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Systematic Succession Planning in the Department of Transportation

Introduction 

Background

As stated in the Department’s Human Capital Plan, a workforce analysis conducted in 2001 revealed that between Fiscal Years 2001 and 2006, approximately 66 percent of the Department of Transportation’s (DOT’s) career executives, 50 percent of its GS-15’s and 24 percent of its GS-14’s – over 6800 individuals in the leadership cadre of the Department – will have reached eligibility for optional retirement.  At the aggregate Departmental level, the most critical potential gap in leadership appears to be in the executive ranks; however, some Operating Administrations (OA’s) are at more serious risk for leadership gaps at the mid- and lower-levels.  

In addition to the projected attrition of individuals in leadership positions, the President’s Management Agenda promotes changes in the way government is organized and the way we do our work.  Its objectives include organizational delayering and broader scope of control, increased use of technology, a mix of Federal employees and contractors, and greater use of personnel flexibilities.  All of these changes support the need for strong, qualified leadership.

To ensure qualified leadership at all levels, DOT is taking steps to establish systematic succession planning as a subset of our overall Workforce Planning and Key Human Capital Challenges Initiative.   Leadership succession is, in fact, a key human capital challenge. As a first step, OA’s are being provided with a model, sources of training opportunities, and other tools to assist them in developing and implementing succession planning systems. A timeframe for establishing systems that will be integrated into their overall workforce plans and the Department’s Human Capital Plan is also provided.

Charge to Develop a Model for Leadership Succession Planning

In November 2002, a Succession Planning Working Group (SPWG) was formed in response to a charge from the Departmental Office of Human Resources Management (M-10) to assist the Human Resources Council by designing a leadership succession planning systems model.  The model was to be grounded in internal experience and best practice research; promote sharing and assistance across organizational lines; be linked closely to the Department’s Human Capital Plan; and promote strategies and tools that can be used by all Operating Administrations.  

The Succession Planning Working Group (SPWG)

The SPWG’s membership was formed by representatives of OA’s that had volunteered to serve on this working group at the September 2002 Human Resources Council planning off-site and those recommended by M-10 as having experience implementing succession planning systems.  Member OA’s included:

· Federal Aviation Administration (FAA)

· Federal Highway Administration (FHWA)

· Federal Railroad Administration (FRA)

· Federal Transit Administration (FTA)

· National Highway Traffic Safety Administration (NHTSA)

· Federal Motor Carriers Safety Administration (FMCSA)  

· The Office of the Secretary (OST)

Dee Dunn Papa, Human Capital Assets Manager for FMCSA, served as the group’s leader.

The SPWG took on the role of a “go team” to help move this facet of workforce planning forward.  The future of the SPWG is to be determined.  As succession planning systems get underway, the role of this working group may change, or the Human Capital Planning Council, which can form subgroups as needed, may absorb it.

The Model

The Succession Planning Working Group responded to its charge by developing a model that allows flexibility within the following expectations and timeframe:
· While nomenclature may differ, OA’s should cross-walk their systems’ features to the leadership levels, standard components, and the leadership competencies established in the model.  

· The leadership competencies are based on the OPM Executive Leadership Qualifications as they have been translated into the Leadership Competency Framework included in the Departmental Human Capital Plan. (As the way government work changes, these competencies should be revisited as part of the workforce planning process.)  

· The competency table included with the model acknowledges that in some instances generic leadership competencies must be supplemented by competencies appropriate for specific positions; however, its focus is on leadership positions, not technical experts.

· OA’s can focus their initial succession planning implementation at the level of leadership that is most critical to achieving their missions. Eventually, however, succession planning should address all levels within the leadership pipeline. 

· Using the model as a guide, OAs will develop implementation plans for succession planning systems that meet with the approval of M-10, the Human Capital Planners Council, or other designated entity to be determined by mid-June 2003.  Acceptability of the plans will be based on their addressing the standard components, meeting timeframes, and demonstrating, with milestones, how systems will proceed to address the entire leadership pipeline. 

· As leadership succession planning systems are implemented, they will be integrated with overall workforce planning to meet the ultimate goal of a Departmentwide workforce plan in March 2004.    

The model supports the Department of Transportation’s (DOT’s) overall structure, mission, goals, and values.  It recognizes and benefits from systems being implemented within the Department, and the philosophy behind its design reflects the experience of member OA’s, best practices research, and the collaborative thinking of the group members.  See Page 6 for a graphic depiction of the model.

Design Philosophy 

The Succession Planning Systems Model – 

· Depicts a leadership pipeline, rather than focusing on one level of leadership.  Building and maintaining an adequate leadership pipeline is a long-term strategy to ensure a cadre of capable leaders at all levels. Leaders at various levels acquire new competencies; however, most competencies are helpful at all levels.  As leaders progress through the pipeline, they must emphasize and spend their time exercising competencies appropriate for that level.  Leaders may enter the pipeline at any level if they have acquired qualifying competencies. The result should be a blend of internal and external leadership talent

· Is inextricably linked to other initiatives in the Departmental Human Capital Plan.  As a Department, we are engaging in a number of endeavors (e.g. Executive Trend Analysis, Executive Coaching, Mentoring, and Supervisory Leadership) that directly support succession planning programs.  

· Will be adapted to accommodate additional relevant initiatives as they are added to the Departmental Human Capital Plan.  An example would be the possible inclusion of a CDP program, which would include specific requirements based on top management decisions.    

· Stresses that effective succession planning must include leadership development through experiential learning (e.g., rotations, targeted reassignments, action learning, coaching and mentoring). Classroom and online training are important, but they are not enough.  

· Promotes the theory that leaders nurture leaders. Filling the leadership pipeline depends on those who are in positions of leadership understanding that they are accountable for developing potential successors for their own positions and similar positions in DOT.  Supervisory and managerial accountability should be encouraged through systems and measures such as the performance management system or application of quality performance management criteria.  

· In certain leadership positions organizational factors, operational experience, and technical credibility may play a part in selection.  Ideally, however, leadership competencies will be the decisive factor in selecting new supervisors, managers, and executives.

· Acknowledges that formal programs may be one source of talent, but not necessarily the only source.  Participants in those programs should understand that while they have the advantage of special development opportunities, they are not guaranteed a position as a result of participation.  There may be external candidates or internal candidates who are more qualified, having acquired the competencies through other, equally valid means.

· Recognizes that, although executive selection may involve department-level review, the OA’s will continue to have full authority to select leaders at the GS-15 level and below.

The SPWG has also built inventories of succession planning tools being used successfully within the DOT; learning opportunities related to all leadership competencies and behaviors and available to all DOT; best practice research; a bibliography of sources of helpful information.  These are included to aid OAs in initiating or enhancing their systems in ways that do not call for a large, initial outlay of resources.

Goals for Succession Planning in DOT

Most importantly, DOT must have goals for its leadership succession planning system and measures for evaluating and adjusting the system.  In the interest of moving the succession planning process forward, the SPWG has established an intermediate, operational goal as well as a long-term outcome goal.

Intermediate Goal

DOT’s intermediate goal is to immediately begin implementing systematic succession planning in all OA’s in accordance with the Leadership Succession Planning Systems Model.  The Department will begin to fill and prevent against leadership gaps, and by following a consistent approach, DOT will be better positioned to support succession planning at the Departmental level.  

Long-Term Goal

The SPWG’s long-term outcome goal paraphrases the Human Capital Standards for Success for Leadership as set forth by OPM, OMB, and GAO:

DOT will achieve continuity of leadership in support of mission goals by engaging in systematic leadership succession planning that includes review of current and emerging leadership needs in light of strategic and program planning, identifies sources of key position talent and provides for assessing, developing, and managing the identified talent.  

Measures of Success

There are three primary measures of success for the approach to leadership succession planning portrayed by this model:

· The existence of qualified internal applicants for all vacancies that that occur in the leadership pipeline.  External applicants who are equally or better qualified or meet specific needs may be selected for positions, but an internal talent pool of qualified applicants exists to ensure against potential leadership gaps.  

· Follow-up evaluations and employee feedback through Governmentwide and OA surveys attest to the quality of leaders developed and selected through succession planning processes.

· Succession planning is an integral part of the OAs’ and the Department’s ongoing, continual workforce planning processes.

Critical Success Factors

The following factors will impact the success of our Succession Planning Systems as individual OAs and as a Department:

· Leadership commitment to succession planning

· Incentives for entering and remaining in the leadership pipeline  

· Adequate funding for leadership learning and development

· Integration with, and participation in, related Departmental human capital initiatives described later in this document, as well as new initiatives that are relevant to building a cadre of qualified potential leaders

· Close coordination with the Competitive Sourcing Initiative and continuous awareness of plans for meeting the goals for that initiative 
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

Significant retirement eligibility between 2001-2006



26%  GS-14’s



50%  GS-15’s



66%  executives



Limited analysis of future leadership needs 



No systematic assessment, development, and 

selection processes for supervisory & managerial 

positions



Changing performance expectations



Organizational and workforce restructuring
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

Dee Papa (FMCSA) -Chair



Liz Hoefer (FMCSA) 



Paul Meyer (FAA)



Jim Guy (FAA) 



Jim Wilke (FHWA)



Dan Foley (FHWA) 



Brenda Mahaffey (FRA)



Teresa Overmier(FRA)



Avis Steward (FTA)



Vanessa Scurlock (FTA)



William Branick(NHTSA)



Essex Brown (NHTSA)



Randy Bergquist (OST)



Suzette Paes (DOT 

Connection)
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

Design a workable Succession Planning Systems Model 

to be applied department-wide including:



Standard components



Leadership competencies



Timetable for implementation



Build inventory of best practices and current OA tools



Share information and support across modes



Link to the Department’s Human Capital Plan

[image: image35.emf]Pipeline - Systems Model

Standard Components

Of Succession Planning

Systems

Apply appropriately at 

Level(s) of progression 

designated as critical by the 

organization.  Eventually 

apply to the entire pipeline.

•Organized Sponsorship

•Cultural Values Identification 

& Assessment

•Identification of the Talent 

Pool

•Competency Assessments

•Developmental Experiences

•Knowledge Sharing

•Executive and Supervisory 

Support

•Placement / Selection

•Continual Reassessment

Sr. Executive

Sr. Manager

Team Leader/ 

Supervisor

Departing 

Executive / 

Knowledge Sharer

PIPELINE

External Talent

Pool

Internal Talent

Pool

2

nd

Level Supv/

Manager

Basic

Characteristics of the Pipeline

•Each progressive level requires additional 

competencies.  

•Qualified external or internal talent may enter the 

pipeline at any level.  

[image: image36.emf]Levels of Leadership



Basic or Pre-Supervisory

:  Typically have no supervisory functions.



Team Leader/First Level Supervisor

: Usually entry-level supervisory 

or team leader position with some, but not all, supervisory 

responsibilities.



2

nd

Level Supervisor/ Manager

:  Typically have one or more first level 

supervisors or team leaders reporting to them.  The incumbents usually 

manage a substantial work unit within an organization.



Senior Manager

: Frequently have several second level supervisors or 

managers reporting to them, and the incumbents are usually responsible 

for a major sub-element of an organization.



Senior Executive:  

The most senior positions in an organization.  For 

succession planning purposes in DOT, they are the career Senior 

Executive Service.  

[image: image37.emf]Long-Term Goal



Review of current and emerging leadership needs in 

light of strategic and program planning



Identification of key position talent



Assessment, development and management of 

identified talent

(Based on the Human Capital Standards for Success)

DOT OAs achieve continuity of leadership through 

formal succession planning and  management that 

includes:

[image: image38.emf]Design Philosophy



The strategy is long-term -developing a Leadership pipeline vs. focusing 

on one level.



Succession Planning is inextricably linked to other HC Planning initiatives.



The model can accommodate new, relevant initiatives as they are added.



Stresses experiential learning (e.g. rotations, targeted reassignments, 

action learning, coaching, etc.).



Leaders must be accountable for nurturing leaders, developing 

successors.



Operational experience and technical credibility are important, but leaders 

must have leadership competencies. talent

[image: image39.emf]Underlying Best Practices



Regular review of leadership talent in context of human 

capital, business, and strategic planning



Top management personally accountable for adequate 

pipeline in their organizations.



Ongoing assessment of strengths and development 

needs relative to a defined leadership model 



Broad access to assessment and development, 

especially targeted reassignments, training, coaching, 

and action learning.



Open competition for leadership positions.



Early identification of leadership talent.

[image: image40.emf]Proposed Solution:

Leadership Succession Planning and Management



A coherent process for planning, assessing, 

developing, and deploying leadership talent that is:



Responsive to the PMA



Adaptable to OA needs 



Broad-based, fair, and inclusive



Cost-effective and timely



Supportive of other DOT Human Capital initiatives

[image: image41.emf]Standard Components



Sponsorship, Leadership and Accountability



Identified Organizational Leadership and Cultural Values



Experience



Competencies



Leadership Characteristics



Diversity



Identification of Talent Pool for the Pipeline



Competency Assessments



Developmental Experiences



Knowledge Sharing



Executive and Supervisory Support



Selection and Placement



Continual Reassessment of the System

[image: image42.emf]Individual Benefits



Assessment of leadership competencies



Development guidance 



Appropriate development activities



Enhanced leadership competencies and experience

[image: image43.emf]Organizational Benefits



Accurate description of pipeline



Critical gaps identification



Long range leadership succession plan



Developmental framework for prospective 

supervisors, managers, and executives
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

Comments and Questions to SPWG by February 19 COB (HRC)



Final Draft Package to HRC by March Meeting (SPWG)



SP Package to OMB & OPM with Second Quarter Submission 

(OST)



Develop Succession Planning System System Proposals, with 

Milestones for Addressing the Pipeline by May 15 (OA’s)



Proposals Approved by June 1 –or before Third Quarter 

Submission to OMB & OPM (OST)



Begin Implementing Plans by or Before July 1(OA’s)



As a Subset of Workforce Planning, Integrate into the 

Department’s Workforce Plan by March 2004 (OA’s, Human 

Capital Planners Council)


Levels of Progression within the Leadership Pipeline

The Succession Planning System model addresses five primary levels.  The levels are intended to reflect a typical leadership progression.  Specific organizational terminology and pipelines may vary.  Each progressive level requires greater proficiency in, or a different application of, competencies acquired at the previous level.  The descriptions below help to explain progression:

· Basic or Pre-Supervisory:  Positions at this level typically have no supervisory functions.

· Team Leader/First Level Supervisor: This is usually an entry-level supervisory position or a team leader position with some, but not all, supervisory responsibilities.

· 2nd Level Supervisor/ Manager:  These positions typically have one or more first level supervisors or team leaders reporting to them.  The incumbents usually manage a substantial work unit within an organization.

· Senior Manager: These positions frequently have several second level supervisors or managers reporting to them, and the incumbents are usually responsible for a major sub-element of an organization.

· Senior Executive:  These are the most senior positions in an organization.  For succession planning purposes in DOT, they are the career Senior Executive Service.  
Standard Components for Succession Planning Systems in DOT

The following standard components for succession planning should be demonstrated in OA Succession Planning Systems.  Nomenclature may vary, and each organization has latitude to determine how it will address each element; however, succession planning systems should clearly support the intent of the standards, as illustrated by the explanation / examples.  

Standard Components

· Organized Sponsorship

· Cultural Values Identification and Assessment

· Identification of the Talent Pool

· Competency Assessment 

· Developmental Experiences 

· Knowledge Sharing

· Executive and Supervisory Support

· Selection and Placement

· Continual Reassessment

Explanation / Examples

Organized Sponsorship

A responsible group, team, or task force acting with full support of top management to design and maintain a leadership succession planning system.  The following are suggestions for group membership:

· Someone in a position to serve as an effective champion for the group

· Human Resources professional(s)

· A representative who can speak authoritatively on issues of civil rights and diversity

· Representatives from management and program areas

· Various levels of supervisors and managers

· Labor union and/or other employee representatives

· Customers and/or stakeholders (ad hoc, through focus groups, on boards, etc.)

· Others, as deemed appropriate by the organization

Primary Characteristic of All Representatives:  Openness to Possible Need for Change

Cultural Values Identification and Assessment

Identification

Organizations need to identify their cultural values.  They make a difference, and some may need to change to support new mission requirements or ways of working.  Examples might include the following:

· “Star quality” or individual achievement in technical areas

· Teamwork

· Certain definable personality characteristics

· Management background within the agency, or, conversely, management background outside the agency/government

· Specific leadership styles and behaviors

Assessment and Periodic Reassessment:

· Is culture change needed to ensure mission accomplishment now or in the future?  Will the qualities that are currently valued change, or could they impede mission accomplishment?

· Are there sufficient managerial/supervisory positions for graduates of formal programs to enter the leadership pipeline?  

· Does the culture encourage graduates of formal programs to expect to be automatically placed in leadership positions?  Is there a perception gap? 

Identification of Talent Pool

Determine where talent is available and how it will be identified.

· Can talent best be identified from the internal pipeline, external sources, both?  What proportions of each work best for the organization? 

· Will the organization’s talent pool for leadership positions include all employees, self-selected employees, or only participants in / graduates of selective programs?

Competency Assessment  

These are methodologies to determine what it takes to do the job and assess the available talent. They include assessments and periodic reassessments of  - 

· Managerial/supervisory potential.

· Core competencies at each level in the leadership pipeline.

· Observable behaviors that support existence of competencies. 

· Specialized competencies for the organization.  

Planned Developmental Experiences

A formal development plan should address focus areas for each member of the talent pool.  Plan includes 

· Classroom or online learning to expand knowledge base and to address focus areas

· Significant experiential development opportunities provided on the job 

· Shadowing successful managers

· Rotations or similar experiences

· Reassessment of strengths and focus areas following developmental and/or training/educational opportunities

The plan is essential.  It confers priority on these experiences.   

Knowledge Sharing

Experienced, successful leaders transmit essential knowledge to the talent pool.  These are examples of methods for transmitting knowledge: 

· Formal Mentoring 

· Coaching

· Legacy Systems

· Technology Based Knowledge Management Systems

The Department’s Human Capital Plan includes initiatives that address all of these methods.

Executive and Supervisory Support

For succession planning systems to be effective, executives at the top levels of the organization must endorse developmental activities for employees in the talent pool.  

Executives – 

· Give visible support to the Succession Planning System and related programs.

· Provide resources to assure the Program’s continued growth and development.

· Mentor on an informal basis.

· Monitor management/supervisory accountability in support of the Program.

Direct supervisors at all levels - 

· Participate in and provide for developmental experiences.

· Manage work assignments to allow full participation in long-term experiences, such as rotations.

· Mentor on an informal basis.

· Support the advancement of subordinate(s) through positive and constructive feedback.

· Be held accountable for developing potential successors.

Selection and Placement 

The selection and placement process should be characterized by - 

· Quality ranking factors for all supervisory and managerial positions that include identified leadership competencies.

· Leadership and operational experience criteria that are clearly defined and uniformly applied.

The selection process should identify areas for development for inclusion in the selectee’s IDP.  This is already required for supervisors in DOT’s DPM Letter 300-26.   

Continual Reassessment

To ensure the programs continued relevance and effectiveness - 

· Evaluate the program bi-annually to ensure that there are potential candidates for projected leadership vacancies or “one-deep” leadership positions.

· Identify strengths and areas for improvement.

· Validate the worth of the system to the organization.

· Canvass talent pool members quarterly to determine the impact of the Program on the Members (e.g., questionnaire, focus group).

· Evaluate the quality of selected leaders by assessing their performance in the job and soliciting customer and employee feedback through governmentwide and OA surveys and measurement tools, or other means, such as 360-degree feedback. 

Links to the Department’s Human Capital Planning Initiatives

DOT’s Succession Planning Model is linked to a number of other initiatives included in the departmental Human Capital Plan.  These initiatives are all departmentwide in their support of succession planning. The linkages that have the direct implications for succession planning are described below.

Workforce Planning and Key Human Capital Challenges 

Workforce planning is more than a link to Leadership Succession Planning.  Leadership Succession Planning is a subset of the Department’s and the OAs’ individual workforce planning initiatives.  While workforce planning takes all employees into account, the succession planning model focuses on building a leadership pipeline to ensure that there are no gaps in critical leadership positions.  Workforce planning will identify current and potential leadership gaps as well as addressing competencies for unique or expert positions, and all key positions.  It will identify the numbers of leaders and the levels where they will be needed, and propose strategies and solutions to ensure against gaps.   

Because of the nature of leadership development and the importance of maintaining strong leadership in organizations, succession planning will require dedicated organizational support within the overall workforce planning and human capital management efforts.  

Senior Executive Candidate Development Program

This executive development program, which is under consideration for application in DOT, is a part-time program, not to exceed two years and targeted for career GS-15 employees. The length of the program varies depending on the candidate’s individual competencies.  Participants perform the duties of their regular positions except when participating in formal training, orientation sessions, or when on developmental assignments.  Before conducting a CDP program, DOT must obtain OPM approval.

Transportation Executive Leadership Institute (TELI)

TELI is a learning and development tool for executives and managers in GS-15 leadership positions.  It offers senior executives learning opportunities to develop leadership competencies consistent with organizational business needs and OPM’s Executive Core Qualifications.

Executive Coaching

DOT is creating a departmentwide executive coaching program for executives and GS-15 managers as a complement to succession planning efforts. This program will build on DOT’s leadership competencies to develop future leaders and provide support for executives and managers as they transition into new assignments, adapt to reorganizations and/or are refocused to existing lines of business.  A review of high performing organizations demonstrates that they use executive coaching services to groom future leaders as part of their succession planning.  

Senior Leader Knowledge Management Program

This program will build on existing OA knowledge management systems to establish a program that will capture the knowledge and personal best practices of top-performing senior managers.  It will aid succession planning as a development tool for new managers, and it will ensure seamless continuity of operations in mission-critical areas.  
Established Learning Centers

The Department has access to government-operated technical and educational institutions that can meet leadership development needs, and OAs also offer various learning and development opportunities for leadership development.  One challenge DOT is exploring is to integrate its own training opportunities in order to promote efficiencies by providing more cross-modal opportunities.  Training entities with management and leadership development components include the Federal Aviation Administration’s Center for Management Development, the Federal Executive Institute, and the USOPM Management Development Centers.  

Executive Recruitment Trend Analysis  

DOT is engaged in executive trend analysis to provide updated retirement eligibility statistics. Data include projections for career executives, GS-15’s and GS-14’s. These trends support the need for succession planning and indicate where OAs can anticipate gaps.  This effort will ensure a consistent and cohesive departmental approach to leadership succession planning. 

Mentoring Program

This departmental mentoring program will be a means of sharing knowledge across the organization in support of its mission accomplishment.  It is aimed at high-performing mid-level employees (GS-13 and 14), and is designed to build a pipeline to fill vacancies in management and other critical positions.  The DOT Mentoring Program enhances individual OAs’ programs by allowing all OAs to participate, with the option to choose a mentor from any OA in DOT and from any location, headquarters or field.  This approach enables employees to gain the perspective of a variety of leaders in different leadership environments.

Entry-level Hiring Initiatives 

DOT will revitalize its entry-level hiring program to fill vacancies at the mid and senior levels, as part of the Department’s succession planning effort.  Emphasis will be placed on student employment programs and college recruitment.  As described above, DOT will pilot an intern program for centrally recruiting and training entry-level employees for one or more mission-critical occupations, and reestablish and revitalize the recruiting program on college and university campuses.  DOT will also expand its participation in existing entry-level programs such as the Presidential Management Intern Program and the Eisenhower Fellows Program.

Supervisory Leadership Program 

DOT has designed a corporate standard of excellence for leadership recruitment, selection, evaluation, recognition and retention, which supports succession planning by helping to build a pipeline of qualified leaders.  Recruitment will be linked to the Department’s Leadership Competency Framework by applying a consistent standard when selecting future leaders; all new supervisors’ leadership competency needs will be assessed; an IDP will be developed; and each new supervisor will be given 40 hours of formal development during the probationary period.  Assessments will be repeated and the IDP will be regularly updated. At the basic, or pre-supervisory level, a course entitled “So You Want to Be a Leader” is being conducted for employees who may be inclined to enter the leadership pipeline. 

ONE DOT Rotational Assignment Program (RAP)
The ONE DOT Rotational Assignment Program (RAP) is a learning experience geared to broaden employee experiences in transportation systems and offer both managers and employees at all levels an opportunity to meet intermodal short term, organizational and individual developmental needs. The goals of the ONE DOT RAP are to address ONE DOT corporate needs by offering employees developmental experiences that match future workforce needs and to enhance employee career development.  The ONE DOT RAP supports succession planning by exposing participants to programs, leadership environments, and cultural factors throughout DOT, increasing the interchangeability of the talent pool across DOT organizations.

Data Repository Information System (DARIS)  

The Data Repository Information System (DARIS) project will provide a user interface to historical and current data and enhanced attrition planner extracted from the DOT HR and payroll systems.  The system will include efficient and effective query tools for managers and planners, standard reports and the ability to perform online data analysis.  These features are intended to support the entire workforce planning effort by enabling organizations to project and monitor gaps in all positions, including leadership positions.  

U.S. DEPARTMENT OF TRANSPORTATION LEARNING CENTERS

Center for Management Development, Federal Aviation Administration (Palm Coast, FL)

The FAA Center for Management Development has been in existence since 1971 (then called the Management Training School) and provides non-technical training for FAA supervisors and managers, as well as other employees of the FAA.   The Center is also the site for an increasing amount of team training as well as many government conferences and meetings.  Each year, the FAA Center for Management Development trains over 6,000 employees--about sixty percent of whom are trained "in-residence" at the Palm Coast facility.  The Center’s curriculum is broad and is designed to strengthen both interpersonal and technical management skills.  While some of the courses are relatively short (one to four days), others range up to two weeks. http://www.cmd.faa.gov

Federal Aviation Academy (FAA) (OK City)

The FAA Academy in Oklahoma City is the principal source of aviation technical training for the agency and provides classroom training for more than 24,000 students each year.  Training is provided through resident, field delivered, computer-based instruction, interactive video teletraining (IVT), and correspondence courses to a variety of occupational specialties.  Trainees include air traffic control system personnel, technicians, system specialists, and engineers in the maintenance and installation of electronic systems used in air traffic control and air navigational systems, flight test pilots, manufacturing inspectors, and aviation safety inspectors, FAA and non-FAA airport personnel, civil aviation security special agents and international civil aviation personnel.  http://www.academy.jccbi.gov/index_ex.htm

Merchant Marine Academy (Kings Point, NY)

Besides serving the needs of the Merchant Marine Cadets, the Academy also houses a Continuing Education curriculum.  The mission of USMMA Continuing Education is to provide specialized courses, seminars, and training programs for the maritime community: commercial, government, and military.  The primary focus of USMMA Continuing Education includes training in nautical science, marine engineering, management, and inter-modal transportation-oriented subjects.  In addition to the more than 100 courses listed in their catalog, USMMA Continuing Education also specializes in developing custom training programs that are designed to meet the specific needs of a company or organization.  Global Maritime and Transportation School (GMATS), also located as USMMA, offers leading edge education and training programs that benefit professionals from the maritime and transportation industry (private-sector, military, and government). Through its education, training and research initiatives, the USMMA GMATS is dedicated to optimizing America’s economic and strategic intermodal transportation system and its global transportation interests. http://www.usmma.edu/gmats/default.htm

National Training Center, Federal Motor Carrier Safety Administration (Arlington, VA)

The National Training Center (NTC) serves as the national focal point for the development and delivery of motor carrier safety training to enhance the capabilities of participating Federal, State, and local safety personnel on a nationwide basis.  The fundamental goal of the Federal Motor Carrier Safety Administration (FMCSA) is to reduce fatalities, injuries and commercial vehicle crashes.  The mission of the NTC is to design, develop, and deliver training to Federal and state personnel on motor carrier safety and hazardous materials regulations, compliance and enforcement programs, drug interdiction, judiciary programs, and new or modified programs affecting the motor carrier industry.  The NTC is continually developing training for new programs.

NTC oversees administration of training programs unique to the USDOT, State DOT, and State Police.  These programs are unique not only for the range of individuals receiving training, but because – as a condition of employment – all new federal safety personnel must successfully complete an academy to attain the certification required to perform the functions of their positions.  Recertification is required annually thereafter. 

The NTC is responsible for training in the areas of commercial driver and vehicle inspection, drug interdiction, intelligent transportation systems, compliance, enforcement, highway safety, education and outreach, and program management and support.   These are requirements for American carriers as well as foreign carriers operating in the United States.  The courses that are available to other government agencies can be located at: www.fmcsa.dot.gov/ntc/pages/courses.cfm
National Highway Institute, Federal Highway Administration (Arlington, VA)

The National Highway Institute (NHI) was established to provide technical training for Federal, State and local transportation professionals and private industry.  Created in 1970 by Federal legislation, the NHI develops and administers transportation‑related training and education programs that assist in applying new technologies to the planning, design, construction, maintenance, and rehabilitation of the Nation's transportation infrastructure.  

By congressional mandate, the NHI also serves the international community with training and education programs.  The NHI is one of 81 Technology Transfer Centers of the Pan American Institute of Highways.  In this role it conducts and promotes training courses, seminars, and conferences, as well as professional exchanges, to transportation organizations around the world.

The Local Transportation Assistance Program (LTAP) is now located within the NHI.  LTAP has 58 Centers established to provide training specifically designed for local transportation agencies including tribal government agencies.  The LTAP/TTAP program website that contains their strategic plan, accomplishments, partnerships, links to each LTAP/TTAP Center can be found at http://www.ltapt2.org/program.htm.  The NHI link is http://www.nhi.fhwa.dot.gov/default.asp
National Transit Institute (Rutgers University)

The National Transit Institute’s (NTI) mission is to provide training, education, and clearinghouse services in support of public transportation and quality of life in the United States.  Established in 1992, the National Transit Institute develops and delivers training and education programs for the transit industry, government officials, and the public at large.  NTI programs are developed in collaboration with the Federal Transit Administration and other transportation organizations at all levels.  NTI identifies needs; promotes, develops, and delivers high quality programs and materials through cooperative partnerships with industry, government, institutions, and associations; and serves as a catalyst for enhancing skills and performance in public transportation. http://policy.rutgers.edu/voorheescenter/
Transportation Safety Institute (OK City)

The Transportation Safety Institute (TSI), located in Oklahoma City, Oklahoma, was established in 1971 to assist the Department of Transportation operating administrations in accomplishing their mission essential training requirements.  TSI serves as the primary source of transportation safety training on domestic and international levels for Federal, State, and local government agencies and industry.  Examples of training include programs specializing in Aviation Safety, Hazardous Materials, Transit Safety, Highway Safety, Motor Carrier Safety, and Pipeline Safety.  TSI operates on a fee-for-service basis and receives funding by user/sponsor organizations through reimbursable agreements, tuitions and fees.  Training is conducted at onsite and offsite locations throughout the world.  TSI has currently trained over 600,000 students.  A description of TSI services and course catalog may be found at www.tsi.dot.gov.
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TABLE A:  Leadership Competencies and Observable Behaviors by Level

	Leadership Levels (
Competency Areas (

	I. Basic
	II.  Supervisor/Team Leader
	III. 2nd Level Supervisor/

Manager
	IV. Senior Executive

	Leading Change
	Continual Learning

· Grasps the essence of new information.

· Masters new technical and business knowledge.

· Recognizes own strengths and weaknesses.

· Pursues self-development.

· Seeks feedback from others and opportunities to master new knowledge.

Flexibility

· Is open to change and new information.

· Adapts behavior and work methods in response to new information, changing conditions, or unexpected obstacles.

· Adjusts rapidly to new situations warranting attention and resolution.
	Resilience

· Deals effectively with pressure.

· Maintains focus and intensity and remains optimistic and persistent, even under adversity.

· Recovers quickly from setbacks.

· Effectively balances personal life and work.

Service Motivation

· Creates and sustains an organizational culture which encourages others to provide the quality of service essential to high performance.

· Enables others to acquire the tools and support they need to perform well.

· Shows a commitment to public service.

· Influences others toward a spirit of service and meaningful contributions to mission accomplishment. 


	Creativity and Innovation

· Develops new insights into situations and applies innovative solutions to make organizational improvements.

· Creates a work environment that encourages creative thinking and innovation.

· Designs and implements new or cutting-edge programs/processes.
	External Awareness

· Identifies and keeps up to date on key national and international policies and economic, political, and social trends that affect the organization.

· Understands near-term and long-range plans and determines how best to be positioned to achieve a competitive business advantage in a global economy.

Strategic Thinking

· Formulates effective strategies consistent with the business and competitive strategy of the organization in a global economy.

· Examines policy issues and strategic planning with a long-term perspective.

· Determines objectives and sets priorities.

· Anticipates potential threats or opportunities.

Vision

· Takes a long-term view and acts as a catalyst for organizational change.

· Builds a shared vision with others.

· Influences others to translate vision into action.

	Leading People
	Integrity/Honesty

· Instills mutual trust and confidence.

· Creates a culture that fosters high standards of ethics.

· Behaves in a fair and ethical manner toward others.

· Demonstrates a sense of corporate responsibility and commitment to public service.
	Conflict Management

· Identifies and takes steps to prevent potential situations that could result in unpleasant confrontations.

· Manages and resolves conflicts and disagreements in a positive and constructive manner to minimize negative impact.

Leveraging Diversity

· Recruits, develops, and retains a diverse high quality workforce in an equitable manner.

· Leads and manages an inclusive workplace that maximizes the talents of each person to achieve sound business results.

· Respects, understands, values, and seeks out individual differences to achieve the vision and mission of the organization.

· Develops and uses measures and rewards to hold self and others accountable for achieving results that embody the principles of diversity.

Team Building

· Inspires, motivates, and guides others toward goal accomplishments. 

· Consistently develops and sustains cooperative working relationships.

· Encourages and facilitates cooperation within the organization and with customer groups.

· Fosters commitment, team spirit, pride, and trust.

· Develops leadership in others through coaching mentoring rewarding, and guiding employees.
	
	

	Results Driven


	Customer Service

· Balancing interests of a variety of clients. 

· Readily readjusts priorities to respond to pressing and changing client demands. 

· Anticipates and meets the need of clients.

· Achieves quality end-products.

· Is committed to continuous improvement of services.

Decisiveness

· Exercises good judgment by making sound and well-informed decisions.

· Perceives the impact and implications of decisions.

· Makes effective and timely decisions, even when data are limited or solutions produce unpleasant consequences.

· Is proactive and achievement oriented.

Problem Solving

· Identifies and analyzes problems.

· Distinguishes between relevant and irrelevant information to make logical decisions.

· Provides solutions to individual and organizational problems.

Technical Credibility

· Understands and appropriately applies procedures, requirements, regulations, and policies related to specialized expertise. 

· Is able to make sound hiring and capital resource decisions and to address training and development needs.

· Understands linkages between administrative competencies and mission needs.


	Accountability

· Assures that effective controls are developed and maintained to ensure the integrity of the organization.

· Holds self and others accountable for rules and responsibilities.

· Can be relied upon to ensure that projects within areas of specific responsibility are completed in a timely manner and within budget.

· Monitors and evaluates plans.

· Focuses on results and measuring attainment of outcomes.
	Entrepreneurship

· Identifies opportunities to develop and market new products and services within or outside of the organization.

· Is willing to take risks.

· Initiates actions that involve a deliberate risk to achieve a recognized benefit or advantage.


	

	Business Acumen
	
	Human Resources Management

· Assesses current and future staffing needs based on organizational goals and budget realities.

· Using merit principles ensures staff are appropriately selected, developed, utilized, appraised, and rewarded.

· Takes corrective action.
	Financial Management

· Demonstrates broad understanding of principles of financial management and marketing expertise necessary to ensure appropriate funding levels.

· Prepares, justifies, and/or administers the budget for the program area.

· Uses cost-benefit thinking to set priorities.

· Monitors expenditures in support of programs and policies.

· Identifies cost-effective approaches.

· Manages procurement and contracting.

· 
	

	Building Coalitions/Communications
	Interpersonal Skills

· Considers and responds appropriately to the needs, feelings, and capabilities of different people in different situations.

· Is tactful, compassionate, and sensitive, and treats others with respect.

Oral Communication

· Makes clear and convincing oral presentations to individuals or groups.

· Listens effectively and clarifies information as needed. 

· Facilitates an open exchange of ideas and fosters an atmosphere of open communication.

Partnering

· Develops networks and builds alliances, engages in cross-functional activities.

· Collaborates across boundaries, and finds common ground with a widening range of stake holders.

· Utilizes contacts to build and strengthen internal support bases.

Written Communications

· Expresses facts and ideas in writing in a clear, convincing, and organized manner.
	Influencing/Negotiating

· Persuades others.

· Builds consensus through give and take.

· Gains cooperation from others to obtain information and accomplish goals.

· Facilitates “win-win” situations.
	Technology Management

· Uses efficient and cost-effective approaches to integrate technology into the workplace and improve program effectiveness. 

· Develops strategies using new technology to enhance decision making. Understands the impact of technological changes on the organization.
	Political Savvy

· Identifies the internal and external politics that impact the work of the organization.

· Approaches each problem situation with a clear perception of organizational and political reality.

· Recognizes the impact of alternative courses of action.

	Underlying Competencies
	· Self-Direction
	All Level I Competencies in All Areas
	All Level I & II Competencies in All Areas
	All Level I, II, and III Competencies in All Areas

	Technical Competencies

	As appropriate for the specific

Position
	As appropriate for the specific position 
	As appropriate for the specific

position
	As appropriate for the specific

position

	Competencies Required/Valued by Organizational Culture 


	As appropriate for the organization 
	As appropriate for the organization
	As appropriate for the organization
	As appropriate for the organization
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TABLE B:  Training Opportunities by Leadership Levels and Competency Areas

	Leadership Levels (
Competency Areas (

	I. Basic /   

Pre-supervisory
	II.  Supervisor/Team Leader
	IV. 2nd Level Supervisor/

Manager
	IV. Senior Executive

	Leading Change
	Continual Learning

· All courses apply.

· How To Manage My Own Learning [Learning & Transition Services]

Flexibility

· Change Management: Adapting to Change [GoLearn, Management]

· Leading through Change [GoLearn, Leadership]

· “So You Want to be a Leader” Learning & Transition Services]

· “Building Competencies As A Manager” [Learning & Transition Services]

· Understanding The Difference Between Transition and Change [Learning & Transition Services]
	Resilience

· Emotional Intelligence at Work [GoLearn, Communication]

· Coping with Stress [GoLearn, Personal Development]

· Stress Management [Learning & Transition Services]

· Steward Leadership [Learning & Transition Services]

Service Motivation

· Excellence in Service: Fundamentals for Managers [GoLearn, Management]

· Management Skills [Learning & Transition Services]

· Building The Service Organization [Learning & Transition Services]

· Customer Service and Quality Control [Learning & Transition Services]


	Creativity and Innovation

·  Creative Problem Solving [Learning & Transition Services]

· Building The Learning Organization [Learning & Transition Services]

· Learning Styles [Learning & Transition Services]

· Innovation Management Architecture [Learning & Transition Services]

· Executive Coaching [Learning & Transition Services]
	External Awareness

·  Executive Coaching

· Systems Theory

Strategic Thinking

·  Executive Coaching

· Storytelling

· Planning for Strategic Planning [Learning & Transition Services] 

Vision

·  Storytelling [Learning & Transition Services]

· Executive Coaching [Learning & Transition Services]

· Building The Learning Organization [Learning & Transition Services]



	Leading People
	Integrity/Honesty

· Government Ethics [GoLearn, Legislatively Mandated]

· Sexual Harassment: What Employees Managers Should Know [GoLearn, Legislative Mandated]

· Emotional Intelligence at Work [GoLearn, Communication] 

· Frontline Leadership: Preparing to Lead [GoLearn, Leadership]

· So You Want to be a Leader [Learning & Transition Services]

· Performance Coaching [Learning & Transition Services]

· Using “The Integrity Moment” for Personal Growth [Learning & Transition Services]
	Conflict Management

· Conquering Conflict through Communication [GoLearn, Communication]

· Conflict Resolution [Learning & Transition Services]

· Dealing with Difficult People [Learning & Transition Services]

· Understanding Your Conflict Style [Learning & Transition Services]

Leveraging Diversity

· Management Skills for the Diverse Workforce [GoLearn, Legislatively Mandated]

· Diversity [Learning & Transition Services]

Team Building

· Cross-Functional Teams [Learning & Transition Services]

· Advance Team Building Skills [Learning & Transition Services]

· Dealing with Conflict in Teams [Learning & Transition Services]

· Leadership Skills for the New Team Leader [Learning & Transition Services]

·  Team Building [Learning & Transition Services]


	
	

	Results Driven


	Customer Service

· Advancing Your Service Expertise [GoLearn, Customer Service]

· Customer Relations [Learning & Transition Services]

Decisiveness

· Decision Making & Problem Solving: Decision Making Fundamentals [GoLearn, Personal Development]

· How Decisions Can Be Made [Learning & Transition Services]

Problem Solving

· Identifies and analyzes problems.

· Distinguishes between relevant and irrelevant information to make logical decisions.

· Provides solutions to individual and organizational problems.

· Creative Thinking [Learning & Transition Services]

· Process Improvement [Learning & Transition Services]

· Building My Own Problem Solving Model [Learning & Transition Services]

Technical Credibility

See DOT Learning Centers for sources of technical training.
	Accountability

· Project Management: The Fundamentals [GoLearn, Project Management]

· Project Management [Learning & Transition Services]

· Time Management [Learning & Transition Services]

· Goal Setting [Learning & Transition Services]

· Program Management [Learning & Transition Services]

· Use of Learning Histories to Build Organizational Continuity [Learning & Transition Services]

· Fundamentals of Knowledge Management [Learning & Transition Services]


	Entrepreneurship

·  Innovation in Program Design [Learning & Transition Services]

· Strategic Planning [Learning & Transition Services]

· Leadership Skills For The 21st Century [Learning & Transition Services]

· Building a Learning Organization [Learning & Transition Services]

· Using Emotional Intelligence To Lead Others [Learning & Transition Services]


	

	Business Acumen
	
	Human Resources Management

· Interview Techniques [Learning & Transition Services]

· Using Consulting Skills For HR Professionals [Learning & Transition Services]
	Financial Management


	

	Building Coalitions/Communications
	Interpersonal Skills

· Frontline Leadership: Preparing to Lead [GoLearn, Leadership]

· Interpersonal Communication: Effective Communication [GoLearn, Communication]

· Emotional Intelligence at Work [GoLearn, Communication] 

· Dealing with Difficult People [Learning & Transition Services]

· Anger Management [Learning & Transition Services]

· Learning Styles [Learning & Transition Services]

· How To Improve My Self Esteem [Learning & Transition Services]

· How To Test Your Assumptions [Learning & Transition Services]

Oral Communication

· Effective Presentations:  Planning a Presentation [GoLearn, Professional Development]

· Conducting Meetings:  The Meeting Process [GoLearn, Professional Development]

· Facilitation Skills [Learning & Transition Services]

· Interviewing Skills [Learning & Transition Services]

· Conducting Meetings [Learning & Transition Services]

· How To Make A Formal Presentation [Learning & Transition Services]

· Thinking On Your Feet [Learning & Transition Services]

Partnering

· Frontline Leadership: Preparing to Lead [GoLearn, Leadership]

· Emotional Intelligence at Work [GoLearn, Communication] 

· Interpersonal Communication: Effective Communication [GoLearn, Communication]

· Emotional Intelligence [Learning & Transition Services]

· Team Building [Learning & Transition Services]

· So You Want to be a Leader [Learning & Transition Services]

· Management Skills [Learning & Transition Services]

· Mentoring [Learning & Transition Services]

Written Communications

· Exploring the new Basics of Business Writing [GoLearn]

· Foundations of Grammar [GoLearn]

· E-mail Etiquette: Writing Effective E-mail Messages [GoLearn]

· Writing High-impact Reports and Proposals [GoLearn] (Could be appropriate at higher levels.)

· Writing Narratives [Learning & Transition Services]

· Resume Writing [Learning & Transition Services]

· Basic Writing Skills [Learning & Transition Services]


	Influencing/Negotiating

· Negotiating: The Negotiation Process [GoLearn, Management]

· Facilitation Skills

· Being An Active Listener [Learning & Transition Services]

· Using “Process Consulting” Techniques [Learning & Transition Services]
	Technology Management

· Knowledge Management [Learning & Transition Services]

	Political Savvy

·  Executive Coaching

	Underlying Competencies
	Self-Direction

·   Career Planning [Learning & Transition Services]

·   Emotional Intelligence [Learning & Transition Services]

·   Goal Setting [Learning & Transition Services]

·   Individual Development Plans 

   [Learning & Transition Services] 

· Learning Styles

· Professionnel Image [Learning & Transition Services]

· Networking [Learning & Transition Services]


	All Level I Competencies in All Areas
	All Level I & II Competencies in All Areas
	All Level I, II, and III Competencies in All Areas

	Technical Competencies

	As appropriate for the specific

Position
	As appropriate for the specific position 
	As appropriate for the specific

position
	As appropriate for the specific

position

	Competencies Required/Valued by Organizational Culture 


	As appropriate for the organization 
	As appropriate for the organization
	As appropriate for the organization
	As appropriate for the organization


Points of Contact:

GoLearn – Available through the Internet at http://www.golearn.gov
Learning & Transition Services - 202-366-9392 
TTY 202-366-7630

This table will be posted on HR’s Learning and Development website, and it will be updated as additional DOT-wide opportunities become available.  For help with additional sources of learning and development opportunities, contact your Learning and Development Council member.  
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TABLE C:  Succession Planning Tools Being Applied Successfully by DOT OA's

	Elements Addressed 

(
Level of Progression  (
	Organized Sponsorship

(e.g., design team or board)
	Competency Assessment Models/Methods for Positions at this Level
	Identification / Assessment of Talent Pool  / Candidates for this Level
	Developmental Experiences to Achieve this Level (including training)
	Knowledge-Sharing Tools Helpful for Progressing to this Level

	Basic / 

Pre-supervisory
	
	Assessment Tools Offered by DOT Connection
	DOT – “So You Want to Be a Leader?” course

(participation an indicator of desire to enter leadership pipeline)
	DOT – “So You Want to Be a Leader?” course

FAA – Executive Workforce Planning System

FHWA – Basic Management for Non-Supervisors (vendor:  Baldwin 

G roup)

FHWA – Creativity, Problem Solving and Change (USDA Grad School)

FHWA - Building the Foundation for Visionary Leadership (pilot in FY 03) (combination internal speakers and commercial contractor:  Management Development Inc)
	

	Team Leader
	
	
	
	FHWA - Critical Human Resource Management Skills

(vendor: FPMI)

FHWA -Communications Skills for Team Leaders and Supervisors

(vendor:  Baldwin Group)

FHWA - Positive Performance Management

(vendor:  DataNet Systems Corporation)

Leadership Skills Seminar 


	DOT Mentoring Program 

FTA Mentoring Program

RSPA’s Volpe Center Mentor Program

	Supervisor
	FRA – Design Team, including Union Representation

RSPA’s Volpe Center – IDP Design Team includes Executive/Manager, Supervisory Employee & L&D Representative
	FRA – 360 Feedback Leadership Assessment

RSPA’sVolpe Center Self-Assessment Tool based upon Competency Model completed by newly appointed supervisor
	FRA – EPP+ Application Process
	FHWA - Same as Team Leader Training

FHWA – Exec. Development Program
	DOT Mentoring Program

FTA Mentoring Program

RSPA’s Volpe Center Mentor Program



	2nd Level Supervisor 

Manager

Senior Manager
	FRA – Design Team, including Union Representation

RSPA’s Volpe Center – IDP Design Team includes Executive, Managerial Employee & L&D Representative
	FRA – 360 Feedback Leadership Assessment

RSPA’s Volpe Center Self-Assessment Tool based upon Competency Model completed by newly appointed manager
	RA – EPP+ Application Process
	FTA – Shadowing

FRA – Shadowing

FHWA - AASHTO Transportation Management Conference

FHWA - AASHTO Transportation Leadership Institute

FHWA – OPM Management Development Seminars

FHWA – White House/Capitol Hill Workshops  (Alan Freed)

FHWA – Council for Excellence in Government’s Fellowship Program (EIG)

FHWA – Executive Potential Program (USDA Grad School)

FAA’s Strategic Planning POV 

RSPA’s Volpe Center – training & developmental activities are identified through the IDP Process required of all newly appointed managers


	FRA – SES Mentor

FTA Mentoring Program

DOT Mentoring Program

RSPA’s Volpe Center Mentor Program

	Senior Manager

Senior Executive
	FAA – Design Team and Review Board
	FAA – Executive Workforce Planning System

FTA - DOT Connection Assessment Tools 
	FAA – Executive Workforce Planning System
	FAA – Executive Workforce Planning System

FHWA – Learning for Leadership
	DOT – Legacy Program

FHWA – Knowledge Management  System (Mike Burke)

FHWA – University Programs

FHWA – OPM’s Federal Executive Institute

FHWA – OPM’s Management Development Seminar

FHWA – Brookings Education Program for Senior Managers

FHWA – Capitol 

Hill/White House Workshops

FHWA – AASHTO Advanced Leadership Institute 

FHWA – DOT Transportation Issues Seminars and Executive Forums

FAA – Executive Workforce Planning  System


Trends in Retirement

Grades 14, 15, and SES

Emphasis on Key Occupations
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Curriculum for “So You Want to be a Leader”

Pre-Supervisory Training
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Sample Solicitation Memorandum to all OAs

ACTION:  “So You Want To Be A Leader” Course

Mari Barr Santangelo

Deputy Assistant Secretary for Administration

Human Resource Council

We are pleased to announce and ready to solicit nominations for our “So You Want To Be A Leader” course.  [Logistics for course included.]
Since the course is taught over a 9-week period, we suggest that you consider those employees who are interested in serving in a future leadership role, and are committed to actively participating for the entire 9-week period.  Each participant will be asked to complete and submit a few assessment instruments and attend a feedback session prior to the first class.

Please submit your nomination (one per operating administration) to Randy Bergquist, Departmental Office of Human Resource Management (M-10), no later than 

[date relevant to particular course offering].  You may email your request to randy.bergquist@ost.dot.gov.  If you have any questions, please feel free to call Randy on 202-366-6016.

Attachment

So You Want To Be A Leader 

Curriculum

	Module No
	Title
	Activities

	0
	Pre Workshop Work
	· Complete a MBTI© and receive feedback on the completed instrument.

· Complete a Learning Styles Inventory

· Complete the Conflict Styles Assessment Instrument

· Emotional Intelligence Assessment Instrument (Pending Availability)

· Completes First Assignment prior to Workshop 1

	01
	Building Trust
	· Exercise to build trust 

· Focus on getting to know one another

· List of books to read and report out on

· Role of trust in leadership development

1. Read article prior to class

	02
	Leadership Designs
	· Type/Styles of Leadership

1. Read article prior to class

· Defining Leadership Competencies 

· Use of a Learning Journal

1. Reflection

· Selecting a book to read

· 

	03
	Self Assessment
	· Dealing with Assumptions

· Problem Solving/Creative exercises

· [Emotional Intelligence as a Leadership competency]

· Diversity

· Integrity of the Leader

1. Paper exercise

	04
	Skill Building
	· Conflict Management

· Role Play Themes

1. Dealing with the “exemplar” employee

2. Dealing with the “problem” employee

	05
	Team Building 
	· Coaching Model

· Team Building as a Continuum of Leadership Development

1. Forming Teams

2. Criteria of “Effective Teams”

3. Assessing Team Performance

	06
	Professional Development
	· Assessing “gaps” in competencies

· Developing an action play to deal with the “gaps.”

· Use of “bio” and resumes.

	07
	Customer Services and Problem Solving
	· Customer Service that Focuses on Customer Service

· Skill building in problem solving techniques

· How to Make a Presentation

	08
	Communication Skills
	· Papers Due

· Design of a Presentation

	09
	Presentation
	· Presentations on Readings

· Assessment

	10
	Certificate Presentation
	· Secretary provides informal remarks


DEPARTMENTAL PERSONNEL MANUAL SYSTEM

DPM LETTER NO.   300- 26






DATE:  October 17, 2002
SUBJECT:  Recruiting, Selecting, Developing, and Appraising Supervisors
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U.S. DEPARTMENT OF TRANSPORTATION

OFFICE OF THE SECRETARY

DEPARTMENTAL PERSONNEL MANUAL SYSTEM
________________________________________________________________________

DPM LETTER NO.   300- 26




DATE:   October 17, 2002
SUBJECT:  Recruiting, Selecting, Developing, and Appraising Supervisors

In accordance with the provisions of 5 U.S.C. addressing employment, training and performance appraisal, the Secretary has established a revised policy (attached).  It establishes new procedures and initiatives for (1) recruiting and selecting supervisory positions (2) developing supervisors, (3) appraising performance of probationary and experienced supervisors.

Questions about this policy should be directed to the Departmental Office of Human Resource Management, M-10.

//signed//

____________________________

Mari Barr Santangelo

Director, Departmental Office of Human Resource Management

Filing Instructions:  File with Chapter 300 Letters

Distribution:  Heads of Operating Administrations; Human Resource Council Members; 

Learning and Development Council Members

OPI:  OST/M-10/Randy Bergquist/202-366-6016

RECRUITING, SELECTING, DEVELOPING, 

AND 

APPRAISING SUPERVISORS

I.
PURPOSE and SCOPE:

This letter establishes a comprehensive system that provides a corporate perspective on how all Operating Administrations (OAs) recruit, select, develop, and appraise supervisors.  The U.S. Office of Personnel Management’s (OPM) policy framework that governs the identification, selection, development, and performance evaluation of supervisors provides Federal agencies significant flexibility to design systems tailored to their organizational needs.  This letter is intended to provide consistency in creating a culture for growing high-performing leaders.  Regulations that define the policy framework for these areas are described in Title 5, Code of Federal Regulations Parts 300, 410 and 430 and 5 U.S.C. section 3321 (a)(2).   These provisions apply to all supervisors including uniformed supervisors of civilian employees.  Note:  In the U.S. Coast Guard, where these processes may be assignment driven, this policy guidance must be reflected in the internal policies, practices and procedures governing recruiting, selecting, developing and appraising supervisors.  

II.  
DEFINITIONS
The definition of supervisor, as indicated in 5 U.S.C. Section 7103(a)(10) means, “ an individual employed by an agency having authority in the interest of the agency to hire, direct, assign, promote, reward, transfer, furlough, layoff, recall, suspend, discipline, or remove employees, to adjust their grievances, or to effectively recommend such action, if the exercise of the authority is not merely routine or clerical in nature but requires the consistent exercise of independent judgment…”  

III.
RECRUITING AND SELECTING SUPERVISORS

When considering candidates for all supervisory positions all OAs must use the following Quality Ranking Factor (QRF) as a mandatory factor in agency vacancy announcements:

Ability to lead a diverse workforce including: creating a culture that fosters high standards of ethics; developing strategies to maximize employee potential; developing performance plans and monitoring performance; resolving conflicts; fostering workforce diversity on the staff; and recognizing staff contributions.

In addition, OAs may also use other QRFs that clearly address agency specific supervisory or leadership competencies.  These competencies must be evident in the criteria used to evaluate candidates against the QRF.

When assessing supervisory competencies for selection purposes, high performing organizations have used the following methods/tools successfully:
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Supervisory Assessment Questionnaires
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Assessment Centers
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Supervisory Aptitude Tests
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Structured Interview Questions for Selecting Supervisory Personnel
IV.
SUPERVISORY PROBATIONARY PERIOD

Candidates selected into supervisory positions may be required to complete a probationary period.  However, employees who have completed the required probation in a prior supervisory or managerial position in the Federal Government are exempt from the required probationary period.  Satisfactory completion of a probationary period is a prerequisite for continuation in the position.  If at anytime during the employee’s probationary period, the supervisor becomes aware of deficiencies, the supervisor must notify the probationary employee of the deficiency and clarify the expectations.

V.
DEVELOPING SUPERVISORS

Once an employee is appointed to a new supervisory position (e.g., employee has never held a supervisory position in the Federal Government), the organization must:
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Conduct a needs assessment that addresses the OPM/DOT leadership competencies, 
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Assist him/her with an Individual Development Plan (IDP) that is based on the needs assessment,  
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Include 40 hours of formal development during the one-year probationary period, and
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Notify the OA training office when the employee completes an assigned supervisory learning activity.

As long as the employee encumbers a supervisory position, the organization must:
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Conduct a needs assessment that addresses specific leadership competencies needing development,   
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Maintain an IDP that is based on a needs assessment, and 
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Notify the OA training office when the employee completes an assigned learning activity.

When a non-DOT supervisor is selected into a DOT supervisory position, the organization must:
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Conduct a needs assessment that addresses specific leadership competencies needing development,   
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Maintain an IDP that is based on a needs assessment, and 
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Notify the OA training office when the employee completes an assigned learning activity.

OAs are strongly encouraged to assess needs and develop IDPs for all current supervisors.  Supplemental continuous learning activities may include:
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Courses in human resource management (e.g., employee relations; labor-management relations; diversity management, recruitment; staffing and classification; performance management; employee development)
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Mentoring/coaching
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Rotational assignments to other program offices
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Combination of classroom theory, experiential learning, and computer based instruction that addresses specific leadership competencies requiring development.

VI.
APPRAISING SUPERVISORS

DOT’s Performance Management Taskforce shall establish and all OAs must implement mandatory accountability standards and measures that apply to all levels of management and supervision.  This shall include a requirement that is consistent with the prescribed regulations 5 CFR part 430, Subpart C and DPM Letter No. 920-24 dated June 10, 2002.   This Taskforce will also revise 

Departmental Personnel Manual 315-40, subchapter 9 to eliminate barriers to addressing poor performing probationary supervisors.  Two such barriers include:

· An organization’s budget may not allow for the poor performing probationary supervisor to return to a regular position, and

· Performance during the probationary period usually is not addressed until the end of the period.

Bibliography of Resources

Books

Charan, R. et al. 2001. The Leadership Pipeline. San Francisco: Jossey-Bass.

Rothwell, William J.  Effective Succession Planning:  Ensuring Leadership Continuity and Building Talent from Within.  

Reports

United States Office of Personnel Management for the Federal Aviation Administration. 1999. Survey of Executive Workforce Planning and Succession Activities in Selected Organizations. 

The Walker Group. 2002. Best Practices in Leadership and Management Development.  

Other Publications
Axel, H. HR Executive Review: Succession Planning.  Vol. 2, No.1, 1994.

Walker, James W. et al. Human Resource Planning: Talent Pools: The Best and the Rest? Vol. 25, No. 3, 2002.

Websites

http://www.leadership.opm.gov/
http://www.opm.gov/ses/ecq/html/
http://www.

best-in-class.com/research/bestpracticespotlights/succession_planning_21.htm


(Articles and best practices information can be purchased from this site.)


http://www.goer.state.ny.us/workforce/
(This is New York State’s site for Workforce and Succession Planning.  It contains a wealth of free information produced by seven work groups, covering topics ranging from competencies to mentoring.)
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PowerPoint Briefing 

Presented to the Human Resources Council 

February 12, 2003

32































� EMBED MSPhotoEd.3  ���





� EMBED MSPhotoEd.3  ���





Characteristics of the Pipeline


 Each progressive level requires additional competencies.  


Qualified external or internal talent may enter the pipeline at any level.  





Basic





2nd Level Supv/


Manager





Internal Talent


 Pool





External Talent


 Pool





P


I


PE


L


I


NE





Departing 


Executive / 


Knowledge Sharer





Team Leader/ 


Supervisor





Sr. Manager





Sr. Executive





Standard Components


Of Succession Planning


Systems


Apply appropriately at Level(s) of progression designated as critical by the organization.  Eventually apply to the entire pipeline.


Organized Sponsorship


Cultural Values Identification & Assessment


Identification of the Talent Pool


Competency Assessments


Developmental Experiences


Knowledge Sharing


Executive and Supervisory Support


Placement / Selection


Continual Reassessment











Pipeline - Systems Model





Optional retirement eligibility as of 5/31 of each year for GS-14 (left), GS-15 (center), and senior executives (right) on-board as of 5/31/02.





Optional retirement eligibility as of 5/31 of each year for GS-14 (left), GS-15 (center), and senior executives (right) on-board as of 5/31/02.
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Optional retirement eligibility as of 5/31 of each year for GS-14 (left), GS-15 (center), and senior executives (right) on-board as of 5/31/02.





� EMBED MSGraph.Chart.8 \s ���





Cumulative Optional Retirement Eligibility Rates for GS-14, GS-15, and Senior Executives On-board a of 5/31/02
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6-Year Optional Retirement Eligibility Rates by Operating Administration for GS-14, GS-15, and Senior Executives On-board a of 5/31/02
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5-Year Optional Retirement Eligibility Rates by Job Series for GS-14, GS-15, and Senior Executives On-board a of 5/31/02





Optional retirement eligibility as of 5/31 of each year for GS-14 (left), GS-15 (center), and senior executives (right) on-board as of 5/31/02.





































































































































































































Optional Retirement Eligibility Rates, for Each Year for GS-14, GS-15, and Senior Executives On-board a of 5/31/02





Selection and Placement


Open competition for vacancies


Utilizes leadership competencies 


Standard rating processes


Identify areas for development





             Development


Coaching & mentoring


Targeted assignments


Action learning


Education & training





               Assessment


Based on competency model


Also considers: 


Experience


Performance





                 Analysis


Organizational changes


Business challenges


Demographic trends


Current pipeline





Process Overview














Leadership Succession Planning and Management  


A coherent process for planning, assessing, developing, and deploying leadership talent that is:


Responsive to the PMA


Adaptable to OA needs 


Broad-based, fair, and inclusive


Cost-effective and timely


Supportive of other DOT Human Capital initiatives


A coherent process for planning, assessing, developing, and deploying leadership talent that is:


Responsive to the PMA


Adaptable to OA needs 


Broad-based, fair, and inclusive


Cost-effective and timely
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