




Shares learning and supports others

Values individual differences and diversity

Listens to, understands and recognises the needs ofothers

Develops positive relationships with team members;
actively participates in teamwork and group activities.

Builds and sustains relationships; liaises with team
members and clients.

Supports the contribution of others.

Understands and acts on constructive feedback

Congratulates people on achievements.

Recognises the value of individual differences and
understands that others may work in different ways.

Recognises that others have different views and
experiences.

Shares information with own leam and contributes to
team discussions; informs supervisor of work
progress.

Operates as an effective member of the team; works
closely with team members to achieve results.

Maintains an awareness of the personalities,
motivations and other diverse qualities of people;
treats people with respect and courtesy.

Tries to see things from the other person's
perspective.

Actively listens to colleagues and clients and reports
their needs to supervisor. supports team members in
achieving goals, especially during busy or difficult
working periods.

Responds under direction to changes in dient needs
and expectations; manages client expectations by
clarifying expectations and deadlines; keeps clients
informed on progress; provides courteous, prompt
and professional service 10 clients.

Identifies development opportunities for self and
shares learning with others.

Builds and sustains positive
relationships with team
members and clients.
Actively participates in
teamwork and activities.
Responds under direction to
changes in client needs and
expectations.

Identifies learning
opportunities. Supports the
contribution of others.
Understands and acts on
constructive feedback.

Actively listens to colleagues
and clients Shares
information and contributes
to team discussions. Works
closely with team members
to achieve results and
operates as an effective
team member.

Understands, values and
responds to different
personal slyles. Tries to see
things from different
perspectives. Treats people
with respect and courtesy.
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Demonstrates public setVlce profosslon,Usm ,ndprobity

Informs supervisor of issues impacting on the
achievement of designated tasks.

Stays calm in difficult situations and when dealing with
difficult people: does not become defensive when
faced with criticism.

Maintains an optimistic outlook and focuses on the
positives in difficult situations; supports apositive
working environment.

Works to achieve objectives.

Slays focused; works effectively in difficult
circumstances.

Takes responsibility for mistakes and learns from
them; acknowledges when in the wrong.

Takes personal responsibility for accurate completion
of work: knows who can provide assistance with the
achievement of goals and seeks help when required.

Gels on with the job at hand and applies self with
energy and drive; commits to meeting the objectives;
follows up to ensure that issues are finalised.

Seeks advice and assistance from colleagues and
supervisor when uncertain.

Uslens when own ideas are challenged.

Takes time 10 learn policies, regulations and standard
operating procedures, and understands why they
exist: complies with procedures, legislative, policy and
regulatory frameworks; maintains strict confidentiality
of information seen.

Makes decisions without favouritism or bias; places
the aims of the organisation above personal
ambitions.

Provides accurale advice to colleagues and clients on
less complex issues; makes sure thai all work is
checked and proofed.

Understands and applies the APS Values and Code
of Conduct, and consistenUy behaves in an honest,
ethical and professional way.

Treals people fai~y and equitably and is transparent
in dealings with them.

Works as directed to
achieve work objectives,
even in difficult
circumstances. Remains
positive and responds to
pressure in acalm manner.

Takes personal
responsibility for accurate
completion of work and
seeks assistance when
required. Commits energy
and drive to see that goals
are achieved.

Adopts aprincipled
approach and adheres to the
APS Values and Code of
Conduct. Acts professionally
at aU Urnes and operates
Ylithin the boundaries of
organisational processes
and legal and public policy
constraints.

Provides accurate advice on
less complex issues.
Acknowledges mistakes and
learns from them, and seeks
guidance and advice when
required.
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Demonst7ll1S ..Ifawanmess .nd I commitment to personaldelltlopmtnt

Seeks feedback from others. Is aware of the impact of ovm behaviour on others.
Understands areas of f--------'-----------
strengths and works with Seeks self-development opportunities; is willing 10
supervisor 10 identify learn new approaches and acquire new capabilities;
development needs. Is applies new knowledge in the workplace.
aware of the impact of own
behaviour on others. Seeks Develops an understanding of personal strengths and
self-development capabilities; works with supervisor 10 identify
opportunities. individual developmental requirements needed 10

complete assigned tasks.

Agrees ovm performance standards with supervisor;
seeks feedback on behaviour and work performance
from supervisor, and is responsive to guidance.

Seeks input from supervisor ...men assessing
performance; identifies strengths as well as
developmental requirements needed to complete
assigned tasks.
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Listens, understands and adapts to audience

Focuses on clear communication of key points.

Discusses issues 'Without getting personal or
aggressive.

Presents messages clearly; speaks al an appropriate
volume and pace.

Succinctly conveys information, structures written
communication so it is easy to folloW; uses correct
spelling and grammar.

Limits the use of jargon and abbreviations; explains
information using language appropriate for the
audience.

Listens to, considers and acknowledges differing
ideas.

Is aware of how own communication style affects
others.

Pays close attention 10 others when they are
speaking; checks own understanding of others'
comments by asking clarifying questions; checks to
ensure their 0""'" views have been understood.

Adapts communication style and approach to ensure
it addresses the needs of different people or
audiences.

Communicates messages
clearly and concisely.
Focuses on key points and
uses appropriate language.
Structures written and oral
communication so it is easy
to follow.

Negotiates persuasively

Adapts communication style
and approach to ensure they
address the needs of f----------------­
different people or
audiences. Listens carefully
to others and checks to
ensure their views have
been understood. Checks
own understanding of
others' commenls

Listens to, and considers
different ideas. Discusses
issues 'Without getting
personal or aggressive.
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