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Written Response to the Competencies

What is the requirement?

· Candidates for Certified Master Facilitator must provide a written response describing their knowledge and experience in each of the competencies and sub-competencies.  Candidates use the Written Response Form to document this information.

Instructions for responding

· Please respond fully to each question.  The reviewers will attempt to assess your knowledge and abilities against the Certified Master Facilitator competencies.  Accordingly, please provide as much detail in your responses as you deem necessary to aid the reviewers in this assessment.  A curt response such as, “It depends,” does not favorably demonstrate your knowledge or abilities.  Instead, explain the different cases upon which your response depends and give responses for the relevant cases.

· The numbering of each question is intended to match the numbering of the Certified Master Facilitator competencies.  The common numbering allows you to refer to the competency the reviewers are attempting to assess with each question.

· Record your full answer in the space provided.  Do NOT include attachments.

· When you are asked to use a “specific example,” the example you use must be one of the documented sessions included in your Experience List (Forms E1 and E3).  

· In your response to the question, indicate the session number and client name (e.g., “In Session #7 with XYZ Company, I…”).  

· You may cite an example outside of the requirement period.  However, these sessions must also be documented in the Experience List using Form E3.  You may submit a revised Form E3 with your Written Response.  

· Where appropriate, indicate what was said to the best of your recollection and the actions you took in response.

· For some questions, you will be asked to “make up an example.”  In these cases, you are not expected to use a session from your submission, though you may if you choose.

· In all cases, you must use your own words in creating your response.  Words copied from manuals or other sources are inappropriate and subject to disqualification.

	
	
	Candidate:    

	
	Question
	Response
	Score
	Comment from Assessors

	A1.
	A. PRESENCE

Using a specific example, describe what you do at the beginning of a session to project confidence and gain the willingness of the participants to follow your lead.
	
	
	

	A2.
	Describe at least two actions you take as a facilitator to demonstrate warmth and caring toward participants?
	
	
	

	A3.
	Describe at least two positive and at least two negative impacts a facilitator’s energy can have on participants.  Describe at least two things you do to express in an energetic style.
	
	
	

	A4.
	Using a specific example, describe an instance in which you made adjustments in your own style or language to adjust to the group.  Describe your standard approach and the adjustment you made.  Explain why you made the adjustment and what may have been the result if you had not made those adjustments?
	
	
	

	A5.
	What are your strengths as a facilitator?

What are the areas in which you need to improve?

Using a specific example, describe an instance in which you demonstrated behaviors that indicated the need to improve in one or more of these areas and the approach you have taken for improvement.
	
	
	

	B1.
	B. ASSESSMENT

What are the 5-10 questions you typically ask during a client meeting to understand the client’s need?
	
	
	

	B2.
	What are 5-10 of the most important steps you take to plan and prepare for a session after gaining an understanding of the client’s needs? 
	
	
	

	B3.
	Using a specific example, describe an instance in which you customized a process to meet a client’s specific requirements and describe how the customization better met the client need.
	
	
	

	B4.
	Using a specific example, describe the actions you took when a planned process was not working effectively.  How did you know the process was not working?  What did you conclude was the cause?  Describe the actions you took to reach the desired outcomes.
	
	
	

	B5.
	Using a specific example, describe an instance in which you learned something from one session and applied the learning to another session.
	
	
	

	C1.
	C. COMMUNICATION

What are five active listening strategies you use most frequently?
	
	
	

	C2.
	Using a specific example, describe an instance in which, after listening to the discussion, you stepped in and helped the participants see the critical discussion points in a way that helped moved the discussion forward.  As best as you can recall, provide the words that were said.  (e.g., One participant said, “…”  Another responded, “…”  I recognized the key point and said, “…”). Explain how your action positively impacted the discussion.
	
	
	

	C3.
	There are times when a facilitator desires a volume of responses from the participants, such as in brain storming solutions to a problem or in creating a list of current process steps.  For this question, make up a sample scenario and record the exact words you would say to ask the question.  Feel free to use more than one sentence.
	
	
	

	C4.
	What question would you ask if…
…Someone says something that you believe is incorrect, but no participant reacts?

…Someone says something that is not relevant to the current discussion?
	
	
	

	C5.
	Using a specific example, describe an instance in which you had to give detailed instructions to participants.  Provide 3-10 bullet points detailing or summarizing the directions you gave.
	
	
	

	C6.
	What steps do you typically take when you summarize agreements made by participants?
	
	
	

	D1.
	D. CONTROL

What are the steps that you take when you hear content that is unrelated to the discussion topic?

Describe at least two other steps you typically take to keep participants productive and focused on achieving the goal?
	
	
	

	D2.
	Describe at least one step you typically take early in the session to create a safe environment for people to speak openly without fear of retribution.  In addition, describe one step you typically take during the session as necessary to maintain this environment.
	
	
	

	D3.
	Using a specific example, describe an instance in which you created and maintained an environment that took into account and fostered respect for diverse cultures and styles.  How were the cultures or styles diverse?  What steps did you take to take the styles into account and foster respect?
	
	
	

	D4.
	What techniques do you typically use to manage time and to ensure appropriate pace?  Describe at least two techniques for each.
	
	
	

	D5.
	Using a specific example, describe an instance in which there was disagreement within the group and you demonstrated techniques for effectively guiding a group through conflict to consensus.
	
	
	

	D6.
	Using specific examples, describe an instance in which you took action in an effort to prevent dysfunction and a different instance in which you had dysfunction occur and addressed it effectively.
	
	
	

	E1.
	E. CONSISTENCY

Describe what you typically attempt to achieve at the beginning of a session.  Then, using a specific example, describe the steps you took early in the session to achieve it.
	
	
	

	E2.
	What are the steps you typically take when the participants are getting out of control or not responding to your direction?  Provide the words you would typically say.
	
	
	

	E3.
	Assuming notes from your sessions are typically recorded by yourself, a scribe or a documentor, how do you determine what to record and what not to record? (If this question is not appropriate for your work, describe why.)
	
	
	

	E4.
	After completing your last work-related agenda item in a session, what are the steps you typically take to wrap-up the session and ensure follow-up?
	
	
	

	F1.
	F. ENGAGEMENT

We use the term “engagement technique” to describe the way people participate in an activity (e.g., brainstorming) to distinguish from  “process” techniques (e.g., strategic planning, root cause analysis) that describe steps to produce a specific product.  

Using specific examples, describe five different engagement techniques you have used. Give the session number, organization name, the technique and the specific outcome produced. (e.g., Session #17, Company XYZ - brainstorming to identify potential requirements for a maintenance system)
	
	
	

	F2.
	Using specific examples, describe five different problem solving or decision-making techniques you have used. Give the session number, organization name, the technique and the specific outcome produced.
	
	
	

	F3.
	Using specific examples, describe five different techniques and tools for promoting creativity that you have used. Give the session number, organization name, the technique and the specific outcome produced.
	
	
	

	F4.
	Using specific examples, describe at least five things you have done to impact the energy in a room.  Give the session number, organization name, the technique and the reason that impacting energy was necessary.
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