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COMPETENCE PROFILE

Name: . Prepared and approved (date):

Signature of staff member Signature of manager |

Skills

Competence is divided into three categories - skills, knowledge and language proficiency. These
categories are in turn divided into different areas. Mark with a cross on the scale A-E the level you
consider you are at today. You need only grade the areas in which you feel you have
competence. The other areas of competence can be left blank. The assessment of competence
fevels should be made in relation to the competence required for your assignment. The next step
is for you and your manager to go through the profile and discuss it together,

Level A " Limited abifity
Level E Exceptional ability
Needs To be completed by the manager. Competence needs for the

assignment. State the level of skills desirable for the assignment/role.

I am good at/have ability in A B c D E  Needs A-E

Administration

Analysis

Management

Decision-making

Negotiation

Providing feedback

Providing service

Cultural understanding

Organising my own work

Teaching others

Cral presentation

Written presentation

Team work

Establishinglmaintaining‘ contacts

Strategic thinking

Goal-oriented work

Being committed

Displaying good judgment

Assuming responsibility

IR

_|. - e e . e e e e . e g e e m mym A g

Thinking creatively

Other specific skifls for the department/mission (to be completed before the form is released)

L J_ A .J.. 4

Comments:

U



Knowledge

Level A Limited knowledge in this area
Level E Extensive knowledge and great experience in this area
Needs

To be completed by the manager. Competence needs for the

assignment. State the level of knowledge desirable for the

assianment/role.

| have knewledge in

Document processing
Finance/accounts
European Union
Property and supplies
. International law
Promotion
Administration
International trade and economics
Intl development cooperation
IT
Law and EC legisiation
Consular services
Migration
Human rights and democracy
Multilateral systems and org.
Human resources
Press, information och culture
. Protocol issues
Swedish society
Security policy
MFA organisation
Government Offices ordanisation
QOrganisation/activity planning
Regional knowledge:
Africa
America :
Asia and the Pacific
Central and Eastern Europe
Middle East and North Africa
Western Europe and EU countries

E

T T °F "" T "|' T T T T T T T T TT"T "r T T "F T T >

1
I
1
I
I
I
1
I
i
1
1
I

Needs A-E

LU T L T ]

Other specific knowledge for the department/mission (to be completed before the form is released)

Comments:

—
I

B N R O R




Languages

erall assessmen
B

Give an ov
'e‘ IS
‘ g

Needs To be completed by the manager. Competence needs for the
assignment. State the level of knowiedge desirable for the
assignment/role,

Gt

English
French
German
Spanish
Russian
Arabic
Chinese
Japanese

1
1
—_—
I
f
)
{
1
]
I
I
1
I
1
J

Other specific languages for the department/mission (to be completed before the form is released)

1

I

[ + 4
I

— 1 1 "
3 T T t

1l

Comments:
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Guide for personal development dialogues

You may add your own points or take away any that are not relevant.

Feedback from previous dialogne
+ Review of notes and agreements from the previous dialogue

Current situation
+ Role and assignment
»Job content and working conditions
» Responsibility, suthority, independence
s Objectives and results
+  Work obstacles
¢ Do more/less of
+  Work performance — strengths and areas for development

Work environment
+ Physical working environment (premises, equipment, etc.)
« Psychosocial working environment (stress, workload, etc.)

Informmation and commaunication
* Meetings and meeting procedures
+ General information and communication

Relations and cooperation
« Within the member of staff’s own group/department/mission
»  Within the Ministry for Foreign Affairs
+  Within the Government Offices

Feedback to the manager
* On management
¢ What to do more/less of

Competence profile
+ Discussion and preparation of a competence profile

The future
« For the department/mission
« For the member of staff (in the short and long term respectively)
+ Proposals for change and areas of development

. ~
Other issues of importance

Agreements

3

}m‘bme/
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Personal development dialogues

- for ifor individual, organisation and operational development

A personal development dialogue is a prepared, regular and recurring dialogue between a staff
member and his or her immediate superior. The purpose of the dialogue is to develop the
individual as well as the organisation. In the dialogue, both the manager and the staff member can
give and receive feedback.

All staff members of the Foreign Service must be offered the chance to participate in a personal
development dialogue. '

More than an ordinary dialogue

A personal development dialogue, as opposed to an ordinary dialogue between a manager and a
staff member in which the daily exchange of opinions and ideas take place, is to be directly linked
to the organisation’s goals, be properly prepared and conducted in an undisturbed environment.

The dialogues are to take place on a regular basis, at least once a year. As a rule, the dialogue is
to last from 1-2 hours. The dialogue is an opportunity to follow-up on what has occurred since
the previous dialogue, discuss the current situation and plan activities extending until the next
dialogue. Brief follow-up meetings in order to review agreements should take Place during the
year.

A personal development dialogue is a mutual exchange of information and experiences, and is to
lead to joint planning of coming assignments, activities for development and measures relating to
potential changes.

The dialogue should be a forum for discussion about goals and results that are linked to the

department’s/mission’s operations. In order for the department/mission to take into account ideas
that emerge from the dialogues, these should take place prior to or in conjunction with the
process of operational planning.

The following material for use in personal development dialogues and competence profiles can be
downloaded from the intranet (Utrikessidan)

* Guide for personal development dialogues

* Questionnaire for competence profiles

* Definitions of skills, knowledge and language proficiency

+ Template for individual skills development plan

* Template for skills development plan for department/mission
{Utrikessidan/Kompetensutveckling/Personal development dialogues)




Competence profiles — purpose, area of use and target groups

Competence profiles will be used as background material for personal development dialogues
during the period 2004 - 2006. The primary purpose is to provide support for the dialogue
between the manager and the staff member. Competence profiles will not be used as a tool in the
staffing process unless the staff member chooses to include his or her competence profile in the

. application procedure. It is expected that, in the future, it will be possible to use the salary and
personnel administrative system, SAPHIR, to conduct analyses of competence gaps.

Competence profiles will be created/revised once a year in conjunction with the process of
operational planning. The profiles can thereby serve as background material in discussions
concerning the mission’s/department’s/section’s existing skills and skills development needs.

In the competence profile, the staff member’s current degree of competence and the competence
considered desirable for the position are assigned a grade value. In this way, it is possible to
identify competence gaps in the individual’s current level of competence as compared to the level
of competence required by the task. Skills development plans can subsequently be set up at
individual and department/mission levels. The completed competence profiles and individual skills
development plans are retained by the manager and the staff member. The aggregate skills
development plan for the department/mission is to be includéd as an appendix to the operational
plan.

Competence profiles should be established for staff members in all departments of the Ministry for
Foreign Affairs as well as for staff from the Ministry for Foreign Affairs posted to missions
abroad. In addition, competence profiles should be established for locally employed staff at
missions abroad. An English version of the competence profile is available. It is also possible for
missions abroad under an authority other than the Ministry for Foreign Affairs to use competence
profiles as background material for personal development dialogues. Specific skills, knowledge or
language proficiency areas can be added to the questionnaire.

Prior to the dialogue

The manager informs the staff that personal development dialogues will take place and that the
competence profile will be discussed. At the same time, the staff receives a copy of this brochure,
*Guide for personal development dialogues”, and the questionnaire for the coimpetence profile.
Individual points to be brought up during the dialogue can be added to those in the Guide. The
manager books times for the dialogues. '

The competence profile

Before the form for the competence profiles is distributed to the staff, the manager has the chance
to adapt the profiles to suit the department’s/mission’s specific skills, knowledge or language
proficiency by adding these areas of competence on the blank lines at the bottom of the
questionnaire.

Prior to the dialogue, the manager and the staff member fill in the form for the competence profile
independently of one another. A grade assessment need only be made for those areas of
competence in which staff members feel they are proficient. Other areas of competence can be left
blank, The assessment of the competence level should be made in relation to the level of
competence required for the staff member’s task. In addition, the manager assigns a grade value
for the areas of competence that are desirable to the position in the column “needs”.



The dialogue.

A guide to subjects that can be discussed during the dialogue can be found in “Guide for personal
development dialogues™ on the intranet (Utrikessidan). Using the Guide as a basis, other
individual topics can be added and those not relevant can be deleted.

The competence profile

The manager and the staff member review the competence profile. The competence profile serves
as a starting point for discussion as to how the manager and the staff member perceive the current
level of competence. o

If the manager and the staff member do not agree about the Ievel in any specific section of the
competence profiie, this should be noted under the heading “comments”. )

During the dialogue, there is also a discussion of which development measures should be taken
based partly on the current work situation and partly on future needs. A skills development plan
should be established for each staff member. The measures in the plan are to be assigned levels of
priority. When the competence profile and the skills development plan have been compieted, they
are signed by the manager and the staff member.

After the dialogue

Secrecy in conjunction with personal development dialogues is regulated by Chapter 7, Section
11 of the Secrecy Act. This deals with an agency’s staff welfare activities and also applies to the
staff welfare activities engaged in by managers at different levels. Certain information that
emerges from personal development dialogues can consequently be classified as secret,

The staff member and the manager should reach an agreement as to what information is

. confidential at the beginning or the conclusion of the dialogue. At the conclusion of the dialogue,
a decision should be taken as to whether any of the topics discussed are to be acted on or further
pursued and who should assume the responsibility for doing so.

"The competence profile

After the dialogue, copies are made of the established and signed competence profile and the
individual skills development plan. The manager retains the original and the staff member receives
a copy. The manager then compiles the individual skills development plans into an aggregate plan
for the department/mission.

The manager and staff member are jointly responsible for ensuring that the skills development
measures are implemented. In the case of more extensive development measures and activities to
support upcoming assignments, a discussion is initiated with the Human Resources Department.

The “Guide for personal development dialogues”, all questionnaires for competence profiles
and skills development plans as well as definitions of skills, knowledge and language proficiency
are available at Utrikessidan/Kompetenseutveckling/Medarbetarsamtal och kompetensprofiler
(in Swedish)

Other policy documents associated with personal development dialogues (available in Swedish
and English versions on the intranet, Utrikessidan)

Skills development policy for the Swedish Foreign Service
Sweden’s Foreign Service policy for managers



Recommended reading (in Swedish)
Engquist, Anders (1984). Om konsten att samtala. Kristianstad: Raben&Sjogren
Hilmarsson, Hilmar TH (1999): Santal om kansloméssig intelligens. Lund: Studentlitteratur

IPF Kompetens ~ Institutet for personal & foretagsutveckling. Viigen fill en handlingsplan for
kompetensutveckling: Uppsala. Can be ordered from IPF Komptens, www.ipf.se, Tel; +46-18-55
20 30 or Fax nr: +46-18-55 94 77.

Jénsson, Greger (2004). Urvecklingssamtal och andra samtal som ledningsinstrument,
Stockholm: Norstedts Juridik AB

‘ Nilsson, B, Waldemarsson, Anné-Karin (1995): Kommunikation mellan mdnniskor. Lund:
Studentlitteratur

Ronthy-Ostberg, Marika. Rosendahl, Suzanne (1994): Samtal 'som utvecklar — en handbok for
chefer och medarbetare. Malmé: Liber Ekonomi

National Council for Quality and Development (2001). Att planera Jor kompetens - en
handledning. Can be ordered from the National Council for Quality and Development:
kkr@kkr.se or Tel: +46-8-786 97 91 or +46-8-786 97 93

Swedish Association of Local Authorities (2003). At gbra ett bra jobb.
Can be ordered from the Swedish Association of Local Authorities: www.kommunforbundet.se,
Tel: 020-31 32 30 or Fax nr: 020-31 32 40

Zimsen, Karin (1998). Samtal som verktyg — en introduktion i samtalsmetodik, Stockholm:
Bokforlaget Prisma, A.A. Norsted & Soner AB : : :

For further information contact the Human Resources Department P-UTV
Head of Competence Development, Tel: +46-8-405 57 37

Officer responsible for competence profiles, Tel: +46-8-405 58 21

Human Resources Departmerit’s internal consultant, Tel: +46-8-405 58 36
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The management and staff have a shared responsibility Jor competence development both in
the short and the long-term. Normally, at least a week per year should be used for
competence development, as well as four weeks Ppreparation for new assignments. It may be
necessary to make additional time available depending on the future responsibilities.

P-UTV’s operational objectives

- P-UTV, the Section for Hurman Resources Development, shall contribute to competerce
development so that Foreign Office staff are able to meet the organisation’s competence
requirements. ' '

Given the expanded responsibility of management and staff, P-UTV will be an important
support in the work of competence development and in development work of the
departments/missions abroad. .

The section is responsible for implementing various forms of competence development
programmes and acting as co-ordinator and agent for competence development initiatives.

P-UTV?’s three main roles are:

* The strategic role, where the assignment is most often given by the senior management of
the Ministry for Foreign Affairs. This role includes policy development, preparation of
guidelines for competence development, etc. :

* The consultative role, where the clients are mostly departments within the Ministry for
Foreign Affairs, Swedish missions abroad, sections or the equivalent. The section shall also
act as advisers and give support to the clients regarding questions relating to competence
development.

* The administrative role, where the clients are mostly the management of the Foreign
Setvice, departments, Swedish missions abroad, sections or the equivalent. The assignment
comprises implementing and acting as a co-ordinator for educational and competence
development programmes.

Fields of activity accorded special priority by P-UTV

Four fields of activity have been accorded special priority by P-UTV in 2003:
+ Management and leadership training _

* Administration and administrative development -

* Trade and Investment Promotion

* Human Rights and International Law

P-UTV provides finance for development initiatives for individuals and groups in the
prioritised fields of activity. ' :



Planned development initiatives:

* Management and leader training
The objective is to provide managers with a possibility of development so they will be able to
perform their task as manager and leader.

Measures:

* Manager criteria

During 2002, new manager criteria have been produced and adopted by the state secretaries.
The work of obtaining a consensus for these criteria is continuing in 2003.

* A system for feedback from staff to managers has been designed, “Farax” (see method
development), which is now being tested in some departments. A proposal as to how
managers can obtain feedback from their superiors and from the political executive will be
designed and implemented during the year.

* The Personnel Department will produce a structure and tools for introduction of newfy—
appointed managers during the year.

* Individual manager development

During the past year, the managers at the Ministry for Foreign Affairs have been provided
with enhanced management support by being offered “manager coaching”. During the year, a
number of managers were given the opportunity to participate in individual manager
development programmes with the aid of internal and external consultants,

* Mentorship

As part of the Ministry for Foreign Affairs manager development the managers who have
taken part in a management programme during the past five years have been invited to
participate in an organised mentor programme with exteinal and internal consultants and
mentors. In coming years, more managers who have participated in “Manager at the Ministry
for Foreign Affairs” will be given this opportunity.

* During the past year, a leadership programme for potential managers has been introduced.
In 2003, a further programme will be started for potential leaders.

* Development of management groups

In 2003, some of the Ministry for Foreign Affairs departments, together with the ministry’s
internal consultants, have been workmg on developing their own management programme
with a view to creating a common view of management, approaches and priorities. During the
year, several management groups will be given the opportunity of taking part in this
development initiative.

* Group development/team building
Opportunities for support in. work with group and team development of the
department/section will be given.

o Administration and administrative development
The objective is for competence in the field of administration to be raised among all staff in
the Foreign Service.




" Measures:
* During the year, P-UTV will produce a structure for development m1t1at1ves within the field
of administration.

* A more extensive administrative training will be implemented in autumn 2003.
* A special project will be arranged in the field of archives, among others.

* Introduction and basic trauung courses will be arranged in the field of administration during
the year.

* Two Swedish mission abroad seminars for heads of Chancery and administrators at
missions abroad will be arranged during the year.

* During the year, an upgraded version of Agresso will be implemented. P-UTV and
Accounting Section will train cashiers and accounting staff in the new version.

¢ Trade and Investment Promotion

The objective is to increase knowledge of trade and investment promotion among the different
target groups.

Measures:

* During the year, P-UTV will implement a number of development initiatives within the
field of trade and investment promotion for different target groups. This work will take place
in collaboration with Department for Export Promotion and the Internal Market, Press and
Information Department; the Confederation of Swedish Enterprises among other
organisations.

* The knowledge of trade and investment promotion training project for officers within the
geographical departments will continue during the year.

+ Human rights and International law
The objective is to increase the general level of competence at the Foreign Service wn‘hm the
field of human righss. ‘

Measures:
P-UTV will arrange development seminars in the Foreign Service within the field of human

rights.

Competence development relevant to the Foreign Service
P-UTV will atrange special group development initiatives within the following fields and
target groups, as required, Group projects will be financed by P-UTV,

* Executive officer training

The objective is to provide newly employed generalists with a relevant and broad base of
knowledge. They shall also acquire the competence to handle matters within the different
fields of operation of the Forelgn Service, both in the home organisation and at Swedish
missions abroad. . ‘



Measures: >
* To arrange the second term of executive officer training, including two practical training
periods in the Government Offices and in the private sector.

To arrange a long study trip. A new executive officer training will start in- auturmnn 2003, Soime
collaboration will take place with the Government Offices trainee programme (RASPEN).

. * Introductory training
The objective of the projects is to facilitate introduction to the Ministry for Foreign Affairs
and its departments for newly employed staff and staff returning to Sweden.

Measures:
* To arrange introductory courses with a view to providing basic information about the
organisation and activities of the Ministry for Foreign Affairs,

* To arrange training courses for staff returning to Sweden with a view to providing an update
on changes that have taken place in the activities of the Ministry for Foreign Affairs.

* To take part in the Administrative Department’s projects of producing a web-based
introductory training.

* Preparation for taking up posts abroad or transfers
The objective is to provide support and opportunities for development for staff when taking up
a post abroad or when transferring to another post.

Measures:
* P-UTV will arrange a number of competence development initiatives togsther with the
departments at the ministry. Some courses are mandatory.

* Gender equality and diversity .
The objective is to bring gender equality and diversity issues to the fore in the Foreign
Service by development initiatives :

Measures:

* To arrange seminars in the field of gender equality and diversity.

* To emphasise gender equality and diversity issues in management training and at seminars
for heads of departments.

* Working environment and preventive activities _ :
The objective of the projects is to improve the working environment in the Foreign Service.

Measures:

* With the introduction of systematic working environment activities, the responsibility of the
employer for the working environment will be clarified. Various development initiatives will
be carried out in collaboration with the Administrative Department.

* Introduce various initiatives with a view to preventing increased sick leave;



* Environment
The objective is to increase environmental awareness among the employees.

Measures: ‘

* An environmental policy has been produced by the Administrative Department. On the
basis of this policy, P-UTV will develop training in its own auspices or together with the
Ministry of the Environment/Administrative Depariment, to promote environmental
awareness among the employees at the Foreign Service.

¢ International
The objective of the projects is to increase the competence of staff in international issues,
including issues relating o the EU. :

Measures:

* Prepare and/or implement projects within specific fields, i.e. EC law.

* Act as an intermediary for competence development arranged by external actors such as-
Forum Europa, Wilton Park, EIPA among others.

* Participate in the work of the EU within the framework of the European Diplomatic
Programme (EDP). Support the Swedish participants in the programme and foreign officials
who undertake a short practical placement period at the Ministry for Foreign Affairs..

* Personal development ] : :
The objective is to provide groups of staff with opportunities for personal development.

Measures:

Arrange and act as an intermediary in the provision of development initiatives within the field
of personal development, such as communication, exercising a positive influence,
presentation techniques, self-awareness, conflict management, etc.

Competence development relevant to a particular field ‘
To the extent required, P-UTV will arrange special group development initiatives in the
following fields. Group projects will be financed by P-UTV.

* Trade policy

* Press and information

* Foreign and security policy

* Consular and civil law

Development initiatives will be planned and implemented in collaboration with the

Department for International Legal Assistance and Consular Affairs.

* Migration and asylum policy ,
.Development initiatives will be planned and implemented in collaboration with the Swedish

Migration Board and the Department of for Migration and Asylum Palicy.

* International development co-operation '

Development initiatives will be carried out in collaboration with Swedish International
. Development Co-operation Agency.



External projects specific to particular activities are financed by the respective
department/agency R

Development prajects ,

During the year, P-UTV will enter phase I of a project regarding competence development at
Swedish missions abroad. Some regional development initiatives will be arranged during the
year. Other projects that will be initiated are projects in Human Rights and Administration
and administrative development.

Methods and quality assurance
The objective is to provide the organisation with tools and methods to increase efficiency and
improve activities

Measures: :

* Farax — a tool for managerial development with regular feedback from staff to managers
inter alia. Participations in the Foreign Service’s management programme have tried the
system during the past year. During the year 2 number of F oreign Service managers will have
the opportunity to use the tool.

* Internal educationalists — activities within P-UTV are largely based on the section having
access to internal educationalists at the various departments. During the year, the section will
continue to work for development opportunities to improve their role as internal
educationalists.

* Project training. It is important to learn how to work in projects and to structure a project
in particular as work now increasingly takes place in project form. During the year,
development initiatives will be offered in this field. :

* Competence profiles and needs scenario — a tool for the organisation and the individual to
shed light on possible competence needs and both at the individual level and at a
departmental/ministerial level, to find hidden competence, to serve as a basis for staff
dialogues, to serve as one of several tools in recruitment and staffing. The tool will be
evaluated and further developed during the year.

* E-learning and flexible learning — P-UTY is to provide current interactive courses,
training via CD-ROM, Intemet, self-study material, etc. Flexible learning can enable staff to
develop regardless of time and place.

* Quality assurance - there are opportunities for self-tests in IT. Structured evaluations of
development initiatives, both directly after the completion of the initiative and by evaluation
of the effects (contact with participants some time after the development initiative).

* Monitoring, evaluation — in order to continually improve the organisation and activities,
knowledge, methods and approaches are required for how to perform monitoring and
evaluation. The section will follow up and acquire further competence in this field.



Collaboration and netwerk building
The objective is to improve our relations within and outside the Foreign Service.

Measures:

* Collaboration in the Foreign Service
A competence council with representatives from the departments and trade unions will start
during the year. A couple of Missions abroad will also participate in the council via e-mail.

* Collaberatior within the Government Offices

An expanded collaboration on competence development issues has started with different
developers within the Government Offices. The Foreign Service has taken the initiative to
start a network for the responsible officials from Forum Europa, the Administrative
Department’s personnel development section, the Language Department and P-UTV.,

* Collaboration with other organisations

Collaboration with the Swedish International Development Agency, the Swedish Migration
Board, and the Swedish Institute, the Swedish Export Council, the Swedish National Defence
College and the National Police Board among others is to be further developed during the
year. Collaboration can consist, for instance, of participating in one another’s courses and
engaging in joint development projects.

* KIA — Competence development in working life

Staff at the Foreign Service will be given the opportunity to have practical placement periods
at enterprises and organisations. Collaboration has been initiated with the Swedish Federation
of Private Enterprises. ’

Resources )

The staff is the foremost asset in an organisation that is why human resources development is
to be regarded as an investment. To finance development of our staff, we now have access to
funds from various quarters.

-Financial resources
Funds for human resources development corresponding to SEK 6.5 million are available
within the administrative appropriation. P-UTV finances competence development for
individuals and groups within the areas prioritised by the executive management during the
year. P-UTV also finances projects relevant to all ministries for groups and development
projects in process. The respective department/agency pays for commissioned courses and
projects for individual members of staff in other areas.

* Departments/missions abroad received funds from P-UTV’s budget for individual
competence development corresponding to SEK 2,5 million (corresponding to SEK
1,000/employee including local employees).

* Bogeman-Stackelbergs foundation

Staff who may be posted abroad can in certain cases obtain a grant from Bogeman-
Stackelbergs Foundation for development initiatives abroad. Approximately SEK. 2 million is
available for these development initiatives.



* Johnsonska Foundation g .
After application, staff with a duty to accept stationing abroad can receive a book grant in
connection with taking up a new foreign post. '

Staff - .
At present, P-UTV consists of, in addition to the head of the Human Resources Development,
six executive staff, four administrators and two assistants.

Material resources

P-UTV is responsible for the following premises at Malmtorgsgatan 3: seven conference
rooms on the fourth fior, a computer training room on the fifth floor and three computer
training rooms on the sixth floor. '

Competence development posts

There is an opportunity for more extensive competence development through a number of
competence development posts. The Foreign Service finances salacies and course fees for
some staff taking part in external competence development. The target group is usually staff
who have worked at least five to ten years in the F oreign Service and are aged between 30 and
45. A competence development post can be held from between three and twelve months,
Special rules apply for the respective development initiative.

Information/marketing _
Continuous information about P-UTV’s programmes for competence development is provided
on the home page of the Ministry for Foreign Affairs (Utrikessidan). A printed programme
will also be sent to all departments/sections within the ministry, al! Swedish missions abroad,
etc. Invitations to competence development will also take place via information meetings,
seminars for heads of departments, and e-mail. ‘
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- To you as a manager

Sweden’s Foreign Service Policy for Managers

- @ Criteria for managers
* Feedback to managers
* Opportunities for development

The Swedish Foreign Service must have managers and leaders of the highest
quality. In order to achieve this, we must work systematically and with a long-
term perspective. The new policy for managers is an important step along the
way. It clarifies the expectations we have and the demands we make. It ensures
that everyone receives regular feedback on their management,

No-one can live up to the image of the “perfect manager” in every respect. But
we can all develop our management and leadership skills. In this respect, the
Foreign Service can offer various kinds of support and development
programmes. But you also have a personal responsibility. Make use of the
knowledge held by both your staff and your superiors to identify areas for
development. Make use of the support that is on offer. And remember, you set
a personal example to your staff

Anna Lindh



Foreign Service policy for managers

In recent years we have devoted much energy to management and leadership
issues. We haye done so in the conviction that good managers and leaders are a
prerequisite for achieving the best possible results in our organisation.

The objective of the Foreign Service policy for managers is to ensure high quality
management and leadership. To achieve this objective, we need to establish a
common view of management values and tasks. We do this not only by setting
out clear and specific demands on and expectations of our managers, but also

by offering management development opportunities aimed at fulfilling these
demands. : ;

An important part of management is knowing your strengths and your areas

for development. A system of regular feedback of various kinds will therefore

be implemented as from this year. :
The policy for managers describes the three roles which Foreign Service
management comprises:

 the leadership role,
* the knowledge role and
& the representative role.

It also clarifies the way in which managers will receive feedback that is as
comprehensive and regular as possible, from superiors and from staff, Finally, it
describes the different opportunities for development that exist for managers
within the Swedish Ministry for Foreign Affairs today.

Foreign Service managers have a key role in the development of the organisation
and in consolidating staff skills and staff involvement. A manager’s responsibility
includes identifying the managers of the future and supporting them in their
preparations for assuming management responsibility. :

For a Foreign Ministry official to become a manager today, she or he must have
undergone the training programme for potential managers or had the
opportunity to reflect upon management and leadership through some other
form of development programme. It is no longer taken for granted that a person
once appointed a manager will remain so for the rest of their career,

The policy for managers will be used in recruitment, induction, feedback to and
development of managers and when discussing alternative careers. It is not a
static document — it needs to undergo continual change if it is to remain in line
with the development and needs of the organisation. I look forward therefore
to a dialogue with both managers and other members of staff as to how we can
develop our view of management and leadership in the Foreign Service,

Per Thoresson
Director-General for Administrative Affairs

e



Criteria for Foreign Ministry managers |

Management within the Foreign Service can be divided into three roles: the leadership
role, the knowledge role and the representative role. The roles describe the overall
demands the organisation places on a Foreign Service manager.

Managers within the Foreign Service must be leaders of their staff They should have
comprehensive knowledge and the ability to assimilate knowledge within current and
relevant spheres of responsibility. Management duties also include representing the
organisation upwards, sideways and outwards. In order to represent the organisation,
the manager must have comprehensive knowledge of the policy areas, as well as
the overall operations and priorities of the Foreign Service. Management always
includes all three roles but the emphasis can vary depending on the specific demands
of the local organisation.

The following criteria are intended to serve as an essential tool when appointing
managers and will also be used when providing managers with feedback. The criteria
are objectives to aim for — no manager can do everything. In order to facilitate use of
the criteria as a tool for feedback, they describe actual conduct rather than personal
qualities.

The leadership role

Overall perspectives and visions

* Have an overview and display good judgement -

* Organise and structure the individual area of activity

* Take all Government and Foreign Service priorities into account in the
individual area of activity )

Prioritise and use existing resources to achieve results

Be involved in all aspects of the individual area of activity

Formulate visions and objectives together with staff

Work in an integrated way with other parts of the organisation

Try to remain calm in stressful situations

Interest in people

* Delegate responsibility and authority, provide support and follow up

* Understand the importance of allowing colleagues to develop and assume
responsibility and allow them to advance

Be accessible to members of staff and make use of their views

Give continuous positive and negative feedback in a constructive way
Encourage criticism and accept it in-a constructive way

Prevent and help to solve conflicts within the group, and between the group and
other groups .

. * Support members of staff who have problems



r

Clarity and resolve

* Focus on the purpose of the organisation, be capable of prioritising and de-
prioritising

* Together with staff members, develop the organisaticn in a clear direction and
move forward on important issues

* Have the determination and ability to make decisions, and to predict and assume
responsibility for the consequences , . o

* Make clear what is expected of staff members .

¢ Support senior staff members and have the courage to be forthright with both
superiors and subordinates

* Encourage staff members to think innovatively
Support staff members and inspire enthusiasm

¢ Pick up and disseminate important information

The representative role

The representative role refers partly to the role as Head of Mission (with the task of
representing Sweden arid the Swedish government bilaterally and as an active member
of the EU), and partly to the role as a manager within the Ministry for Foreign Affairs
(with the task of representing the Government, the Ministry or one's own
department).

* Explain and argue for the views held by the Government and the Foreign
Service in an active and committed way in different contexts

* Be able to actively and strategically promote Swedish views and interests in the
media and in other contexts

* Represent Swedish society and its interests in a foreign environment

* Develop and maintain a wide contact network both in Sweden and in the
country of posting B

* Communicate clearly and unequivocally, individually and in a group
Have the knowledge and the ability to appear and to speak in public, including in
the media
Show sensitivity to and respect for other people’s points of view

* Evaluate and communicate the views and attitudes prevailing in the country of
employment . :

* In a foreign environment, defend Swedish (and European) social values, such as
democratic forms of government, human rights, social equality and equal
opportunities, ethnic and sexual equality

The knowledge role

The following refers to the general knowledge required of a manager within the
Foreign Service. The specific knowledge required for a certain managerial assignment
must be defined for each such assignment. The specific requirement profiles established
before each new appointment fulfil an important function in this respect.

* Have overall knowledge within all spheres of the organisation, including
administration, in order to be able to make correct judgements and prioritise
correctly ‘

* Have the ability and willingness to quickly grasp government policy and
understand the different spheres of the organisation



* Be interested in and show openness towards other cultures

¢ . Have the ability to analyse, summarise and report

* Have broad and current knowledge about Swedish society and culture as well as
Sweden’s modern history



- Feedback and personal development
dialogues for managers

Feedback to managers on how they perform their work and fulfil the criteria for
managers is twofold: feedback from members of staff and feedback from immediate
superiors and/or the political leadership.

Feedback from members 'o'f étaff

In addition to managers receiving continuous feedback from their members of staff
through personal development dialogues, anonymous feedback is also possible in
the form of a computerised system called Farax. The system is based on the criteria
for managers and gives a clear picture of how managers’ own views of their
management and leadership skills correspond with those of their peers. Feedback
from superiors and colleagues can also be given using this system. (Feedback from
superiors is not anonymous). The manager “owns” the material but goes through
the replies with an internal or external consultant. Strengths and areas for
development are defined and these, together with the established criteria for managers,
will be the starting point for the manager’s personal development dialogue with his
or her superior, - ’

Feedback to Heads of Mission

In order to ensure that the organisation’s managers receive comprehensive, regular
and systematic feedback that covers all three roles, heads of mission will in addition,
as a minimum, receive feedback on their management according to the following
model:

Before taking up the post:
The Head of Department responsible for the local organisation discusses the
assignment with the Head of Mission. '

The political leadership gives the Head of Mission a clearly formulated
assignment. (The assignment is drawn up by the departments responsible for
the local organisation in consultation with the Directors-General at the Ministry
and the Human Resources Department. Organisational Planning is responsible
for the process). ‘ '

In addition, the Head of Human Resources has a dialogue with the Head of
Mission in which the duties involved in the assignment, the expectations, the
criteria for managers and the opportunities for management development are
discussed. ’



Once a year:

Every year, in addition to an ongoing dialogue about operations, the Head of
Department responsible for the local organisation has a discussion about the
organisation with the Head of Mission. Issues to be covered could include, for
instance, the following: ‘

* How does the assignment correspond with the mission’s view of what the
priorities should be?

* How does the Ministry interact with the mission? What has worked well and
what has worked less well?

* Which areas would the Ministry like to be highlighted to a greater, or possibly
lesser, extent?

* Isthere anything more (or less) the department responsible could do to facilitate
and support the work of the mission? :

* The form for and content of reports in accordance with the new guidelines, see
the Circular from the State Secretary for Foreign Affairs, May 2003.

Heads of Department are responsible for arranging these discussions and reporting
to the management recruiter that they have taken place.

Once during each period:

The Inspector-General visits the mission according to a prescribed plan, no later than
two years after the Head of Mission has taken up his or her appointment. One of
the purposes of the visit is for the Head of Mission to recejve feedback on
management skills, based on the criteria for managers. The feedback is based on
observations made locally as well as on information received from the political
léadership, the Directors-General at the Ministry, the relevant Ministry departments
and the Human Resources Department. )

The Director-General for Administrative Affairs has a personal development
dialogue with the Head of Mission and provides feedback based on the criteria
for managers. The feedback is drawn on information received from the political
leadership, the Directors-General at the Ministry, the relevant Ministry
departments, the Human Resources Department and from the Inspector-
General's report, The feedback the Head of Mission has received through
personal development dialogues or Farax is also discussed, including the areas
for development as defined by the Head of Mission. Strengths and areas for
development are defined. A brief agreement on development needs is drawn
up. Itis made clear during the discussion whether and under what circumstances
an extension of the assignment may be possible.

The Head of Human Resources follows up with a personal development dialogue
with the Head of Mission and provides feedback based on the criteria for
managers. Material for the feedback draws on information provided by the
political leadership, the Directors-General and the relevant department at the
Ministry and on the prior discussions with the Director-General for
Administrative Affairs. The Head of Mission's own conclusions based on
feedback from staff members are discussed, including any futther development
needs that may exist. If the appointment has not been extended, future
assignments within the Foreign Service are also discussed. :



If the appointment has been extended, the Head of Human Resources has a
follow-up development dialogue with the Head of Mission. Future assignments
within the Foreign Service are also discussed during the dialogue. The
management recruiter arranges the meetings with the Director-General for
Administrative Affairs and the Head of Human Resources.

At the end of the assignment:

The Director-General for Administrative Affairs or the Head of Human Resources has
a concluding discussion, a so-called de-briefing. In addition, the Head of Department
responsible for the organisation has a concluding, summarising discussion concerning
the organisation. '

Feedback to Ihanagers at the Ministry for Foreign Affairs,
Stockholm, Heads of Department:

Before taking up the post:

The State Secretary for Foreign Affairs or State Secretary has a discussion with the Head'
of Department and discusses the assignment, including the expectations.

The Head of Human Resources has a dialogue with the Head of Department in
which the duties involved in the assignment, the expectations, the criteria for
managers and the opportunities for management development are discussed.

Within a year, the Head of Department receives feedback from staff members
through personal development dialogues or through the database questionnaire,.
Farax, that now exists. If computerised feedback is used, the Head of
Department has a follow-up discussion with an internal or external consultant.
The Head of Department defines strengths and areas for development and
discusses different management development opportunities.

Once during each period:

The Director-General for Administrative Affairs has a personal development dialogue
with the Head of Department and provides feedback based on the criteria for
managers. The feedback draws on information received from the political leadership,
the Directors-General at the Ministry and the Human Resources Department. The
feedback the Head of Department has received through the personal development
dialogues or Farax is also discussed, including the areas for development as defined
by the Head of Department. Strengths and areas for development are defined. A brief .
agreement on development needs is drawn up. It is made clear during the discussion
whether and under what circumstances an extension of the assignment may be
possible. '

The State Secretary for Foreign Affairs or State Secretary holds a personal
development dialogue and provides feedback based on information from the
Directors-General at the Ministry, the Director-General for Administrative
Affairs and the Human Resources Department. :



The Head of Human Resources follows up with a personal development dialogue
with the Head of Department and provides feedback based on the criteria for
managers. Material for the feedback draws on information provided by the
political leadership, the Directors-General at the Ministry and on the prior
discussions with the Director-General for Administrative Affairs, The discussions
include the Head of Department’s own conclusions drawn from colleague
feedback and any development needs that may exist. Future assignments within
the Foreign Service are also discussed during the dialogue.

The management recruiter arranges the meetings with the State Secretary, the
Director-General for Administrative Affairs and the Head of Human Resources,

Other managers with leadership responsibility

Before taking up the post:

The Head of Department has a discussion about the duties connected with the
assignment, the expectations, the criteria for managers and the priorities. The need
for development of management skills is discussed.

The manager receives staff feedback through personal development dialogues
or through the computerised feedback system, Farax. This feedback is discussed
with an internal or external consultant and strengths and areas for development

are defined.

Once a year:

As well as an ongoing dialogue concerning management and leadership, the Head of
Department has a personal development dialogue oncé a year and provides feedback
to the Deputy Head of Department, team managers and other managers with
leadership responsibility. Feedback from members of staff is discussed, including
strengths and areas for development. In addition, the need for and opportunities for
developing management skills are discussed. A brief summary is drawn up.
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Development of management skills
- opportunities today

Indmdual development of management
skills/management coaching

As a manager, you have the opportunity to discuss different issues concerning your
leadership skills with an internal or external consultant or with Foreign Ministry
human resources consultants, all of whom work on a confidential basis. This could
be, for example, when you are facing changes or have a decision to make, or when

“you need to deal with a specific situation or conflict. Or if you would like to look

more closely at the strengths and areas for development you have as a manager.
Individual development of management skills provides you with the opportunity
to reflect on your situation as a manager together with an internal or external
discussion partner.

Development of management teams

One of the objectives of developing a management team is to establish a common
view of priorities, attitudes and leadership, thereby developing the department’s
effectiveness and colleagues’ job satisfaction. Is the management assignment
sufficiently clearly formulated? What significance do management skills have for the
department’s management team? Are expectations within management and between
managers and staff explicit? These are some of the issues that could be dealt with in
the development of management tearns

Team building

Establishing 2 common view of objectives and priorities is important, as is promoting
participation and considering how the department could be more effective. Group
development and team building focus on solutions rather than problems. It is often
a question of clarifying expectations of each other, improving communication and
being able to provide constructive feedback. The needs of the department and the -
group determine how the work on group development and team building should be
structured.

‘Mentoring schemes

Another opportunity for development is to choose an internal or external mentor, _
that is to say another manager with whom to discuss leadership issues and who can
provide guidance.



Human Resource Development organises mentoring schemes for managers on
a regular basis. The aim of the programme is to contribute to professional
development in the mariagerial role by providing the opportunity for an
exchange of experience and reflection together with an experienced manage-
ment colleague. o :

Development of management skills in smaller groups

Yet another possibility is to meet other managers and an internal or external consultant
for an exchange of experience, ideas and new insights into your own personal style
of management. The group usually meets for a half day every month. The meetings
can be combined with shorter theory sessions if desired.

Seminars for Heads of Department

Human Resource Development organises regular seminars for Heads of Department
at the Ministry for Foreign Affairs. One of the objectives of the seminars is to establish
a common view of attitudes and leadership. They also provide the opportunity to
discuss and highlight current management issues.

Leadership and personal development for potential
managers

The objectives of the programme are:

* to clarify the different roles and preconditions of leadership

* to provide training in communication and leadership

* to achieve greater self-knowledge and to give the participants the opportunity to
reflect on what managerial duties entail (do I want to be a manager/should I be a
manager?)

The criteria for managers established by the State Secretaries form the basis for
selection to the programme. The managers nominate candidates for the programme
and the Director-General for Administrative Affairs and the Head of Human
Resources make the final decision about who will participate. Participation in the
programme does not represent any guarantee of a career. For a Foreign Ministry
official to become a manager today, he or she must have undergone the training
programme for potential managers or had the opportunity to reflect upon
management and leadership through another form of development programme.

Manager within the Ministry for Foreign Affairs,
parts | and 1l

The programme is intended for managers who have not previously taken part in
the Ministry's basic programme. This programme aims to develop leadership and
takes place over a total of six days. In addition, managers are given the opportunity
to attend various internal training courses, including: )

11



12

* finance :

* promotion of Swedish interests

* “the representative role”

* languages

¢ consular affairs’

* migration -
* training in dealing with the mass media

In addition, it is possible to take part in external courses and seminars, both within
the Government Offices and outside them. The Swedish National Defence College,
Wilton Park, SOAS and the European Institute of Public Administration are among
the organisers.

‘Information in Swedish about the various training courses that are available can

be found on the Foreign Service intranet, Utrikessidan.

Tryck av XBS Grafisk Service 2004
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SKILLS DEVELOPMENT POLICY FOR THE SWEDISH
FOREIGN SERVICE

Skills development is a key‘issue in an organisation such as the Foreign Service where
knowledge is vital. This policy describes the approach and guldelmes that apply for the
field of skills development.

. Objectives

+ The skills represented in the Foreign Service shall meet the varying operational
requirements

« The Foreign Service shall provide professional development opportunities for all
employees

A learning organisation

A learning organisation promotes learning opportunities for all employees and creates
the necessary conditions for continuous development and change.

A learning organisation is characterised by:

« aflexible approach to changmg conditions in the world around it

« a capacity for renewal

« good problem-solving skills

« efficient use and development of human resources

« an ability to integrate external know-how and to combine specialist knowledge with
broad general competence

Dialogue and participation are basic prerequisites in a learning organisation.

Definition of competence and skills development

Competence means the ability to acquire and apply one's knowledge, skills and
experience.

Skills development means all the measures that are taken to build up, maintain and
increase the employee's/group’s/organisation’s ability to carry out its tasks.

The most important form of learning takes place through one’s work. Skills
development comprises courses and seminars as well as activities that include learning
elements such as participation in projects, networks, research and development work,
supervision, mentorship, conferences, fairs and exhibitions, and study visits.

Operational needs should form the basis of all initiatives

Development initiatives should serve as an investment to increase the organisation’s
capacity to meet operational requirements. Expenses and income — sacrifices and
benefits for operations - should always been taken into account when planning skills
development. Measurable targets should be set so that initiatives will be effective and
possible to evaluate.



Responsibility for skills development

The head of department etc. and employee are jointly responsible for skills
development. The responsibilities of the head of department include applying a
leadership method that encourages motivation, development and learning. An
important factor in encouraging an employee to do a good job is providing
opportunities for development and challenges. Employees should therefore be
encouraged to engage in various skills development activities at work and in their
leisure time. ' ,

The Human Resources Department supports skills development efforts over the
long term by preparing guidelines in the field, by providing advisory services and by
arranging various skills development initiatives. The Language Services are responsible

“for support and training in. foreign languages.

Time for development

Each employee should be allocated at least one week per year for skills development.
Four weeks' total preparation should be allowed before each new posting abroad.
Further time may also be needed depending on the nature of the assignment.

Financing

The Foreign Service’s joint resources for skills development should be used as
efficiently as possible and skills development should take place within the existing
economic framework. See Appendix 1 for information about financing and
reimbursement in connection with skills development.

Skills development plans

Skills development plans should be drawn up at section/mission level as well as at
individual level before the start of each operational year,
Plans that are drawn up in paralle] with other operational planning should be linked
to operational goals. Skills development needs are to be discussed during personal
. development dialogues in connection with the drawing up of competence profiles.

Feedback and reporting

When an employee has taken part in a skills development activity, it is important that
the knowledge acquired is made use of and spread to the working group as a whole,
The head of section/administrative manager should provide support and assign time for
the employee to report what he/she has learnt.

-An account of undertaken skills development activities should be provided in
connection with the annual administration report,

Providers of in-service training

Together, our employees have a vast wealth of knowledge and skills. Employees with
specialist knowledge should been given the opportunity to share their knowledge and
experience in in-service training initiatives where possible and suitable. The head of
section etc. has an important role in providing the conditions in which employees can
serve as providers of in-service training. -



Accompanying spouses

Where there are vacancies, accompanying spouses may also take part in skills training
activities arranged by the section for Human Resource Development (P-UTV). Prior to
stationing abroad, accompanying spouses may take part in any relevant language
training. ' :

Support, coordination and cooperation

The section for Human Resource Development, P-UTV, is responsible for coordination
within and between departments/missions. The Language Services are responsible for
foreign language training,

P-UTV and the Language Services shall support the organisation in its skills
development activities and shall work closely with national and international
cooperation partners.

Information about skills development shall be provided continually on the Foreign
Service intranet (Utrikessidan). :



GUIDELINES FOR FINANCING AND REIMBURSEMENT
IN CONNECTION WITH SKILLS DEVELOPMENT IN THE
FOREIGN SERVICE

Management and staff are jointly responsible for skills development.
P-UTV and the Language Services shall provide support and opportunities for such
skills development. ‘

Financing of skills development {course or seminar fees)

Priority skills development areas )
(See Plan for Human Resources Development in the Swedish Foreign Service)

» Full or partial financing of skills development activities (for individuals and groups)
can be provided by P:UTV.

Other areas of activity

Financing (for individuals and groups) is provided by the respective section/mission.
Full or partial financing can be provided centrally for activities arranged or
coordinated by P-UTV.

Languages

The Language Services decide how foreign language training is to be financed. The
diplomatic missions decide how foreign language training for officials posted abroad,
accompanying spouses and [ocally engaged staff is to be financed.

Skills development abroad (P-UTV)

Employees who are to be stationed abroad are entitled to apply for a grant for skills
development abroad. All applications are made within the framework of the Bogemas-
Stackelberg Foundation. Applications are to be sent to P-UTV on the form “Application
for grant from the Countess Anna Bogeman-Stackelberg Foundation”, Further
information about skills development abroad is contained in the enclosed
Memorandum dated 21 February 2003.

Language training abroad (Language Services)

In certain cases, language training abroad will be granted and financed by the Ministry
for Foreign Affairs. Applications are to be sent directly to the Language Services. Unless
otherwise agreed, the following applies:

The training is an integral part of the skills needed for the job. The Ministry will
reimburse costs for a low-price air ticket, transport to and from the airport and the
course. In cases where meals and accommodation are included in course arrangements,
a subsistence allowance will only be paid for the days of travel and any intermediate
weekend. Intensive courses in connection with stationing abroad should normally take
place directly before the employee takes up the new post.



Reimbursement for course books
The course must be relevant to the employee’s present or future tasks.

P-UTV reimburses the costs Jor books included in the syllabus in the case of:
s Atudies giving eligibility for higher education
¢+ Higher education courses.

Employees wxll not be reu‘nbursed for reference literature,

Applications for reimbursement for course books should be made before the studies
" are commenced. Employees will be reimbursed on presentation of a course certificate
and receipts within three months after concluded studies.

~

The Johnsonska Foundation

In connection with a posting or transfer abroad, employees of the Ministry for Foreign
Affairs may apply for a book grant from the Johnsonska Foundation. The grant
corresponds to the actual cost up to a maximum of SEK 1750. The grant covers the
purchase of books relating to the new country or region of stationing (as well as maps,
dictionaries, grammars, and CD-ROMs for language training).

The grant should be used within six months of entry to the new post. Employees
will only receive one grant per stationing. The grant cannot be paid for stand-in or
temporary positions. Applications for book grants are to be made on a special form
which can be found on the intranet (Utrikessidan) under the heading “stipendier”.

Days in service

Employees take part in skills development activities as an integral part of their posts.

For officials stationed abroad, P-UTV is responsible for decisions relating to days for
in-service training in Stockholm and external contact visits. Days in service are not
granted for contact visits within the Government Offices.

Employees who are on leave or who have not yet taken up their posts in the Foreign
Service may be entitled to pay in connection with skills development activities.
Decisions regarding salary payments for these groups are teken by the section for
Human Resource Planning (P-P).



Accommodation

Course participants who are stationed abroad, on leave or externally recruited staff who
do not have accommodation: of their own in the greater Stockholm area, will receive
compensation for accommodation from P-UTV as follows:

* SEK 85/night for private accommaodation or

* hotel accommodation (single room) at the cheapest possible hotel arranged by the
Nyman & Schulz travel agency {maximum c. SEK 1 100/night). Hotel rooms should
be booked by the course participant via Nyman & Schultz:

E-mail: nymans.regering@nymans.se
Reimbursement for accommodation is normally granted for the course duration.

Subsistence allowances

Any subsistence allowances in connection with skills development are paid by the
section/mission (not by P-UTV). .

For information about subsistence allowances in connection with language training
see Language training abroad(Language Service).

Travel

Travel in connection with skills development in Sweden
Officials who are stationed abroad should plan their skills development in connection
-with holiday visits to Sweden or transfer trips.

P-UTV and the Language Services respectively reimburse travel costs for the
cheapest means of travel from the holiday location in Sweden to Stockholm or another
course location in Sweden. Local travel in the course location will not be reimbursed.
Bookings should be made by the course participant through Nyman & Schulz.

P-UTV will reimburse the cost of a low-price air ticket for staff stationed abroad
who are called to a skills development activity. ‘

Staff who are on leave/externally recruited staff who are to take part in a skills
development activity in connection with stationing abroad may receive reimbursement
for travel from their home-town in Sweden to Stockholm.

Travel in connection with skills development abroad

See the memorandum of 21 February 2003, “Grants for Skills Development Abroad
from the Countess Anna Bogeman-Stackelberg Foundation”.

Applications/decisions relating to skills development

P-UTV: The form “Applications/decisions relating to skills development” should always
be used in connection with decisions relating to participation in and reimbursement for
skills development activities arranged, coordinated or financed by P-UTV. The form is
available on the intranet (Utrikessidan) and in P-UTV's “Skills Devélopment
Programme”.



In cases where the employee has applied for reimbursement in accordance with the
guidelines, a copy of the decision will be sent to the applicant and to the relevant
section/diplomatic mission.

In addition to standard application forms for skills development there are also special
forms for:

* Applications for grants for skills development from the Countess Anna Bogeman-

Stackelberg Foundation;
* Applications for book grants from the Johnsonska Foundation

Language Services: Applications for language training are to be submitted on a special form.
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GRANTS FOR SKILLS DEVELOPMENT ABROAD FROM THE‘
COUNTESS ANNA BOGEMAN-STACKELBERG FOUNDATION

Grants for skills development from the Foundation can be used by all employees in the
Foreign Service who are eligible for stationing or service abroad. Funds from the
Foundation may not be used for purposes to which public. funds apply.

Grants for skills development

Human Resources Development P-UTV

Grants (covering course fees and low-price air tickets) can be awarded for studies at
various international institutions. Grants for skills development are not awarded for two
consecutive years to the same employee. Applications for grants from the Foundation
should be submitted on a special form, see the intranet (Utrikessidan, under the
heading "Kompetensutveckling/stipendier).

Language Services )
Grants may be awarded to staff stationed at home who need to improve their language

skills in connection with present tasks. An invitation to apply for a grant is sent out
once a year.

Study trips ]

Grants (covering air tickets) may be awarded for study trips. Other costs are to be
financed by the section. The trip should have a clear connection with the employee’s
field of responsibilities but should not be part of day-to-day operations.

Grants may be awards to employees stationed abroad for study trips to other
countries in the region. They do not, however, cover trips in connection with dual
accreditation and all trips must be made during the first half of an ordinary period of
stationing.

Miscellaneous

- See the intranet (Utrikessidan) for information about grants for skills development for

accompanying spouses, other purposes and loans.
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