The Personal Qualities Framework (PQF) and Job Applications

A Quick Reference Guide to how the PQF should be used
Background

The PQF is a behavioural framework that defines the expected performance standards at each SOCA grade.

The PQF comprises four overarching Personal Qualities; Working with Others, Achieving Results, Leadership and Making a Difference.  These qualities are made up of a number of behaviours, of which there are ten.

	Personal Quality
	Behavioural Competencies

	Working with Others
	Communication, Teamwork & Partnership, Respect for Others

	Achieving Results
	Problem Solving, Personal Accountability

	Leadership
	Strategic Thinking, People Management, Negotiating & Influencing, 

	Making a Difference
	Innovation, Change


Each behaviour has four levels (A to D) with each level representing a greater degree of complexity and/or responsibility.  The level at which each behaviour must be displayed is defined for each SOCA Grade (please refer to Section 2.5 of PQF document)

Job Applications
As part of SOCA’s recruitment process, when applying for a new post (either on lateral transfer, or on promotion) you will be required to complete an application form; part of which will include demonstrating how you meet the behavioural requirements of the post, as outlined on the role profile.

How do I demonstrate that I meet the behavioural requirements of the post?

Section 2.3 of the PQF document provides a high-level definition of each of the four personal qualities and the ten behaviours.  This will provide you with a general understanding of the types of activities that each behaviour is intended to encompass.  

As previously mentioned, each behaviour has a total of four levels (with the exception of Respect for Others, which is set at Level A for all SOCA Grades).  In the appendices of the PQF document, you will find lists of positive behavioural indicators for each level of each behaviour.  These indicators are not an exhaustive list, but are designed to give a flavour of the types of activities/actions that would typically be expected at each level.
Hints and tips 
· Make a list of the work activities that you have undertaken over the past couple of years and review these against the definitions of each of the behavioural competencies that you are required to provide evidence for.  This should help you to start thinking about how you can demonstrate that you meet the behavioural requirements of the post.
· Read the positive behavioural indicators for both the level above and below the level that is required for the post you are applying for.  This will help you to ensure that you provide evidence at the appropriate level.

· In order to effectively demonstrate that you meet the behavioural requirements of the role you must provide evidence of this.  The evidence should tell a story i.e. what was the situation, what was the task, what action did you take, what was the outcome.  You should avoid making general statements such as ‘I am a good communicator’ or ‘I work well as part of a team’ as this does not tell the short listing panel anything about your ability to work at the required behavioural level.
