situation where you had to make a difficult decision and explain it to other people.

2. Tell me about a time when you had very challenging deadlines and how did you meet them?

3. Give me an example of the most frustrating situation you have faced when trying to meet a deadline/complete a task.
4. Give me an example of a time when you needed to quickly make a firm decision.
5. Describe a recent unpopular decision you made. What was the result?

6. Describe a time when you were faced with a decision that had many options from which to choose. How did you determine which one to take?

7. Describe a time when you really had to think about a problem before generating a solution.

8. Thinking about your last role, discuss the types of problems you escalated and how did you decide on when to escalate

9. Tell me about a situation where you had to solve a problem or make a decision which required careful consideration. How did you go about it?

10. Give me an example of a difficult problem you have dealt with. What were you trying to achieve? What did you do? Were your actions successful?

Small-Group Activity

Please pick up any one of the competencies. Generate a set of 10 questions that can be used to get the necessary evidence of the particular competency:
1. __________________________________________________________________________

2. __________________________________________________________________________

3. __________________________________________________________________________

4. __________________________________________________________________________

5. __________________________________________________________________________

6. __________________________________________________________________________

7. __________________________________________________________________________

8. __________________________________________________________________________

9. __________________________________________________________________________

10. __________________________________________________________________________

	ASSIGNMENT 2
	SAMPLE REPORT


NAME OF THE PARTICIPANT: ...............................................................
1. Quantitative Feedback:
	Summary of the Competencies

	
	BEI SCORES 

(out of 5)
	Group. Avg

	Communication skills 
	
	

	Execution Excellence 
	
	

	Teamwork and collaboration 
	
	

	Developing the Team
	
	

	Initiative and Drive
	
	

	Business Acumen
	
	


2. Qualitative Feedback:  
a. Positive Observations

1.

2.

3.

4.

5.

b. Observations on areas of Improvements

1. 

2.

3.

4.

5.

3. Overall Recommendation:
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Appendix 1: List of Competencies / Qualities

	Competency
	Behavior Indicators

	1. Communication Skills
	· Communicates in a firm, direct and precise way 

· Communicates with a high degree of confidence and conviction.

· Uses various methods to convince the opposite party (facts, figures, examples, etc.)

· Listens attentively to gain a better understanding of what is being said 

· Probes and asks open-ended questions to confirm the right understanding

	2. Execution Excellence
	· Identifies and prioritizes tasks to ensure on-time completion.

· Anticipates and plans for contingencies

· Uses available resources in an optimal manner

· Assesses time and resources needed for projects or activities

· Actively follows up to ensure task completion

	3. Teamwork and collaboration
	· Shows respect to people and their point of view

· Tries to arrive at a win-win solution for both parties involved

· Makes extra effort to help out members who need additional help in other departments 

· Invites and seeks the opinion of members from other departments in the organization  

· Acknowledges others’ ideas and views

	4. Developing the Team
	· Understands the strengths of individual team members and helps them utilize the same to achieve set goals

· Gives period feedback to team members on their strengths and areas of improvement

· Invests time and effort to help team members explore avenues for further development 

· Motivates the team by acknowledging and rewarding good performance

	5. Initiative and Drive
	· Demonstrates a high sense of ownership and personal responsibility in all the work that is undertaken

· Continuously comes up with initiatives to ensure a positive impact on business

· Takes effort to update self on the latest in the industry (beyond role requirements)
· Continuously learns from experiences, own as well as others

	6. Business Acumen
	· Demonstrates a clear understanding of the business/product/industry

· Looks at avenues to get more business

· Thinks long-term and evolves strategies/plans to address market needs (strategic initiatives).   

· Sets and articulates a vision for the department/organization. 

· Takes business decisions keeping all key parameters in mind i.e. ROI, profits, turnover, cost control, etc.
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