Promotion Candidates Decision Tool

What to Do
· Determine the approach to filling the position

· Collect background information

· Complete Decision Tool

· Select promotion candidate

Information You'll Need
· Determine if the applicant is qualified

· Determine needed skills and qualifications

· Collect information on current performance and qualifications 

· Compare employees’ experience and skills to requirements of the position

What to Document
These documents should be forwarded to the HRMD to be filed in the employee’s personnel folder (OPF):

· Completed promotion candidates decision tool

· Memo of explanation (if prepared)
Other Tools and Resources
· Manager's Guide to Compensation

· Frequently Asked Questions

· Automated Decision Support Tool
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Considerations
Definitions of Considerations
Comments / Assessment

Performance versus Higher Level Job Expectations
The employee’s past performance versus higher job level expectations (the performance appraisal, accomplishments, or major projects or programs completed). For employees from outside AXX under the pass/fail system, more detailed information will be needed.  Speak to other managers.


Impact on Organization Success
Degree to which the employee successfully completed the work activities or projects that contributed to or impacted the achievement of his/her organization’s or ARA’s objectives. 


Criticality of Skills 
Importance of the job’s skills and responsibilities to the organization’s and AXX’s success.


Growth and Development
Degree to which employee obtains new skills, updates current skills, or pursues professional development (i.e., professional association) important to his/her organization or AXX.


Other Job Related Criteria
Examples: Adaptability: employee works well under pressure, works well with fluctuating parameters.  Prudent Risk Taker: Employee makes decisions in her/his area of responsibility.  Job Specific Skills: experience in a specific program, i.e. expertise with VSCS, FAA communication systems, etc.  Team Skills: extent to which the employee demonstrates the skills necessary to be a successful team member.  Managers must have a good business justification for use of other job-related criteria.
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