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SKILLS LIBRARY



Skills Library
INTRODUCTION

The Skills Library defines and describes key skills which may be required by NYCC staff in order to perform in their role effectively and deliver quality services. It is designed to be used in conjunction with the Behaviour and Skills Framework and identifies key skills which are not explicitly stated within that framework.

The Skills Library is not designed to include every skill that may be needed for every role but includes the key skills which NYCC have identified from an extensive analysis of job descriptions and person specifications.

Certain skills have been split into levels as the degree of complexity varies for different types of roles. Other skills have not been categorised in terms of complexity, but simply in terms of skill definition.

For those skills that have been split into levels (A – D), it is the role of the manager (in conjunction with advice from HR if necessary) to determine the appropriate level relevant to role. As a guide, each level comes with a descriptor to aid identification (Level A – Limited, Level B – Range of, Level C – Difficult, Level D – Complex).

It is important to remember that Levels do not correlate with any grade of post therefore a person specification may identify the majority of skills at Level C with others at Level A or B.

A toolkit has been designed to support the Skills Library which identifies interview questions, assessments and learning and development courses aligned to skills to help support recruitment, induction and development. 

	SKILL
	LEVEL A

(Limited)
	LEVEL B

(Range of)
	LEVEL C

(Difficult)
	LEVEL D

(Complex)

	Analytical Skills

(Verbal and/or numerical)
	Analyses information in a logical and systematic way.
	Analyses information from a range of sources, probing for further information or a greater understanding when necessary.
	* Critically analyses diverse information presented in a variety of formats.

* Breaks information into component parts to identify trends and projections.
	* Analyses and interprets high level information to influence strategic decisions.

* Pinpoints key information from large amounts of complex data to influence well-reasoned conclusions.

	Audit Skills
	Assists in audit assignments and reports findings to clients.
	* Assists in the preparation and delivery of audit plans * Assists in the deployment of audit resources & development of associated systems & procedures
	* Prepares and delivers audit plans.

* Ensures the deployment of audit resources and the development of associated systems and procedures necessary to support the delivery of audit work.
	* Secures agreement to audit plans
* Monitors audit legislation, undertakes audit investigations and monitors performance against audit plans.

	Contract Management Skills
	n/a
	n/a
	* Able to effectively monitor and manage contracts to ensure the service delivered complies with those contracts.

* Develops procedures and systems to ensure effective operation.
	* Able to effectively evaluate and challenge Senior Management to ensure efficient and effective services through the development of existing and creation of new contracts.

	Decision Making Skills
	Makes decisions within own area of responsibility.
	Makes decisions which influence a range of actions, projects and/or people.
	* Makes decisions which may involve difficult choices or considered risks.

* Able to make decisions based on relevant information.
	* Exercises professional judgement to make key decisions which have wide reaching implications.

* Has insight into all strategic strands to make clear business-focused decisions.

	Financial / Budget Management Skills
	Processes and/or monitors financial information.
	Co-ordinates and monitors the use of financial information.
	Co-ordinates, monitors and reviews the use of financial resources.
	Plans, implements and reviews the acquisition, allocation and management of complex financial resources. 



	Health & Safety Skills


	Takes responsibility for maintaining own and others’ health and safety.


	* Monitors and maintains health and safety of self and others.

* Challenges unsafe practice.
	Ensures compliance with Health and Safety procedures and promotes best practice.
	* Maintains and develops an environment and culture that improves health and safety.

* Provides specialist advice and guidance on Health and Safety Best Practice.



	Persuading, Influencing and Negotiating Skills
	Successfully persuades, influences and/or negotiates with people.
	Uses a range of techniques to successfully persuade, influence and/or negotiate with others in a range of situations.


	* Confidently uses persuasion, influencing and/or negotiation techniques to influence others in difficult situations.


	* Uses high level persuasion, influencing and/or negotiation techniques in complex situations to achieve strategic objectives. 

	Problem Solving Skills
	Effectively identifies workable solutions.
	Takes responsibility for and produces a range of solutions to problems.
	* Uses creativity and innovation to generate solutions for difficult issues. 

* Identifies possible causes of problems and implements solutions to minimise future occurrence.


	* Scans, anticipates and plans preventative actions for cross-cutting, complex problems at a strategic level.



	Project Working Skills
	Assists with the organisation, planning and delivery of projects.
	Takes responsibility for specific aspects of a project.
	Manages the delivery of projects using appropriate project planning techniques.


	Oversees the delivery of strategic projects, reviewing and making amendments as necessary.



	Resilience
	Manages pressure effectively and copes well with setbacks.
	* Works productively in a pressurised environment.

* Acts calmly and recovers quickly from setbacks.
	* Works productively in a pressurised environment and supports others to do so.

* Acts calmly during difficult circumstances and recovers quickly from setbacks.


	* Effectively copes with conflicting and complex demands.

* Able to achieve objectives despite complex setbacks and challenges.

	Written Communication Skills
	* Communicates effectively in writing, using existing documents, formats and styles.

* Completes accurate written records.
	Communicates effectively in writing to produce documents in a range of formats and styles to suit a range of audiences.
	* Presents/records difficult information in an accessible format suitable for a varied audience.

* Reviews and measures the effectiveness of existing communication


	* Presents/records high level, complex information in an accessible format.

* Develops methods and systems for written communication.

	Risk Management Skills


	Able to conduct informal risk assessments.
	Able to conduct formal risk assessments within area of responsibility.
	Responsible for risk management within Service Area.
	Responsible for strategic risk management.


	SKILL
	DEFINITION

	Active Listening Skills
	Able to listen and understand a person speaking using questioning and appropriate reactions.

	Advocacy Skills
	Able to speak up for and/or act on behalf of another person, issue or idea.

	Audio Typing Skills
	Able to accurately prepare text from recorded audio instructions.

	Bid Writing Skills
	Able to prepare bids to successfully secure external funding.



	Business Planning Skills
	Able to create, implement, monitor and review a business plan.

	Chair Meetings
	Able to lead meetings in order to achieve their objectives.



	Coaching and Mentoring Skills
	Able to effectively provide information, advice and guidance to develop others.

	Commissioning Skills


	Able to work collaboratively, anticipating future needs to get the best possible services for local people.

	Copy Writing Skills
	Able to produce text to appear in various media formats.



	Filing Skills


	* Able to store, retrieve and archive information.

* Able to set up filing systems.

	ICT Skills


	Basic/Intermediate/Advanced ICT Skills (followed by specific packages)

	Investigative Skills
	An investigative nature with the ability to draw information from a variety of sources, dissect and draw appropriate conclusions.

	Keyboard/Typing skills
	Able to use a keyboard with speed and accuracy.



	Managing Challenging Behaviour (Verbal and/or Physical)
	Able to prevent and/or manage challenging behaviour. Takes constructive action to prevent triggers occurring and minimise identified behaviour. Acts in a manner which is likely to promote calm and reassurance.

	Minute Taking skills
	* Able to produce a representative record of meeting discussion and actions.

* Able to produce accurate verbatim written records for a meeting that can stand up to scrutiny and are fit for purpose in a court of law.

	Numeracy/Data Gathering Skills
	Able to analyse, organise and present numerical data.



	Research Skills
	Able to obtain and present information from a variety of sources.

	Shorthand Skills
	Able to use and prepare text from shorthand.



	Site Management Skills


	Able to supervise work, developing and enforcing a work plan and reporting on developments.

	Stock Control Skills
	Able to manage stock in order to meet business objectives.



	Training Skills 
	Able to train and develop others, including training design and delivery.


