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leadership at-a-glance form
	Employee:
	Title:
	Date:

	Division:
	Supervisor:
	


	AGENCY COMPETENCIES
	PERCENT

 MASTERED
	SOURCE OF EXPERIENCE
	COMMENTS
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	*List competencies less than 100% mastered:
	Employee Signature:

	
	Supervisor Signature:

	
	Manager Signature:


Form adapted from Cemex Company tool: “The Best Fit”. 

INSTRUCTIONS for completing the leadership at-a-glace form
Use this form to assess an employee’s mastery of essential leader competencies for the agency.  Once completed, use this form to prepare an individual development plan for the employee.  This form is to be completed by the employee’s immediate supervisor.

Header section
1. Enter employee’s name, title, current date, division, and supervisor’s name.

Middle section

1. List your agency / university’s essential leadership competencies in “Agency Competencies” column.

2. Check appropriate percentage demonstrated / mastered by the employee in “Percent Mastered” column (e.g., 25% or 100%).

3. List where employee obtained experience in “Source of Experience” column

4. Write comments / notes, if any, in the “Comments” column.
Footer section

1. List all competencies in which the employee has less than 100% demonstration / mastery in column one.

2. Each party (employee, supervisor, manager) signs name in the appropriate block.
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