[Company Logo]   [Company Name]
COMPETENCY MATRIX
	Employee Name:
	[Employee Name]

	Designation:
	[Designation]

	Department:
	[Department]

	Assessment Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]



Proficiency Levels
1. 1 – Basic: aware, needs guidance
1. 2 – Developing: applies with some support
1. 3 – Proficient: applies consistently on own
1. 4 – Advanced: handles complex situations, coaches others
1. 5 – Role model: shapes practice across the organisation
	Competency Area
	Competency
	Expected Level
	Self Rating
	Manager Rating
	Gap
	Evidence / Example
	Development Action

	Core
	Customer focus
	[1-5]
	[1-5]
	[1-5]
	[n]
	[Example]
	[Action]

	Core
	Integrity and accountability
	[1-5]
	[1-5]
	[1-5]
	[n]
	[Example]
	[Action]

	Functional
	[Role-specific competency]
	[1-5]
	[1-5]
	[1-5]
	[n]
	[Example]
	[Action]

	Functional
	[Role-specific competency]
	[1-5]
	[1-5]
	[1-5]
	[n]
	[Example]
	[Action]

	Leadership
	Developing others
	[1-5]
	[1-5]
	[1-5]
	[n]
	[Example]
	[Action]



Summary
	Top strengths
	 

	Priority development areas
	 

	Promotion readiness (Ready now / 1–2 years / Not yet)
	 

	Next review date
	 



This assessment is confidential to the employee, the reporting manager and HR and is used for development and career planning.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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