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1.
Introduction
The GoodStaff Online IT Tool is a comprehensive system designed to 
evaluate and support the development of administrative staff competencies 
in Higher Education. Developed under the ‚Efficient University 
Administration’ project, this tool offers Higher Education Institutions (HEIs) 
a structured approach to assess administrative staff strengths, identify skills 
gaps, and plan strategically for HR interventions. This guide is designed for 
HEIs that wish to implement the tool effectively, helping them align usage 
with institutional goals and staff development practices. HEIs adopting this 
tool benefit from improved data-driven HR decisions, transparency in staff 
evaluations, and the promotion of a competency-focused culture.
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2.
What the Tool Does
The GoodStaff University Tool serves as a digital platform to assess the 
professional competencies of administrative staff based on a defined 
framework. The tool enables individuals to conduct self-assessments, and 
HR teams and line managers to generate comprehensive individual and 
group evaluation reports, useful for staff development and the alignment 
of administrative staff skills with the HEI’s strategic priorities. These reports 
support various human resources processes, including recruitment, 
performance appraisal, training needs analysis, and succession planning. HEIs 
can also adapt the tool to reflect on their unique job profiles, competencies, and 
institutional standards, thus promoting personalised development strategies.
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3.
Getting Started
To commence implementation, HEIs must first obtain access 
credentials from the hosting project team or designated contact. 
Appointing a capable internal administrator is crucial at this point, 
as this person will manage the platform, serve as a liaison with the 
project team, and ensure the tool’s smooth operation at the HEI 
level. Administrators and departmental managers should undergo 
introductory training to understand the functionalities of the tool. 
Subsequently, HEIs can upload or align job roles, competency 
frameworks, and performance indicators to match their own specific 
operational needs. This customisation phase ensures the tool is relevant 
and practical within the local HEI context.
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4.
Running Assessments
Once the tool is set up, administrators can create user accounts for staff 
and assign them relevant competency assessments. The platform includes 
automated features such as participation tracking to ensure engagement. 
Open communication with staff is essential for the tool to be accepted 
and used in developmental rather than mere monitoring fashion. To this 
end, explaining the rationale and benefits of the assessment helps reduce 
apprehension and boost willingness to self-reflect, learn and grow one’s 
skills. It is recommended that assessments be run during non-peak working 
periods to avoid operational disruptions. Additionally, HEIs can opt to conduct 
assessments in waves, starting with departments most eager or for which 
there is an urgent need to participate. 

GETTING STARTED

with the Efficient University
Administration Tool

MONITORING PROGRESS
–	Activate Built-in Reminders
–	Track Staff Participation
Use automated reminders and dashboards to stay informed 
about completion rates and ongoing participation

2.

SET UP AND ASSIGN
–	Create User Accounts
–	Assign Competency  Assessments
Begin by registering staff in the system and assigning 
them the relevant competency assessments

1.

COMMUNICATE AND SUPPORT
–	Explain the Purpose Clearly
–	Highlight the Benefits
Promote open communication with staff to foster 
trust and explain how assessmentssupport their 
growth and development

3.



5.
Interpreting Results
Following the completion of assessments, results are displayed via a 
user-friendly dashboard that includes charts, graphs, and competency 
summaries. Individual results can help shape personal development plans, 
while insights on the collective (average) skills at the team-level can guide 
department-level strategies. HR managers should analyse these results in 
consultation with line managers and use them to inform constructive and 
developmental feedback sessions, and performance appraisals. The tool 
also allows for comparisons between baseline and follow-up assessments, 
enabling HEIs to track progress over time.

ANALYZE DATA
–	Graphs and Summaries
–	Strengths and Development Needs
Interpret graphs and data summaries to identify 
strengths and areas for development

2.

VIEW PROFILES
–	Reporting Dashboard
–	Individual and Team Levels
Use the reporting dasboard to view individual 
and team-level competency profiles

1.

USING COMPETENCY
ASSESSMENT RESULTS

DISCUSS RESULTS
–	Feedback Sessions
–	Appraisals and Planning

3.



6.
Integration into HR Practices
To ensure long-term impact, the tool should be embedded into existing HR 
policies and processes. Recruitment panels can use competency results to 
inform needs for recruitment, formulate interview questions, and ultimately 
to guide candidate selection. Further, the HR or any other department 
assigned with that role, can develop training programs to address the most 
common skill gaps identified through assessments. Managers can also use 
team-level data to delegate responsibilities more effectively. By comparing 
assessment results over time, HR teams can track institutional improvement 
in competencies and adjust their strategies accordingly.

PLAN ACTIONS
–	Team-Level Results
–	Training and Responsibilities
Use team-level results to plan training 
and allocate responsibilities effectively

2.

INTEGRATE RESULT
–	Recruitment and Development Plans
–	Role Specific
Incorporate assessment results into recuitment 
interviews and role-specific

1.

TRACK PROGRESS
–	Baseline and Follow-Up
–	Assessment

3.

APPLYING COMPETENCY
ASSESSMENT



7.
Recommendations for 
Effective Use
A well-structured approach to implementation is more likely to yield better 
outcomes. HEIs are encouraged to launch a pilot run of the tool in a small 
number of departments to gather initial feedback and identify areas for its 
enhancement. In this respect, it is important to underscore that adapting the 
tool’s predefined competency framework to suit the local institutional culture is 
also crucial (and very much encouraged) to ensure HEIs get the most out of the 
tool’s capacity. Moreover, combining digital results with traditional evaluation 
methods, such as manager reviews and peer feedback, can enhance not only 
the reliability, but also the acceptance of the assessments. Further, transparent, 
honest, understanding and open communication regarding the use of the tool 
and purpose of the results obtained will foster trust among staff.
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8.
Support and Further 
Development
Comprehensive user guides are provided to support all roles—
administrators, managers, and end-users. Should additional assistance 
be needed, HEIs are encouraged to reach out to their designated project 
contact. Feedback from participating HEIs is much welcomed and will be 
used to improve future versions of the tool. By contributing suggestions 
and sharing experiences, HEIs can play a role in shaping a more robust and 
adaptive platform for the higher education sector.

Refer to the 
Guide provided 
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•	 Users should always be informed of the 
	 nature and purpose of the assessment

•	 Always consult the guide provided on the 
IT tool’s functionalities (Available in three 
languages)

•	 The IT tool should not be used as a stand-
alone medium to evaluate existing staff or for 
recruitment purposes. Additional evaluation 
methods/tools should be used in conjunction, 
such as face-to-face interviews, appraisals, 
peer observation and feedback etc.

Key points to 
remember:
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