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About your report

Thank you for completing the Career Competency Indicator (CCI). This report contains the results of your 
assessment. These results can be used to support the development of skills you need to self manage 
your own career and ensure you are !exible, adaptable and fully career competent. 

Your CCI report was designed to: 

• Enable you to focus on your career aspirations and expectations

• Inform your decisions about your ability to achieve the necessary skill level required in your  
desired role

• Enable you to assess your strengths and development needs

• Establish individual training and development needs

• Provide you with valuable information for developing a realistic and timed development plan

• Empower you to take control of your career 

What is included in your report

This feedback report gives you:

• A detailed analysis of your results 

• Development suggestions for you

• A template for your development plan.  

The next section provides you with a brief explanation of each of the seven career competencies. They are 
not presented in any particular order; all are as important as each other. Before reviewing your results, you 
should take a few moments to familiarise yourself with these competencies. 

*Remember, the CCI assumes that you have some basic work experience in a speci"c "eld or occupation.  
We recommend the equivalent of at least 2 months full or part time which can include volunteer work,  
internships and sandwich years; it does not include educational work experience o#ered as part of the  
National Curriculum.  

If you are not currently employed and have based your responses on your previous organisation, then any 
reference in this report to ‘organisation’ refers to any potential future organisation you might work for. 



Competency definitions

Feedback seeking and self presentation
• Describes an individual’s active engagement with others with the aim to support their 

personal career development

• Looks at the extent to which individuals present themselves and their work to others and the 
extent to which they invite feedback from others

Job Related Performance Effectiveness
• Describes the extent to which individuals fulfil the responsibilities specified in their job 

description as well as the duties required by their role

• Refers to an individual’s ability to meet deadlines and to deliver high quality work

Goal Setting and Career Planning
• Looks at how clear individuals are about their career goals

• Looks at the extent to which individuals are aware of what they need to do to achieve their 
career goals

Self knowledge
• Refers to the extent to which individuals know their strengths and weaknesses

• Looks at an individual’s awareness of personal interests and values 

Career guidance and networking
• Describes the extent to which individuals establish relationships with others who are able to sup-

port them with their career development

• Describes to what extent individuals are seeking guidance from their supervisor or others on 
career-related issues

Knowledge of (office) politics
• Gives an account of the extent to which individuals can identify the people who are most 

influential at work

• Refers to an individual’s understanding of the motivation behind other people’s actions and 
their skill to influence people at work

Career related skills
• Looks at an individual’s investment into the development of skills and expertise

• Describes how far they are engaged in the expansion of a work-related knowledge base that 
may be needed in future positions and that makes them distinctive



Your Results

The graph below shows your scores on each of the career competencies. From this it is easy to see which 
competencies could be described as your strengths and which competencies need some development. 
The next section considers what your scores on each of these competencies might mean for you. 

How to interpret your graph: The traffic light system

An unbalanced development of these competencies is likely to result in unsatisfactory  
career development so...

➤ Focus on leveraging the competencies you are good at; these strengths can be utilised to help you 
develop further career related skills

➤ Work on developing your skills and abilities in the areas on which you have the LOWEST scores; these 
are the best areas for you to begin your career development process

Look at the red coloured bars; these indicate the areas to target 
for your development plan

Look at the amber coloured bars; these are your average scoring 
competencies

Look at the green coloured bars; these are competencies that you 
have already developed
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Competencies you are best at

Self knowledge (4.00)

You are likely to have a great awareness of yourself, your values and your interests

You are likely to know what kind of jobs and tasks you enjoy and where your strengths and weaknesses lie

Knowledge of office politics (4.00)

You are likely to be very aware of the office politics at work

You are likely to have a good understanding of the motives behind other people’s actions

You are likely to use your interpersonal skills to influence others at work

You tend to know the most influential people at work as well as who is important for getting the work done

Your strengths:

The following pages detail for you what you are best at and how we have determined what you are best at through
your questionnaire. It also details the skills, abilities and knowledge expected to underlie these competencies. This
information can increase your self-knowledge and may come in useful for interviews and C.V writing. Remember,
these are the competencies you perform best at and you may not possess all of the skills and abilities that
underlie each competency. Depending on your score and the way that your score is broken down there may still
be room for development so please consider this carefully.

Don't forget you can utilise your strengths to help you
develop further career related skills!



Self knowledge

This competency describes your level of self awareness. It refers to the extent to which you know your strengths
and your weaknesses as well as the things you can and cannot do so well. Self-knowledge also looks at your
awareness of personal interests and values. It describes how well you know what features of a job are important
to you and what tasks and projects are of particular interest to you.

What skills, abilities and knowledge underlie this competency
Knowledge of own strengths and weaknesses

Knowledge and ability to assess own strengths and weaknesses

Openness for feedback

Knowledge of job features

Self-reflection, i.e. ability to assess own work performance

Knowledge of personal motivators, values and interests

How your score is broken down
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Knowledge of office politics

This competency looks at your awareness and knowledge of the influencing structure in an organisation. It gives
an account of the extent to which you can identify the people who are most influential as well as those who are
important for getting the work done. It also refers to your understanding of the motivation behind other people's
actions and your skill to influence people at work.

What skills, abilities and knowledge underlie this competency
Knowledge of organisational structure and hierarchies

Knowledge of organisational culture

Knowledge of role individuals play in an organisation

Interpersonal skills, i.e. awareness of other people and their values, interests etc.

Knowledge of and skill to perform in accordance with organisational etiquette

Knowledge of communication channels and ability to use them

How your score is broken down
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Competencies for development

Job related performance effectiveness (2.20)

You may not perform the activities that are expected from you as part of your job

You might fail to fulfil the responsibilities specified in your job description and the duties required by your role

You might have problems meeting deadlines or the quality standards required

Career Guidance and Networking (2.50)

You tend to rely on yourself with regard to career development

You are unlikely to consult with higher level managers or other people at work on career related issues

You are unlikely to establish social networks within your organisation

Development suggestions:

The competencies above are the areas on which you have the lowest score. However, depending on your score
and the way that your score is broken down you may not lack the skills and abilities that underlie each
competency to any great extent, so please consider this when interpreting your results. The competencies for
development are listed again on the following pages, along with suggestions for your development plan. The
suggestions for development are not exhaustive and will also depend to some extent on your personal
circumstances as well as the opportunities available to you.



Job related performance effectiveness

This competency looks at how you perceive your performance in your job. It describes the extent to which you fulfil
the responsibilities specified in your job description. This also involves your fulfilment of the duties required by
your role and your performance in the activities as listed in the competency framework. Furthermore, job
performance also refers to your ability to meet deadlines and to deliver high quality work.

What skills, abilities and knowledge underlie this competency
Knowledge of job profile and competencies required by the role
Awareness of responsibilities / personal responsibilities
Ability to delegate; this is only relevant to management roles
Knowledge of job processes and procedures
Skills and ability to perform role
Time management skills
Knowledge of quality standards required
Knowledge of National Occupational Standards for role if available

How your score is broken down
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What you can do to improve this competency:
Gain on the job training
Seek mentoring/coaching by experienced
people
Management development course if
appropriate

Time management course
Seek information on performance targets

Remember this is self rated job performance. Arrange a meeting with
someone who has assessed your performance at work or someone
who has worked with you; discover how they view you at work.



Career Guidance and Networking

This competency relates to the relationship side of career development. It describes the extent to which you are
inclusive and establish relationships with others who are able to support you with your career development. It
looks at behaviours such as introducing yourself to individuals who can influence your career and keeping in
contact with people who hold important positions.

This networking aspect is hereby not restricted to individuals and groups inside an organisation but also includes
external sources and contacts. Furthermore, this competency describes how far you seek guidance from
supervisors or others on career-related issues.

What skills, abilities and knowledge underlie this competency
Communication skills
Interpersonal skills and ability to successfully interact with others, including "self awareness"
Knowledge of how to build rapport
Knowledge of individuals who might be able to influence your career and who could provide career guidance
Awareness of organisational structures and processes
Self confidence
Knowledge of how best to keep in touch with individuals
Knowledge of organisational etiquette
Strategic thinking and planning

How your score is broken down
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What you can do to improve this competency:
Communication training
Mentoring programme
Networking courses

Build self-confidence / self-esteem
Career planning with career guidance
specialist



Your development Plan

Goal setting and development planning can be especially helpful in advancing your career. Individuals 
who set career goals and have a strategy for achieving those goals report higher remuneration,  
advancement and career satisfaction than those who do not plan their careers. 

The purpose of your individual development plan is to help you identify areas for development, select 
activities and resources needed to help you achieve your goals, commit to a time scale within which 
your goals can be achieved and to re�ect on what worked, what didn’t work and why. 

When setting goals and development activities make sure they are    SMART.       This stands for:

    S Specific

    M Measureable

    A Achievable

    R Realistic

    T Time bound

Instructions

You are now ready to �ll in your personal development plan. When �lling in your development 
plan you need to consider the following:

• The competency area(s) identi�ed by the CCI

• Speci�c development activities, i.e. what speci�c methods will you use to develop this  
career competency?

• Resources, i.e. what resources do you need to engage in the development activities you  
outlined, who is involved, who can help you in your development?

• Date for completion, i.e. by when?

• Outcome, i.e. how have you succeeded in achieving your goal, adapting your behaviour  
or learning a new skill? What worked, what didn’t work and why?

If you need help writing your development plan, ask your tutor, career coordinator or a careers advisor to help 
you. Career advisers are trained professionals who can help you in every stage of your career development.

FIXED
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Where to get support

If you attend college or University your careers adviser should be your first step when looking for careers 
advice. If you are a young person who is not in education contact an adviser in your local Youth Support or 
Support, Guidance and Skills Centre (formerly Connexions). 

You could also talk to:

• Your tutor, teachers, career coordinator, head of sixth form or learning provider

• Prospective teachers and/or trainers if you are moving on

• Family and friends – it can be useful to seek advice from those who know you best

Course information

The Open University provides university education to those wishing to 
pursue higher education on a part-time and/or distance learning basis. 
They offer around 600 courses including general management skills and 
interpersonal communication at work. Visit www.open.ac.uk

Learndirect operates a network of more than 750 online learning centres 
in England and Wales. They offer around 630 different courses covering a 
range of subjects, including time management and delegation and giving 
and receiving feedback. Visit www.learndirect.co.uk

YMCA are a national charity working from dedicated locations and employer 
premises throughout England to transform the lives of young people and 
adults through work related training and employment support. 
Visit www.ymcatraining.org.uk

Resources

You can also find information about careers and career development at:

The Life Coach Directory provides a huge coaching support network, enabling 
visitors to find a coach close to them and appropriate for their needs.
Visit www.lifecoach-directory.org.uk

Careersbox is the national careers film library, a free careers resource 
showing real people doing real jobs. It is also home to Careers Mail, a free 
careers email newsletter subscribed to by over 7,000 career teachers and 
professionals. Careersbox and Careers Mail are endorsed by Career Mark – 
the mark of quality for career guidance. Visit www.careersbox.co.uk

The National Careers Service is a publicly funded service providing 
information, advice and guidance to help people make decisions on learning, 
training and work opportunities. 
Visit www.nationalcareersservice.direct.gov.uk/Pages/Home.aspx 

What next.. ? 
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