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	Competency Management Policy
Owner/Department: HRD - Training & Org. Dev't



	Brief
	It is the Policy of SMSA Express Trans. Co. to define, measure, & identifying gaps of the position related the competency needs Vs. expectation in order to meet and exceed the expectations of the business requirements.

	Purpose
	To ensure the organization has set of defined competencies needed for all the positions and identifying the competency gaps to meet the requirements of the assigned position. 

	Eligibility
	All Positions

	Guidelines
Process
& Procedures


	Identifying the required competencies of a positions/Job titles in the organizations in order to meet the expectations of the organization.
Define competency:

· Identify competency need for job role /Task: The competencies of the organization are derived from different sources like job description, competency matrix etc.

· Review Competencies need for the Job role :On Annual basis each department must review the competencies/job description and update the changes to the PMS

· Review, Identify  & consolidate Gaps: The Performance management specialist will create a log sheet to identify and log the gaps from existing  competency  Vs  needed  with  the  following sources:-

· Review JD Vs Goal settings 

· Competency context of the organization

· End -year performance appraisal review
· Monitoring & Measurement Result

· Training Requests

· Organizational Needs

· Feedback from Previous Training & Test Results

· Turnover Report

· Result of Internal & External Training Certifications

· Result of Market Research

· Summary of Coaching Analysis

· Identify Solutions to meet competency  requirements/gaps:
· Manage Other competencies

· Recruitment-HR

· Awareness/Communication-Marketing Dep.

· Conduct Coaching-Concerned Dept.

· Redesign Process- Concerned Dept./QRM

· Manage employee performance
· Manage e-learning

· Manage Training
· Evaluation for  Solutions to meet competency  requirements/gaps:
The evaluation to meet the solution will be on following methods
1. Short term evaluation: will be conducted immediately after the solution met by the form of test /immediate coaching etc.

2. Long term evaluation: will be conducted in End year appraisal and the trained employees cycle as follows:

· The employee trained on the first six months (Jan –Jun) will be evaluated in the same financial year (after 6 months) End year appraisal. 
· The employee trained on the second six months (Jul – Dec) will be evaluated in the next financial year (after 18 months). 



	General

	· Any exception to this policy must be approved by the Managing Director.


Page 1 of 2

[image: image1.png]