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INTR O D U C TI O N General: Executive Selection 4/15/2003

Confidentiality

Because of the nature of appraisal information and the dangers of its misuse, this report must be kept confidential
and its contents restricted to those who have direct responsibility for decision making. This Selection Report
should not be shown to or discussed with the candidate. The ASSESS Devel opmental Report has been designed
for this purpose.

How To Use This Report

e Since everyone has strengths and weaknesses, special caution must be exercised to view thisreport asa
whole. Be careful not to overemphasize specific statements, but rather consider this person's overall
suitability for a particular position in your organizational environment.

e Many of the characteristics described in this report could be assetsin some circumstances and liabilitiesin
others. You will notice that a characteristic may appear as a strength in relation to one competency, but a
weakness when considered in relation to another competency.

e Thereport does not take into account the candidate's background, training, or technical skills or
experience. Therefore, the results do not measure personal effectiveness or the quality of job performance;
rather, they describe characteristics that (along with these other factors) may influence job performance. To
minimize the chances of erroneous decisions, the contents of this report should be combined with
information from other sources (for example; interview impressions, references, work experience, job
competence, work habits, background, etc.) to gain a complete picture of this person.

e Over time, people and organizations change. If several years have passed since the date of this report, it
may be valuable to reassess the candidate. Remember, this person was evaluated at a particular age, stage
of development, level of experience, etc. With the passage of time, the characteristics measured by
ASSESS may have changed.

Interpretation Assistance

ASSESS is acomputerized expert system that interprets test scores and writes reports for our clients in the same
manner that Bigby, Havis & Associates psychologists would. The reports are designed to be read by managers
without regular assistance from a professional. Occasionally, however, you may need additional interpretation
assistance. See the ASSESS coordinator for your organization to make arrangements.

Feedback to the Individual

Developmental Report: In addition to the Selection Report, a Developmental report is available. It is designed to
be given directly to the individual and provides constructive feedback on test results, specific developmental
suggestions, and a guide for writing a personalized developmental plan.
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C O MPETEN C Y O VERVIEW General: Executive Selection 4/15/2003

Y our company has identified a set of competenciesimportant to job success.

Competency in an areais the result of many factors working together, which include innate characteristics
(natural ability, personality) and learned characteristics (knowledge, experience and skills) asis presented in the
following chart. People who have the right competencies or who have a good potential for developing these
competencies will be able to do the right things (behaviors) to produce the desired results (effective outcomes).

The ASSESS system has evaluated this candidate's work related personality and abilities (if ability tests were
administered) in relation to the Competency Model described on the following pages.

The following report provides detailed results and judgments about how these innate characteristics may facilitate
or hinder the display or development of the desired competencies and, ultimately, job effectiveness. Also
provided is a competency-oriented interview protocol to use to evaluate the skills, knowledge and other learned
characteristics important to this job, as well as a general model for making a good decision from all sources of
information.

INNATE LEARNED
Natural Ability / Personal Knowledge / Skills / Learned
Potential Characteristics Experience Abilities
[ [ N
[ ] [
|
J
COMPETENCIES
Q9
9
O
BEHAVIORS
O

EFFECTIVE OUTCOMES
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ABILITY R E S ULT S General: Executive Selection 4/15/2003

Since abilities can impact most competencies, they are reported separately here.

The following results are based on the candidate's performance on standardized ability tests. They are presented as
percentile comparisons to professional norms (people who, for the most part, have an education at or beyond the
college undergraduate level) and to general population norms (people who, for the most part, have a high school
education).

With afew exceptions, if this person is being considered for a position normally requiring a college degree, you
should pay most attention to the professional norm group comparisons. However, if the candidate has limited
formal education or if a college degree is not required, the general population comparisons may be more

appropriate.
The candidate completed the following ability test(s):

Intellectual Ability Scores Compared to:

General Population Norms: 0% | | | 100%

Critical Thinking 3

Abstract Reasoning i

Professional Norms:
Critical Thinking —_—

Abstract Reasoning 2

Comments: Her critical thinking abilities appear to be as good as the typical professional and better than the
average person. She should be able to understand most complex written problems, evaluate the
relative merits of various interpretations of the information presented, and come to sound
conclusions.

She should have little difficulty solving problems that involve complex, abstract information. She
should also be quick to grasp new ideas and solve problems that are outside her usual experience.
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General: Executive

Visioning

In-Depth Problem Solving And
Analysis

Championing Change

Driving For Results

Influencing And Persuading

Managing Others

Organizational Savvy

Business Acumen*

Integrity*

Courage Of Convictions*

Presentation Skills*

Continuous Learning*

Identifying long-term goals and championing the implementation of different or
alternative ideas.

Solving difficult problems through careful and systematic evaluation of
information, possible alternatives and consequences.

Taking action to support and implement change initiatives effectively.
Challenging, pushing the organization and themselves to excel and achieve.
Convincing others to adopt a course of action.

Directing and leading others to accomplish organizational goals and objectives.

Recognizing and understanding organizational politics and working within
organizational dynamics to accomplish objectives.

Understanding general business and financial concepts, understanding the
company's business, and using both general and specific knowledge to be
effective.

Upholding a high standard of fairness and ethics in everyday words and
actions.

Having the personal courage to address difficult issues in the face of potential
opposition.

Having the skills to effectively communicate to an audience in a formal setting.
Striving to expand knowledge and refine skills through education and training.

Inspiring others to develop and refine knowledge and skills relevant to their
work.

*Competencies not strongly impacted by the personality characteristics measured by ASSESS. Development feedback and suggestions
may be obtained for these competencies using the Assess 360 system.
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PER S O NALITY DETAIL General: Executive Selection 4/15/2003

Reading The Competency Graphs:

e For each personality characteristic, adistribution of possible scores (from lessto more) isdisplayed in
deciles (1-10% = 1st decile, 11-20% = 2nd decile, etc.) using ten graph blocks.

e Thisdistribution is based on a professional norm group of approximately 40,000 respondents.

e The candidate's score on each personality characteristic is represented by the graphic character 2 .

e Overlaid on the normative distribution, the colors and shading on the graph represent desirable and
undesirable ranges on each characteristic for a particular competency.

e Rangesin which a characteristic may hinder are marked with least shading ( Q ).
e Rangesin which a characteristic may be a potential concern are marked in intermediate shading ( D )

e Rangesin which a characteristic may help are marked with most shading ( E ).

e You will notice from the pattern of shadings that low scores are not necessarily bad and high scores are not
necessarily good.

e Also notice that the Helps and Hinders ranges for a characteristic may differ by competency. For example,
ahigher level of assertiveness may be more desirable for one competency than another.
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Visioning

Identifying long-term goals and
championing the
implementation of different or
alternative ideas.

Comments:

Serious-Minded, Restrained |:| E E E E E E |:| Q
pseriveness e e =] =) 5 5 ) ) )
Self-Reliance Q Q |:| E E E E @ E E

Personality Implications for
Visioning

Reflective QQDDEE@EEE
reaisic |l =] S H EE EE A

worcrece L QI EEEEEEE

Helps

e Asaresult of her reflective style, sheislikely to
view issues from multiple perspectives. She should be
capable of thinking broadly and considering long-term
issues when setting goals and the direction of her

group.

e Her assertive nature should be useful when
championing new ideas or a change of direction. Her
interpersonal forcefulness should help her to build the
organizational support or buy-in to transform ideas
into action.

e Her salf-reliant style will help her to show initiative
in championing her (and others') ideas and vision.

https://www.bigby.com/systems/assessv?2/System/Reports/ CompSel Rep.asp

Hinders

e Her overly redlistic nature may be a hindrance. Her
approach will likely lack originality and innovation.

e Sheisimpulsive by nature. She will commit too
quickly to an idea or direction without proper
consideration.

e Her slow work pace may hinder her ability to
generate and champion ideas.
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P E R S O N A L | T Y D E T A | L General: Executive Selection 4/15/2003

In-Depth Pr‘?blem Solving Personality Implications for
And Analysis In-Depth Problem Solving And Analysis

ihrough careful and sysaatic retecive bl bl | S E B EEE
eval gation of infqr mation, Realistic Q |:| E E E E E E |:| |§|
conszqinces. e IS EEESE@E

Serious-Minded, Restrained D D E E E E E D Q

Comments:

Helps Hinders

e Her reflective style will lead her to delve below the e Highly practical and pragmatic in her thinking,
surface when analyzing situations. This should help when faced with problems that require a novel

her to recognize important subtleties and better approach she may have difficulty putting aside past
understand underlying issues. solutions.

e Her fact-based orientation should lead her to e Unrestrained and impulsive by nature, she will
analyze data and objective information before drawing  probably not be as cautious as desired for this
conclusions. competency. Sheislikely to draw conclusions or make

decisions without sufficient deliberation.

Her tendency to be impulsive and unrestrained may reduce the value of her reflective nature. At times, she may
decide or act without fully considering the underlying issues.
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Personality Implications for

N Ch ioning Ch
Championing Change amproning ~hange

Taking action to support and Assertiveness Q Q Q D E E E E E @
Qim.changeinitiatives Work Pace QDDEEEEEE
Frustration Tolerance Q Q |:| @ E E E E E E
reaisic [ || EE EEE L@

Serious-Minded, Restrained @ D E E E E E E |:| Q

Comments:

Helps Hinders

e Her assertive style should help her to lead change e Her slow work pace will inhibit her ability to
efforts. She should be capable of influencing and energize herself and others during a change effort.
persuading people to adopt new courses of action.

e Her very pragmatic orientation may lead to an
e She should remain positive and resilient even under  overreliance on how things have been done in the past.
difficult circumstances. She may not be flexible and open-minded to new
approaches or ideas.

e Because of her low level of restraint, she may have
atendency to react too quickly. She may adopt or
reject ideas without full consideration.
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Driving For Results

Challenging, pushing the
organization and themselves to
excel and achieve.

Comments:

Frustration Tolerance Q |:| |:| @ E E E E E E

Personality Implications for
Driving For Results

Assertveness ol =] =] 5 ] I
Self-Reliance QDDDEEE@EE
workpece [ @ EEEEE
reaistc b =] 1| S EE EEE S
ralon-roueh L (D] D E EEEEE

Helps

e Assertive and forceful, she should be able to
challenge or push people to attain results.

e Highly self-reliant, she should be comfortable
establishing goals and taking personal responsibility
for their achievement with little support or direction
from others.

e Practical and pragmatic by nature, she should

emphasi ze tangible results and immediate outcomes.

e Asresilient asmost people, she should be able to
persist despite frustration in most situations.

Hinders

e Her slow work pace may interfere with her ability to
achieve high levels of personal work output and inhibit
her ability to inspire high effort levelsin others.

e Her leve of follow-through may be lower than is
desired. Sometimes she may not carry projects through
to completion.

The combination of her high self-reliance but low follow-through may lead her to take on more than she will

actually accomplish.
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P E R S O N A L | T Y D E T A | L General: Executive Selection 4/15/2003

Personality Implications for

Influencing And , ,
Influencing And Persuading

Persuading

Convincing o_thers to adopt a Assertiveness Q Q D D E E E E E @
course of action. Sociability Q Q |:| E E E E @ E E
worrace L (@ EEEEEE

Comments:

Helps Hinders

e Her high level of socia comfort (sociability) should e Highly assertive, she may be too forceful in

alow her to interact smoothly with most people. She promoting her point of view. At these times, people

should be able to build rapport in persuasive situations.  may resist what they perceive as an overly aggressive
approach.

e Her low energy level (work pace) may hinder her
ability to actively generate the enthusiasm needed to
persuade others.

While the above dimensions can address part of what is needed to effectively persuade or influence others,
ASSESS cannot evaluate her oral communication ability nor the quality of her arguments. Please take special
care to evaluate these issuesin the interview.
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P E R S O N A L | T Y D E T A | L General: Executive Selection 4/15/2003

Personality Implications for
Managing Others

Managing Others Assertiveness QQDDEEEEE@
Directi r;g sﬁnd Iea(jing otglerstoI Positive about People Q @ |:| E E E E E E D
Zrc](éo(rjrgﬁ)éctivlg.yanlzatlon goals nesd 1o be Liked (] (@ I E B EEE R L]
sociaviiy L [ -] | EE I B
worrece [ [@IL | EEEEEEE
seirreliance [ [ [ | E EEE L
oninisn Ll b || LB S E EEEE

Comments:

Helps Hinders

o Naturaly assertive, she will enjoy the leadership e She can be skeptical in her view of people. At times,

role. She should be capable of being forceful and this may lead her to be critical and faultfinding rather

directive when necessary. than positive and constructive in her interactions with
subordinates.

e Socialy outgoing, she should be comfortable

interacting with her subordinates on a personal level. e Her needto beliked islow for amanagerial role. At
times, she may be unnecessarily disagreeable and may

o Self-reliant, but not excessively so, she should be have difficulty fostering a cooperative work

willing to do the work herself or allow subordinatesto ~ environment among those she manages.
participate, as appropriate for the situation.
e Her work pace may be slower than is desired for a
e Her generally optimistic outlook should have a management role. She may not be able to consistently
positive impact on the morale of her group. exert the level of personal effort needed to effectively
manage people.

The combination of her assertive style and slow work pace may result in her being perceived as more "talk" than
"do" by those she leads.

The combination of her high assertiveness and low need to be liked suggests a very competitive nature. While this
could help drive her group to high levels of achievement, it could also lead to unnecessary conflict and detract
from group morale if not properly controlled.

https://www.bigby.com/systems/assessv?2/System/Reports/ CompSel Rep.asp 5/18/2006
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PERSONALITY DETAIL

Personality Implications for
Organizational Savvy

rssenveness [l bl = | EE EEE S
need o be Liked b (B =] | EEEEEE
Insight QQDDEE@EEE

Organizational Savvy

Recognizing and under standing
organizational politics and
working within organizational
dynamics to accomplish

objectives. Sociability Q D D D E E E @ E E
Self-Control Q D D E E E E E E
Criticism Tolerance Q D D E E E E E E

Helps | Hinders

e Her high level of assertiveness suggests self-
confidence. This should assist her to build
relationships with powerful and influential people.

e Her moderately low concern for how sheis
perceived by people will occasionally interfere with
her ability to build aliances across organizational
boundaries. When this happens, she may not be as

e Her strong interest in understanding other people
should help her to recognize their motives and adapt
her approach to better influence them. She may be
more attuned to subtle social and political issues than
most.

e Herinterest in and comfort with the social aspects
of work should alow her to develop and maintain
contacts across the organization.

collaborative as would be desired.

e Her very low level of self-control islikely to be
problematic. Sheis likely to say or do things without
appropriate consideration of how she will be perceived
by others and by the organization as a whole. This may
limit her ability to gain the respect of important and
influential people.

e Her sensitivity to criticism may hinder her ability to
interact with powerful or difficult people. Especialy in
contentious circumstances, she may overpersonalize
the issues and become defensive.

While the dimensions addressed above by ASSESS are good indicators of the personality factors that will
influence the effective display of this competency, perhaps the most important issues involve the understanding of
the political and social environment of the organization. Please take special care to address these issues during

the interview.

https://www.bigby.com/systems/assessv?2/System/Reports/ CompSel Rep.asp
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

The following structured interview will guide you through a series of behaviorally based questions to help you
better evaluate this candidate's ability to display each competency. It also provides additional interview
suggestions based on this candidate's personality results. Take notes in the space provided and record your
summary rating for each competency area.

For additional, more detailed information on conducting good behavior-based interviews, please visit the ASSESS
managers resource website at www.bigby.com/systems/assessv2/resources/manager.

Interview Date:

Before the Interview

Review the Competency Model definitions and representative behaviors.
Review the candidate's resume and be familiar with his/her background and experience.
Review the candidate's ASSESS results.

Review the interview questions and additional personality probes.

During the interview, remember to:

Use open-ended questions

Ask probing follow-up questions

Focus on specific examples and behaviors

Postpone judgment: don't rely on your first impression

https://www.bigby.com/systems/assessv?2/System/Reports/ CompSel Rep.asp 5/18/2006
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

BACKGROUND & HISTORY

Start the interview by discussing the details of the candidate's educational and work history.

Walk methrough your educational background.

Listen and probe for accomplishments, grades, how he/she chose college/major, classes he/she liked or disliked,
involvement in outside activities, work experience during school, etc., and probe for how they relate to the job.

Walk me through your work history.

Listen and probe for milestones, accomplishments, relationships with co-workers and supervisors, tasks he/she
liked or disliked, work environments he/she liked or disliked, reasons for leaving each job, etc. and probe for how
prior experience has prepared him/her for thisjob.

NOTES:

Suggested transition to competency-oriented interview questions: "I'm now going to ask you to describe some
specific situations from your past experience. For each, tell me about the situation itself, what you did
specifically, and the results or outcome of your actions."

https://www.bigby.com/systems/assessv?2/System/Reports/ CompSel Rep.asp 5/18/2006
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

Visioning:

e Tell meabout atime when you wereinvolved in setting the long-term goals and direction for your group
(or division, company). What was your approach? What types of things did you consider?

e Describe atime when you felt it was important for your group (department or company) to change
direction and thinking, and you personally championed this change. What did you do? Were you
successful? Why or why not?

Additional special probes based on ASSESSresults:
e Give me some examples of your most innovative businessideas. (Listen for creativity.)
e Describe afew situations in which you made a quick decision about a change of direction for your group

that you later regretted. What were the circumstances? (Listen for atendency to commit too quickly to an
idea or direction.)

e Tell meabout atime when you had to quickly implement a new approach or strategy in your group
(department, company). How did you manage to do this while maintaining your normal workload? (Listen
to seeif the candidate had the energy to do both or if one suffered at the expense of the other.)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)

https://www.bigby.com/systems/assessv?2/System/Reports/ CompSel Rep.asp 5/18/2006
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

In-Depth Problem Solving And Analysis:

e Tell meabout two complex and difficult work problems you have faced. What were the circumstances?
What steps did you take to solve the problems? What analyses did you make? How did you make your
final decisions? What were the outcomes of your decisions?

Additional special probes based on ASSESS resullts:

e Tell meabout acomplex problem you recently faced in an areain which you did not have prior experience.
How did you find a solution? (Listen for an ability to look for new and different approaches rather then
simply modifying or using current practices.)

e Describe a situation where you were too quick to draw a conclusion in your problem analysis. What were
the circumstances and the result? (Listen for atendency to find a quick solution.)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

Championing Change:

e Tell meabout two situationsin which you took personal responsibility for ensuring that an important
change occurred in your organization. What was the issue? What did you do? What was the outcome?
What would you do differently next time?

Additional special probes based on ASSESS resullts:
e Describe the challenges you faced when implementing a change initiative quickly. In what time frame did
you accomplish this? (Does the candidate have the energy necessary to successfully champion an
initiative?)

e Tell meabout atime when you felt it was better to continue with away of doing something rather than
championing a new approach. (Is there a stubborn resistance to trying new things?)

e Tell meabout atime when you committed to a change effort but realized afterwards that it was the wrong
thing to do. What did you not anticipate? (Listen for atendency to adopt changes without careful
consideration.)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

Driving For Results:

e Describe atime when your group set and met an aggressive goal. What types of obstacles did you face?
How did you overcome them?

e Describe atime when your group failed to meet an aggressive goal. Why did this happen?
Additional special probes based on ASSESSresults:

e Tell meabout one of your projects that had an aggressive deadline for completion. How did you get it
done? (Listen for an ability to accomplish things quickly.)

e Describe two situations in which you were unable to thoroughly complete a project. What happened?
Why? (Listen for an ability to follow-through on commitments.)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)

https://www.bigby.com/systems/assessv?2/System/Reports/ CompSel Rep.asp 5/18/2006
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

Influencing And Persuading:

e Tell meabout arecent work situation in which you were able to convince a group of peopleto do
something that they did not want to do. How did you do this? What would you do differently next time?

e Tell meabout arecent work experience in which you tried to persuade someone of something and failed.
What was the situation? What did you do? What would you do differently next time?

Additional special probes based on ASSESSresults:

e Describe atime when you tried to convince your boss to do something he or she did not want to do. What
did you do? What was the result? (Listen for atendency to be too forceful or pushy.)

e Tell meabout atime when you needed to really excite people about your ideas in order to persuade them.
How did you do it? Tell me about a time when you failed to generate enthusiasm. (Does the candidate have
the energy to generate enthusiasm, and will he/she do the work to convince others?)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

Managing Others:

e (If not previously covered) Give me a history of your management experience. For each step along the
way, tell me what your group did, how many people you managed and how you assigned work and
organized the group to get the job done.

e Tell me how goals were set for the group and each of the individualsin the group for these situations? How
did you manage people to achieve these goals?

e How do you discipline and reward people who work for you? Give me specific examples of baoth.
Additional special probes based on ASSESSresullts:

e Tell meabout your poorest performing subordinates. Why do you think they struggle? What have you done
to improve their performance? (Listen for atendency to expect othersto fail.)

e Giveme severa examples of positive feedback you have given to subordinates recently. Examples of
negative feedback? What did you say? Why? (Was the negative feedback constructive or overly harsh?)

e Tell meabout atime when your group had atight deadline to meet and was successful. What did you do to
ensure the deadline was met? What about a time when your group missed the deadline? What did you do to
try to achieve the missed deadline? (Does the candidate have the energy level to set a good example and
energize the activities of others?)

e Describe a situation where you, or others, thought you pushed your group too hard. How did it affect the
group and their performance? L ooking back, would you change how you handled the situation? (Listen for
atendency to be overly competitive to the detriment of group morale.)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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INTERVIEW G UIDE General: Executive Selection 4/15/2003

Organizational Savvy:

e Giveme severa examples of important alliances and personal relationships you have developed across
organization boundariesin your previous jobs. Were you able to use them to advance or facilitate
important projects? Explain.

e Tell meabout atime when it was helpful to know the "politics" of your organization. How did this help
you? How did you get the information? What did you do with it?

Additional special probes based on ASSESSresults:

e Inyour experience, when do you find internal competition helps the organization move forward, and when
is collaboration better? Give me examples. (Will the candidate's competitive nature interfere with building
aliances?)

e Describe awork situation where you had to be very delicate in how you responded to a situation. Why was
it important to be so careful ? What happened? (Listen for an ability to exert enough self-discipline to
choose words and actions carefully.)

e Describe several situationsin which you were criticized unfairly by others outside your immediate work
group. What was said, by whom? What impact did it have on you? (Can the candidate remain effective
despite criticism?)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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Suzanne Example

INTERVIEW G UIDE General: Executive Selection 4/15/2003

Business Acumen*:

e What general business skills do you have? How much experience or education do you have in accounting,
finance and marketing? Please give examples.

e How much experience do you have in writing general business plans, capital and operating budgets, and
forecasting income and expenses? Please give examples and highlight your personal involvement.

e How much experience do you have in conducting formal performance reviews of subordinates, budgeting
for salary expenses and allocating annual raises and bonuses? Please give examples and highlight your
personal involvement.

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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Suzanne Example
General: Executive Selection 4/15/2003

INTERVIEW GUIDE

Integrity*:
e Describe for me an ethical business dilemmathat you have faced. What were the circumstances? What did
you do? Why?

e Tell meabout two situations in which you have seen others be unfair or dishonest. What happened? What
would you have done differently? Why?

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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Suzanne Example

INTERVIEW G UIDE General: Executive Selection 4/15/2003

Courage Of Convictions™:

e Tell meabout your values at work. What sorts of things are important to you about how you and others
behave and about how business should be conducted?

e Giveme several examples of business situationsin which you said or did things you thought were right
when others disagreed.

e Giveme severa examples of business situationsin which your work group initially opposed your ideas,
but you were able to change their point of view because of your tenacity.

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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Suzanne Example

INTERVIEW G UIDE General: Executive Selection 4/15/2003

Presentation Skills*:

e Describe the level of your experience making presentations to small and large audiences. What types of
presentations have you typically made? For what purpose?

e How would you evaluate your ability to make good presentations to small groups and to large groups?
What do you do well, and what do you do poorly?

e What type of training have you taken to prepare yourself to make good presentations?

o (If thiscompetency is extremely important to the position, we recommend the candidate be asked to make
aformal presentation to the selection committee to provide a sample of hisher skills.)

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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Suzanne Example

INTERVIEW G UIDE General: Executive Selection 4/15/2003

Continuous Learning*:

e (If not previously discussed earlier in the interview process) In broad terms, describe to me your
educational background. What degrees or coursework have you completed? At what stage(s) of your life?

e What additional formal and informal training have you completed? When?
e What new things have you learned in the last five years? What did you do to learn them? Why?

e What have you done recently to maintain or improve your skills or knowledge? What do you planto doin
the future? Why?

NOTES: (details of the situation, actions by the candidate, and the resulting outcomes)
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Suzanne Example

INTERVIEW GUIDE General: Executive Selection 4/15/2003

Closing the Interview

Y our goal isto bring the interview smoothly to a close.

Ensure that the candidate feels that he/she has been able to give you a complete and accurate picture of
him/herself.

Explain the next stepsin the process and timeframe as appropriate.

Thank the candidate for his’her time and close the interview.
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Suzanne Example

M A K | N G D E C | S | O N S General: Executive Selection 4/15/2003

Good selection decisions require careful consideration of al the available information (education, training,
experience, skills, abilities, personality, etc.) from as many different credible sources as possible (interviews,
reference checks, background checks, ASSESS results, etc.) against a clear specification of what is needed or
desired in the job.

Use the following chart to eval uate the candidate on each of the competencies of the Model. Carefully consider
each competency before making your overall judgement.

Very strong Strong Some evidence Strong Very strong
evidence evidence competency is evidence evidence
competency competency present competency is competency is
not present not present present present
Visioning 1 2 3 4 5
In-Depth Problem Solving And 1 2 8 4 5
Analysis
Championing Change 1 2 3 & 2
Driving For Results 1 2 3 d >
Influencing And Persuading 1 2 3 4 5
Managing Others 1 2 3 4 5
Organizational Savvy 1 2 3 4 5
Business Acumen* 1 2 3 d >
Integrity* 1 2 3 4 5
Courage Of Convictions* 1 2 3 4 5
Presentation Skills* 1 2 3 4 5
Continuous Learning* 1 2 3 d >
Very strong Strong Some evidence Strong Very strong
evidence evidence he/she will evidence evidence
he/she will not he/she will not perform he/she will he/she will
perform perform effectively on perform perform
effectively on effectively on the i og effectively on effectively on
the job the job ] the job the job
1 2 3 4 5

Overall Rating
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Suzanne Example
General: Executive Selection 4/15/2003

While the ASSESS Devel opment Report for this competency model provides detailed suggestions for helping this
person to manage potential problem areas, in this section of the Selection Report we provide afew additional
recommendations to help you to effectively manage this person. Each of the following management suggestions
identifies a potential problem areafor this candidate and recommends an approach to optimizing his/her
effectiveness on the job. For some suggestions, reference books and other resources are listed for additional

recommendations.

Low Serious-Minded Thinking

The quality of her analysis and decisions
could be improved by the devel opment of
more restraint.

This May Impact:

e Visioning

e In-Depth Problem Solving And Analysis
e Championing Change

Low Work Pace

Her slow or methodical work pace may
not be adequate in a fast-paced work
environment.

This May Impact:

e Visioning

Championing Change
Driving For Results
Influencing And Persuading

°
°
°
e Managing Others

Low Positive About People

She may be critical and faultfinding of
others. Her tendency to be negative could
hinder her work relationships.

This May Impact:
e Managing Others

Low Criticism Tolerance

She appears to be thin-skinned and prone
to taking negative feedback more
personally than it is intended.

This May Impact:
e Organizational Savvy
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Suggestions:

Encourage her to record her first thoughts or "instincts," then
have her return to them later and ask "tough” questions about
their usefulness. Suggest she play "devil's advocate" for herself to
critique her ideas or plans (and thereby improve them).
Encourage her to ask others to help generate alternatives and to
judge these against her first ideas. If necessary, require her to
obtain approval before launching new programs or initiatives.

Suggestions:

If this position demands high productivity in limited time frames,
sheislikely to need externa pacing, time deadlines and specific
work goalsto be effective.

Moativation and Goal Setting: How to Set and Achieve Goals and
Inspire Others (Motivation and Goal Setting) by Jim Cairo,
Career Press, 1998.

Moativation in the Workplace: Inspiring Mativation in the
Workplace by LydiaBanks, Amer Medialnc., 1997.

Suggestions:

Encourage her to develop realistic expectations for the
performance of others and, if she has supervisory or management
responsibilities, to recognize effort and reward accomplishments.
Training and development in areas such as positive performance
management would also be appropriate.

Suggestions:

In correcting her, her boss should make a specia effort to criticize
the behavior, not the person -- that is, correct her in a manner
where the focus is on observed behavior and where clear
suggestions for changes in behavior are provided. When possible,
give negative feedback in a manner that allows her to maintain
her self-esteem yet still calls for her to meet performance
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standards.

The Power of Positive Criticism by Hendrie Davis Weisinger,
AMACOM, 1999.

Low Self-Control Suggestions:

She appears to be expressive and may be | She should be encouraged to think before she speaks and to

excessively spontaneous in voicing her exercise more restraint in her actions.
opinions, ideas, etc.

Anger and Conflict in the Workplace: Spot the Signs, Avoid the
This May Impact: Traumaby Lynne McClure, Impact Publishing, 2000.

o Organizational Savvy

Additional Suggestions

For coaching resources and additional suggestions on how to best manage and develop this person, please visit the

ASSESS Manager's Website at www.bighby.com/systems/assessv2/manager.

In addition, developmental suggestions for this person can be obtained from the ASSESS Devel opmental Report.
This report is designed to provide constructive feedback and extensive devel opmental suggestions to the
individual assessed (books to read, coursesto take, developmental experiences or assignments to negotiate with
the boss, etc.). Y ou can use these devel opmental suggestions in coaching sessions to help the candidate capitalize
on key strengths and compensate for potential weaknesses. Check with your test administrator or Human
Resources representative to see how you may obtain a Developmental Report on thisindividual. The following
books are general resources that may be useful in coaching this person or other peoplein your organization.

Masterful Coaching: Extraordinary Results by Impacting People and the Way They Think and Work Together by
Robert Hargrove, Pfeiffer & Company, 1995.

Leader As Coach: Strategies for Coaching & Developing Others by David B. Peterson & Mary Dee Hicks,
Personnel Decisions International, 1996.

Action Coaching: How to L everage Individual Performance for Company Success by David L. Dotlich & Peter C.
Cairo, Jossey-Bass, 1999.

Results-Based | eadership by David Ulrich, Jack Zenger, & Norman Smallwood, Harvard Business School Press,
1999.

Leadership: The ASTD Trainers Sourcebook by Anne F. Coyle, McGraw-Hill, 1996.
Coaching for Improved Work Performance by Ferdinand Fournies, McGraw-Hill, 2000.
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Suzanne Example

General: Executive Selection 4/15/2003

Critical Thinking

Abstract Reasoning

Reflective

Structured

Serious-Minded, Restrained
Fact-Based

Realistic

Work Pace
Self-Reliance

Work Organization
Multi-Tasking
Follow-Through
Acceptance of Control
Frustration Tolerance
Need for Freedom
Need for Recognition

Detail Orientation

Assertiveness
Sociability

Need to be Liked
Positive about People
Insight

Optimism

Criticism Tolerance
Self-Control

Cultural Conformity

Positive Response Factor 1

Positive Response Factor 2
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Low

Low

Low need to probe
Avoids step-by-step
Quick to decide
Intuitive

Imaginative

Unhurried

With others

Dislikes structure, order
Routine, one task at a time
Low

Dislikes rules, controls
Sensitive

Low

Low

Dislikes details

Low

Shy or uninterested
Low

Skeptical, cautious
Does not analyze others
Pessimistic

Subjective, sensitive
Expressive

Low

Low

Low

o

e

Abilities
J

Thinking
9
9

Working

("]

Relating

("]

")

High

High

Thoughtful, philosophical
Logical, systematic
Serious, careful, cautious
Factual

No-nonsense, pragmatic

Active, busy

By self

Prefers structure, order
Multiple tasks, variety
High

Welcomes rules, controls
Resilient

High

High

Enjoys detailed work

High

Outgoing

High

Trusting, positive
Analyzes others
Positive, optimistic
Objective, thick-skinned
Reserved, careful

High

High
High
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