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MODULES —

¢ 1. Leadership model: competencies
¢ 2. Preparation : thinking time

¢ 3. EX Interview: expectations, interview
structure, types of questions
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LEADERSHIP MODEL.:
COMPETENCIES

Module 1
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THE SELECTION PROCESS AT
THE EX LEVEL

¢ FOCUS: leadership competencies
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Model o

Key leadership competencies

Working from a foundation of values and ethics, public service
(PS) leaders deliver results through strategic thinking,
engagement and management excellence.
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Management
Excellence

Delivering
through:

Action
Management,

People
Management,

Financial
Management

Strategic Thinking

Innovating through Analysis and Ideas

KNOWLEDGE

Values and Ethics

Serving through integrity and respect

Engagement

Mobilizing
People,

Mobilizing
Organizations,

Mobilizing
Partners

Key Leadership Competencies
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Definitions o

Key leadership competencies

PS leaders advise and plan based on an analysis of issues and trends, and how
these link to the responsibilities, capabilities, and potential of their organization.
They scan an ever-changing, complex environment in anticipation of emerging
crises and opportunities. They develop well-informed advice and strategies that
are sensitive to the various needs of multiple stakeholders and partners, reflect the
strategic direction of the PS, and position the organization for success.

Values and Ethics: Integrity and Respect

PS leaders serve Canadians, ensure integrity in personal and organizational
practices, and respect people and PS principles, including democratic,
professional, ethical, and people values. They build respectful, bilingual, diverse
and inclusive workplaces in which decisions and transactions are transparent
and fair. They hold themselves, their employees and their organizations
accountable for their actions.
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Definitions Key leadership comW

PS leaders engage people, organizations partners in developing goals, executing plans and
delivering results. They lay the groundwork by building coalitions with key players. They
mobilize teams, build momentum to get things done by communicating clearly and
consistently, and invest time and energy to engage the whole organization. They use their
negotiation skills and adaptability to encourage collaboration and recognition of joint
concerns, and to influence the success of outcomes. They follow and lead across
boundaries to engage a wide variety of stakeholders, partners and constituencies in a
shared agenda and strategy.

Management Excellence: Action management, people management and

financial management

PS leaders deliver results by maximizing organizational effectiveness and sustainability.
They ensure that people have the support and tools they need and that the workforce as a
whole has the capacity and diversity to meet current and longer-term organizational
objectives. They align people, work and systems with the business strategy to harmonize
how they work and what they do. They implement rigorous and comprehensive human
and financial resources accountability systems consistent with the Management
Accountability Framework (MAF). They ensure that the integrity and management of
information and knowledge are a responsibility at all levels and a key factor in the design
and execution of all policies and programs.
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Director General  Effective behaviours———

VALUES AND ETHICS — Serving through integrity and respect

*Demonstrates values and ethics, including compliance with the Values and Ethics Code for the Public Service (Code),
in personal behaviourelntegrates values and ethics, including the Code, into directorate practicessBuilds departmental
values into directorate policies and programseReflects a commitment to citizens and clients in own and directorate
activitieseBuilds and promotes a safe and healthy, respectful directorate, free of harassment and
discriminationePromotes transparency and fairnesssCreates opportunities for and encourages bilingualism and
diversity in the directorate, based on OL and EE policies

STRATEGIC THINKING — Innovating through analysis and ideas

Analysis Ideas

*Frames questions and analyses with a thorough eldentifies key elements of the vision and implications for the
understanding of sectoral and policy issueseSeeks directorateeTranslates vision and policy into concrete
clarification and direction from the ADMe<Conducts strategic  direction and planseLinks directorate programs and services
analysis of trends within the directorate, organization and to department and branch policieseMakes effective

external environmentelntegrates multiple domains of recommendations to the ADMeSeeks input of staff to create
information and identifies the linkseSeeks broad plans and solutionssEncourages constructive questioning of
perspectives and expertisesTracks changing organizational practicessEncourages experimentation to maximize potential
dynamicse Analyzes setbacks and seeks honest for innovationeldentifies solutions, alternatives and
feedback to learn from mistakes consequenceseTeaches and learns from others

eImplements inclusive, cooperative approaches with peers, staff, and superiorseFosters an inclusive and sensitive
interpersonal climatesPromotes consensus across diverse groups, interests and opinionseSolicits and listens to ideas and
concerns of staff, unions and other stakeholderseMobilizes the team to achieve directorate and departmental
goalseCommunicates and supports corporate decisionseFosters enthusiasm and common purposesShares information with
staff regularly as it becomes availablesFollows through on commitmentssCommunicates vision and information with clarity
and commitmenteManages relationships among stakeholders
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Director General  Effective behaviours———

MANAGEMENT EXCELLENCE — Delivering through action management, people management and financial
management

Action Management — Design and Execution

eldentifies and communicates priorities, milestones, timelines, performance measures, clear accountabilities and
performance agreements for directorseCoordinates and manages across multiple directorate programs and
projectseEnsures necessary resources, processes and systems are in placesDevelops process with management team to
set priorities and make decisionsePerforms risk analysis to assess viability of opportunitieseCoordinates activities within
directorate to assign accountability and avoid duplicationeSeeks and heeds early warning signs, adapting plans and
strategies as requiredsFollows through on the directoratelntegrates comptrollership, MAF, federal legislation,
regulations and policies into directorate practiceseManages own and others’ work-life balancesResponds decisively
and quickly to emerging opportunities or riskseMaintains sound judgment and decision making in demanding or stressful
situations

People Management — Individuals and Workforce

sImplements HR strategy to ensure workforce capacity and diversity to meet current and future directorate
needseCoaches, challenges and provides opportunities for growtheSets clear expectations and provides clear
directioneManages staff workload<Builds complementary teamseProvides honest, straightforward feedback and manages
non-performancesRecognizes and acknowledges good workeActs as a role model for directorseDevelops strategies to
reduce stress within the directoratesSecures funding for OL and other trainingelmplements rigorous HR practices and
fulfils obligations of HRM accountabilities

Financial Management — Budgets and Assets

*Allocates and manages directorate resources transparentlyelmplements strategies to achieve operational efficiencies and
value for moneysOperates and monitors rigorous systems for financial information management, internal audit and
evaluationeFulfills obligations of accountabilities for directorate finance and assets managementsActs on audit, evaluation
and other objective performance information related to directorate
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Director Effective behaviours———

VALUES AND ETHICS — Serving through integrity and respect

*Demonstrates values and ethics, including compliance with the Code, in personal behavioureIntegrates values and
ethics, including the Code, into division practicessReflects a commitment to citizens and clients in own and division
activitieseFosters a climate of transparency, trust, and respect within the division and in partnershipselncorporates
equitable practices into HR planningsCreates opportunities for and encourages bilingualism and diversity in the
division, based on OL and EE policies*Builds and promotes a safe, healthy and respectful division, free of harassment
and discriminationsPractises transparency and fairness in all transactions, including staffing, contracting and day-to-
day activities

STRATEGIC THINKING — Innovating through Analysis and ldeas

Analysis Ideas

*Frames division direction with a thorough understanding of Translates vision and policy into concrete work

the directorate’s prioritieseSeeks clarification and direction activitieseDevelops division strategies, based on the

from the DG, as requiredeIntegrates information from departmental vision and the DG’s directioneDesigns

multiple sources to form a comprehensive initiatives to enhance operational efficiencysEncourages and
perspectiveeldentifies interdependencies in cross-functional incorporates diverse initiatives and perspectiveseRedesigns
projectse Analyzes setbacks and seeks honest feedback the division’s work activities to meet changing departmental
to learn from mistakes needseMakes effective recommendations to the

DGeTeaches and learns from others

*Shares information vertically and horizontallysPromotes collaboration among managerseUses persuasion to gain support
for initiativeseNegotiates compromisesesAdapts communications to audience and forumeCommunicates regularly and
openly with unions and other stakeholderssDemonstrates understanding of and respect for stakeholders’ viewseFollows
through on commitmentseSolicits input from and listens to staff, partners and stakeholderssCommunicates vision and
division plans with clarity and commitmentsEstablishes regular and comprehensive exchanges of ideassPromotes and
funds team building
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Director Effective behaviours———

MANAGEMENT EXCELLENCE — Delivering through action management, people management and financial
management

Action management — Design and Execution

*Designs division work plans based on the big picturesGuides division projects and resources to avoid
obstaclessDelegates appropriately to managerseManages resources to maximize outputeSets realistic timelines and clear
accountabilities for managerseProvides structure and momentum for division work activitieseSets challenging but realistic
goalseldentifies division limits and resource requirements for workloade*Manages the division’s workload through prudent
resource planning and prioritizingsShifts priorities and adapts division work plans, as required*Heeds early warning signals
and advises the DG and others, as neededsFollows through on the division’s business plan, from planning, implementing,
monitoring and evaluating to reportinge Integrates comptrollership, MAF, federal legislation, regulations and policies
into division practicessManages own and others’ work-life balancesResponds decisively and quickly to emerging
opportunities or riskseMaintains composure in adverse situations to alleviate pressure and maintain momentum

People Management — Individuals and Workforce

*Works one-on-one with managerseDeals with ineffective performancesProvides regular feedback, acknowledges success
and the need for improvementeCoaches, challenges and provides opportunities for growtheResolves labour relations
problemseSecures mediation, if requiredeBalances the needs of employees and the organizationeMonitors and addresses
workplace well-beingeDevelops and supports career plans and learning opportunitieseDevelops an HR strategy for division
succession planningeSecures funding for OL and other trainingeManages workloadsImplements rigorous HR practices and
fulfills obligations of HRM accountabilities

Financial Management — Budgets and Assets

*Allocates and manages division resources transparentlyelmplements strategies to achieve operational efficiencies and
value for money+Applies and monitors rigorous systems for financial information management, internal audit and
evaluationeFulfills obligations of accountabilities for division finance and assets managementeActs on audit, evaluation,
and other objective performance information related to the division
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All levels Ineffective beha/viaups///—

VALUES AND ETHICS — Serving through integrity and respect

*Attempts to cover up mistakeseAvoids speaking truth to powereLays blame on individuals or previous regimeseShows
little respect for diverse opinions or beliefseMistreats otherseAbuses powersTolerates abusive behaviour by
otherseDemotivates or offends others through cynicism or aggressioneShows favouritism or biasePlaces personal or
organizational goals ahead of Government of Canada objectivessAllows emotions to sway ethical judgment

STRATEGIC THINKING — Innovating through Analysis and Ideas

Analysis Ideas

*Depends on a narrow range of expertise and *Abdicates responsibility for guiding or contributing to the
opinionsExcludes other levels or partners in framing departmental visioneDesigns response to short-term
strategyelgnores new information or changing pressure without consideration of long-term
circumstanceseDemonstrates insensitivity to national, implicationseDesigns long-term plans without consideration
regional, or PS contexteDoes not analyze own strengths and  of short-term implicationseProvides a vision, strategy or
weaknesses or listen to feedback advice that is not in line with the mandateslgnores the

Impact of strategies on stakeholders and partnerseDevelops
or promotes strategies or plans that are too detail-oriented
or too abstract

*Acts as sole decision maker or stakeholdersHoards informationsAbdicates communication responsibilities to other
levelseFails to work horizontally with key partnerseFails to build behind-the-scenes supporteAlienates others through anger,
aggression, overconfidence or lack of self-awarenesseRefuses to consider and incorporate the views of otherseAvoids
dealing with contentious issues
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All levels Ineffective beha/viaups///—

MANAGEMENT EXCELLENCE — Delivering through action management, people management and financial
management

Action Management — Design and Execution

*Develops an ineffective plan to achieve goalseRetains ineffective structures, systems or programseHesitates to make
decisions or take required actionsProvides insufficient, abstract or sporadic direction*Refuses to acknowledge poor
resultseDeals ineffectively with own stresseFocuses on one file or activity to the detriment of otherseBacks down in the
face of obstacles or challengessFocuses solely on crisis management and the short termeActs impulsivelysFocusses on
turf building rather than organizational stewardshipsConducts superfluous consultation or analysis to avoid taking action or
responsibilitysMicromanages

People Management — Individuals and Workforce

*Fails to provide staff with the tools they need to work and developeFails to acknowledge contributions and
successes*Dwells on mistakes and failureseFails to deal with conflicteBuilds insufficient workforce capacitysAbdicates
responsibility for HR planningeDoes not deliver the hard messages when giving feedbackeFails to deal with ineffective
staffeFails to ensure complementary strengths in teams and workforcesDesigns workforce exclusively for short-term
needs

Financial Management — Budgets and Assets

*Continues to invest resources in an unsuccessful course of actioneFails to integrate financial and management
informationelgnores audit or evaluation resultseFails to ensure integrity of information, analysis and reportingsFails to
practise rigorous financial managementeFails to ensure sufficient capacity for sound financial practices
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Governance
and
Strategic
Directions

The essential
conditions —
intarnal coherence,
corporate discipline
and alignment to
outcomes — are in
place for providing
effective strategic
direction, support
to the minister and
Parliameant, and the
delivery of results.

Public Service Values

Through their actions, departmantal leaders continually reinforce the importance
of public service valuas and ethics in the delivery of results to Canadians

(e.g. democratic, professional, ethical and people valuas).

Policy and
Programs

Departmeantal research and
analytic capacity is developed
and sustained to assure high
quality policy aptions, program
design and advice to ministers.

People

The department has the people,
work environment and focus
on building capacity and
leadership to assure its success
and a confident future for the
Public Service of Canada.

Citizen-focussed
Service

Services are cilizen-cantrad,
policies and programs are
daveloped from the "outside in”,
and partnerships are
encouraged and effectivaly
managed.

Risk Management

Stewardship

The departmental control
regime {assets, money, people,
services, etc.) is integrated and
effective, and its undertying
principles are clear to all staff,

Accountability

Accountabilities for resulls are
clearly assigned and congsistent
wilh resources, and delegations
are appropriate to capabilities.

Learning, Innovation and Change Management

The department manages through continuous innovation and transformation,
promotes organizational lsarning, values corporata knowledge, and
learns from its performance.

Results
and
Performance

Relevant information
on results (internal,
service and
program) is gatherad
and used to make
departmental
decisions, and
public reporting

is balanced,
transparent, and
easy to understand.
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Preparation: establishing your knowledge base

Knowledge of position

*role
e team
e mandate
* history
Self-knowledge Knowledge of the organization
_ e organizational culture
e personal values and ethics . strategic objectives
 strengths and areas for development « mandates
e experience eissues
* goals e organization’s values

 l[eadership style
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PREPARATION TIME:
THINKING TIME

Module 2
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PREPARATION: knowledge of
the organization

¢ Government priorities

¢ Departmental priorities

¢ Auditor General’s reports

¢ Press clippings

¢ Organizational culture

¢ Main issues and challenges
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EXERCISE: Knowledge of the
organization

¢ In your opinion, what are the main
Issues facing your organization?
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Organizational Lenses . —

e Factory lens
 Family lens
e Jungle Lens
 Temple (brand) lens

* |nverse relationship between Jungle lens and
Factory lens
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PREPARATION: knowledge of the

position
¢ Statement of merit criteria
¢ Job description
¢ Significant characteristics
¢ Organizational context
¢ Major issues and challenges
¢ Knowledge and background required
¢ Competencies required
¢ Measures of success
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Values and Ethics Strategic Reflexion Engagement Management
Merit Criteria
Knowledge 1 Story 5
Knowledge 2 Story 2 Story 3
Knowledge 3 Story 6 Story 9
Knowledge 4 Story 4
Experience 1 Story 1
Experience 2 Story 8
Experience 3 Story 7
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People to consult to get some
of this information

¢ Use judgment

¢ DGs, ADMs

¢ Colleagues

¢ People who have been through process
¢ Knowledgeable program staff
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PREPARATION: Self-knowledge

¢ How does this fit into my career plan?
¢ What is my competency profile?

¢ What do | know from previous tests?

¢ How do | measure success for myself?
¢ My leadership/management style

¢ Creating my “library of experiences”
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JISSE—
Prepare my stories

¢ Step 1. Think of 10 significant career-related moments:
prepare a list.

¢ Step 2. Write vignettes (newspaper article format): What the
situation was: 5 Ws (who, what, where, when, why)

¢ Step 3. What were the high level issues/challenges,
problems?

¢ Step 4. Process Your role: (What | did as a leader, how |
did it and why | did it): moving from “we” to “I.”

¢ Step 5. Results or outcomes

¢ Step 6. Lessons learned : What | would do differently now
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Exercise 2. Tell us about atime
when you...

¢ resolved a significant ethical dilemma that may
have had a negative impact on the organization

¢ used creativity to move an issue forward
established / managed a complex partnership

¢ handled multiple issues in a dysfunctional team
context

¢ made progress on a controversial file despite
strong obstacles and tight deadlines.

¢ used organizational awareness to seize an
opportunity and benefit from it.

L
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INTERVIEW: EXPECTATIONS,
RESPONSE STRUCTURE,
TYPES OF QUESTIONS

Module 3
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Expectations of EX Boards

¢ Big picture perspective

¢ Synthesis of knowledge

¢ Organizational awareness
¢ Original opinions and ideas
¢ Leadership style
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General Board Strategies

¢ arrive relaxed and on time

¢ be myself

¢ manage my time

¢ structure my answers

¢ focus on competencies

¢ examples, examples, examples
¢ be strategic

¢ answer as if | have the job

¢ judicious use of “I” vs. “We”

I+l
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—
INTERVIEW: general format

¢ duration: 45 minutes

¢ number of questions: 6

¢ preparation time: 30 minutes
¢ manage your time

¢ dedicate an equal amount of time to each
question
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FIVE READINGS STRAW

1. Read each question out loud.

2. Silently read slowly for content only — look for
knowledge and experience elements in the question

3. Ask yourself which Key Leadership competencies best
speak to this question?

4. What type of question is this? Warm up? Strategic or
conceptual? Directly related to area of responsibility?
Track record? Situational? Personal Qualities? Focus
on your Communications Cross.

5. Which Leadership style would best speak to the key
Issues addressed by this gquestion?

I+l
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KEY LEADERSHIP COMPETENCIES AND INTERVIEW QUESTIONS/”/—

Values and Ethics Strategic Reflexion Engagement Management
Excellence

Questions
Question 1 Story 5 Story 4 Story 7
Question 2 Story 2 Story 3
Question 3 Story 6 Story 9
Question 4 Story 4
Question 5 Story 1 Story 7
Question 6 Story 8
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Basic Response Structure

¢ Introduction: giving the context

¢ Key points: limit yourself to three or
four points

¢ Conclusion: summarize, repeat,
emphasize
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Basic Response Structure

¢ Introduction: giving the context

= identify elements or issues

= give personal views on issues related to
guestion

= why this is important to you

I+l
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Basic Response Structure

¢ Body: discuss each issue or element
* introduce the issue
* link with other issues
= stress on HOW you would or did resolve

= demonstrate by linking to personal
experience/stories

m 11 IH VS_ “We”
= summarize

I+l
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Basic Response Structure

¢ Conclusion
= overall summary
* |link with desired position
= external confirmation of success
* |lessons learned
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TYPES OF QUESTIONS

¢ traditional marketing questions
¢ strategic questions

¢ knowledge-based questions

¢ behavioural event questions

¢ situational questions

¢ personally focused questions
¢ probes
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Traditional “Marketing” Questions

¢ based on analysis of job’s main challenges

¢ my background, experience, personal
abilities and personal qualities

¢ create a lasting impression
¢ be concise, creative and interesting
¢ highlights only

I+l
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Strategic Questions

¢ focus on strategic, conceptual and priority
Issues

¢ macro-level viewpoint.

¢ link up to government priorities

¢ link down to position responsibilities
¢ constructive criticism

¢ significant contributions

I+l
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Knowledge-based Questions

¢ examine required knowledge and sKkills.

¢ could be directed to various
frameworks, processes, strategies,
documents or initiatives

¢ opportunity to demonstrate other
competencies

¢ be rational, clear and relevant
¢ link with personal experience / story

. . . . . L I+l
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Behavioural Questions

¢ you are asked about the past

¢ “Tell us about a time when...”

¢ focus on required competencies
¢ structure my response

¢ use my “Library of Personal
Experiences”

¢ use of “I” or “We”
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——
Situational Questions

¢ you are asked about the future

¢ describe a hypothetical work situation
¢ usually broad questions

¢ make and state assumptions

¢ suggest best and alternative scenarios
¢ share action plan

¢ explain your actions

¢ link with experience

I+l
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Personally Focused Questions

¢ focus is on personal qualities

¢ strengths and areas for improvement
¢ leadership aspirations

¢ use of 360-degree feedback exercises
¢ personal plans and assessments

¢ link with personal experience
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o
Probes

¢ Should | expect probes?

¢ What do probes mean?

¢ Listen carefully, think and respond.
¢ Continue to be mindful of the time.
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Sample question

¢ Question 1. How have your
gualifications and training
prepared you to take on the role
of Director in the Public Service?
What particular qualities do you
bring? What would you need to
iImprove?
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Sample Question

¢ Question 2. What do you think it
takes to be successful a leader at
the executive level in the public
service?

How does your personal leadership
style compare?
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Commission de la fonction publique Public Service Commission C d
I * du Canada of Canada ana a



Sample Question

¢ Question 3. Describe a situation
where your values and ethics
were put to the test. What were
your actions?
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Sample Question

¢ Question 5. You are a new director. One of
your managers has a history of creativity,
energy and solid team effort. Up to your
arrival, she was acting in the director
position and had applied for the position
but was not successful. Since your arrival,
she has been less productive and appears
to be withdrawn. What would you do in this
situation?

. . . . . L I+l
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Sample guestion

¢ Question 6. Describe a successful
partnership you were involved In.
What were the Issues, what was
your contribution, and what did you
learn?
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CONCLUSION

CREDIBILITY

¢ Are you competent?
¢ Are you motivated?
¢ Can you be trusted?
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CONCLUSION

A SUCCESSFUL INTERVIEW DOESN'T
JUST HAPPEN. IT IS THE RESULT OF
THOROUGH PREPARATION

Thorough preparation will transform the
Interview into an opportunity for you to

say what contribution you can make to the
organization.
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CONCLUSION

FINAL WORD:

While thorough preparation will help you perform
well at the interview, other factors

will also be at play (for example,
the quality of the other candidates, the

preferences of the board, and the organizational
culture).

Be prepared to face the possibility that the board
may choose another candidate, despite an
outstanding interview performance on your part.
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Executive Counselling Services

Web site

www.psc-cfp.gc.ca/ppc/executive counselling services e.htm
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