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Facilities Management Institute

Core Competency Web Tool User’s Guide
The Core Competency Web Tool gives resources, links to training, and a self-assessment tool to support users’ needs to benchmark and update core competency knowledge, skills and abilities. GSA has identified core competencies required for those involved in facility management. Users must demonstrate all competencies applicable to them within one year, and certifications and licenses. A user and their supervisor should discuss core competency areas, competencies, and performances relevant to their position before using the tool. 

Accessing the Core Competency Web Tool

· Go to the Facilities Management Institute homepage at http://www.fmi.gov (See figure 1). 
· Click on the heading “Core Competency Web Tool”. 
Returning users: 

Log-in in the upper right corner of the page. 
New users:

Click on “Create an account” (See figure 2).
· New users must submit their name and email address. 

· Upon submission, a link will be sent to the email address that you provided.

· Access the email address that you provided and click on the link in the email from fmi.gov. 

· Register a password at the Facilities Management Institute homepage at http://www.fmi.gov (See figure 3)
· Submit a user profile and provide all required information. Following this step, your supervisor will receive an email indicating that you have established an account. (See figure 4)
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Figure 1: FMI homepage




Figure 2: Webpage for creating an account
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Figure 3: Webpage for password registration 

Figure 4: Webpage for entry of user information
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Accessing the Self-Assessment / Update Tool

The Self-Assessment / Update Tool lets users establish a training baseline using their existing certifications, accreditations, registrations, certificates and degrees. A user’s supervisor can access the tool to verify employee baseline qualifications and related OTJ experience.
For users / supervisees:

· Go to the Facilities Management Institute homepage at http://www.fmi.gov.

· Log-in to use the Self-Assessment / Update Tool.

· Click on the heading “Core Competency Web Tool”.

· Click on the heading “Self-Assessment / Update” (See figure 5).
· Register any current certifications, accreditations, registrations, certificates and degrees (See figure 6).
· Register any Specialty Areas that you and your supervisor have identified as relevant to your position.

· Specific performances may require your review of training information or performance of a task. Your supervisor may verify this information and indicate in the system your completion of this performance.

For supervisors:

· Go to the Facilities Management Institute homepage at http://www.fmi.gov.

· Log-in with your registered email address and password

· You will arrive at a screen indicating that you are a supervisor. Click on “Manage Your Supervisees”
· Select a supervisee name to view their performances, training and qualifications, and any training gaps. You can indicate if a competency is required for a position and use this tool to update employee completion of any training courses. An employee can view this to understand position qualifications (See figure 7).
· A supervisor can suggest any relevant qualifications for a specific position that may not be listed on the Core Competency Web Tool via askfmi@gsa.gov. 
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Figure 5: Self-Assessment / Update webpage
Figure 6: Webpage to register certifications and accreditations
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                             Figure 7: Identify the competencies of a specific supervisee
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Identifying completed and required Core Competency Specialty Areas

The Core Competency feature allows users to identify industry-recognized competencies for specific areas of performance. A users’ current competencies will be highlighted based on the responses registered in the Self-Assessment / Update Tool.

· Click on the “Competencies” heading (See figure 8).
· Select a competency area from the list of Core Competency Specialty Areas to see the specialties                associated with that area (See figure 9).
· A list of core competencies associated with that specialty area will be provided, along with an indication of which competencies are “required” and the competencies that you have “completed” based on your information in the Self-Assessment Update Tool. Completion of this requirement will be verified by your supervisor (See figure 10).
· Competencies highlighted in yellow are gaps that can be completed through OTJ-training or by accessing a specific website or learning resource. These gaps cannot be completed by accessing an outside training resource.
· Options for closing any performance gaps are available by clicking on the “Course Providers” heading.
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Figure 8: Core competency specialty areas webpage
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Figure 9: Core competencies associated
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Establishing an Individual Development Plan

The Individual Development Plan allows users to identify industry-recognized qualifications for specific core competency areas and understand the training required to close gaps identified in the Self-Assessment / Update Tool. A user must complete the Self-Assessment / Update Tool prior to use of the Individual Development Plan.

· Go to the Facilities Management Institute homepage at http://www.fmi.gov.

· Log-in to use the Self-Assessment / Update Tool.

· Click on the heading “Core Competency Web Tool”.

· Click on the heading “My Plan” (See Figure 11).
· To access information on training resources, select the “Course Providers” heading.
          [image: image12.wmf]
 [image: image16.jpg]Career ianning and Advancer

e




Figure 11: My Development Plan webpage

Identifying Training Courses to fulfill Performance Requirements

The Course Provider feature allows users and supervisors to identify a training course that fulfills performance requirements. Participation in a training course is subject to FMI / OPM approval.

· Go to the Facilities Management Institute homepage at http://www.fmi.gov.

· Log-in to use the Self-Assessment / Update Tool.
· Click on the heading “Course Providers” to identify course listings.
· Prior to your enrollment and participation in a course, your supervisor must submit a course selection to the FMI / OPM staff via the FMI website for review and approval.
· Upon completion of a training course, your supervisor can log-in to the Self-Assessment / Update Tool and the “Self-Assessment / Update” heading to indicate completion of a required performance.
· Once your supervisor has registered your completion of a training course, you can verify this information in the Self-Assessment / Update Tool and the Individual Development Plan.
· This process is repeatable until you can demonstrate competency in all required performances and compliance with the FBPTA.
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