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Information sheet – completion guide

Here you will find 

explanations of the 

individual parts of the 

'Functional Description' 

form.

Use this information to 

help you complete the 

form.
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Each post in the functional description must be classified in the salary scale of the Collective Bargaining Agreement for general 
university staff on the basis of the actual activity. The basis for the evaluation is a functional description.

All functions of the general university staff and their basic classification are checked against already existing functions. If the name of the 
function to be advertised is not yet on file, we will contact you so that, after submission of the function objective, the main tasks, additional 
tasks and required competencies, a desired new additional function can be checked and evaluated accordingly.

❖ FAQs (see below) 

❖ Competency catalogue (see below) 

❖ For powers, see organisational development manual, 
section ...

NOTE: In general, requests for new functions will only be considered after a 
detailed examination has been carried out to check whether this function, with 
its core tasks and competencies, does not already exist or is associated with a 
function and its underlying activities, and the result is positive.

The functional description includes the objective and the main core tasks as well as 
additional tasks and competencies. Narrow task descriptions and work steps (e.g. 
collecting mail, filing minutes, etc.) or a percentage distribution of tasks should be 
avoided.

See also the following information in the box on the right, which is also 
related to a functional description or job advertisement.
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FAQs 

What is the difference between the job description and functional description?

The functional description differs from the job description essentially in that a clear, person-independent function is described with regard to the function objective, main activities 

and competencies. That is to say, excluding information about organisational integration, representation rules and complex or narrowly defined work steps with a percentage 

distribution of tasks.

How can I weight my activities in the functional description without dividing them into percentages?

Activities that make up the main part of your working time should also appear as the predominant feature of the activities. (Secondary) activities should be summed up in one 

activity point. 

Should detailed and additional activities also be listed besides the main activities?

The purpose of functional descriptions is to list the main activities (maximum of 6) clearly and as briefly and concisely as possible. Detailed activities such as fetching mail, filing 

minutes, etc. are included in one main activity (e.g. 'Organisational and administrative duties').

Which competencies must I enter in the fields provided?

A competency catalogue which refers to the most important core competencies of TU Wien serves to define, in addition to the central component of professional competency, 

additional related competencies such as the methodological, behavioural/personal, social and leadership competencies of the function.

Why must I define competencies and how many competencies must be defined?

Competencies clearly establish the capabilities which the function requires, in order to meet the requirements of the function through other defined competencies besides 

professional competency. It is the user's responsibility to filter out the most important competencies required for this position from the core competencies of TU Wien.

What is the advantage of defining and classifying competencies in advance?

The competency model forms the basis for defining and assessing the required competencies (TARGET | ACTUAL profile), as part of the application and selection process. The 

competency model also serves to define further training measures in the appraisal interview or as early as the recruitment process if competencies are lacking. This means that a 

potential candidate who matches 90% of the desired competency profile and still needs training in the methodological competency of 'organisation & planning' can select and 

attend an internal staff development measure on the basis of seminars also assigned according to this competency model.

Can my activity be correctly classified on the basis of the functional description?

Only the objectives relevant to the position and the most important main tasks are included in functional descriptions. They represent the essential characteristics of functions. 

The demands of the function are measured and evaluated based on these objectives and main tasks. Therefore, when classifying a function, only the functional core of a position 

(objective/main activities/competencies) that is independent of a person is assessed.
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TU Wien competency catalogue

Use the following competency catalogue to supplement the job profile you are looking for. The competencies contained in the job profile

should be scrutinised by asking suitable questions about the candidate's demonstrated behaviour. The catalogue offers you relevant

examples of behaviour.

• Professional competencies

• Methodological competencies

• Behavioural/personal competency

• Social skills

• Leadership competency

Professional and methodological competencies can be ascertained from the CV, 
but should be further scrutinised by asking detailed questions about specific 
activities, training or projects.

By professional competency we specifically mean aspects such as training, 
knowledge such as IT or languages, skills, professional experience, practical 
experience as well as interdisciplinary expertise.

The competencies contained in the job profile should be scrutinised by asking 
suitable questions regarding the candidate's demonstrated behaviour. Details of 
further competencies are given on the next pages.
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Analytical abilities
Has the ability to think in abstract ways and grasps problems and subject matter quickly. Distinguishes between the essential and the non-essential, 
condenses the flood of information, gets to the point quickly. Spots connections and draws the right conclusions and strategies from them. Handles 
facts, figures and data with confidence and develops a clearly structured picture from a diverse range of information and data.

Organisation and planning
Is able to break tasks down into work steps and combine activities. Organises systematically and uses resources efficiently. Is able to work on long-
term and complex projects and meet deadlines. Is a self-organiser and able to correctly estimate the amount of work required. Achieves the planned 
milestones and continually takes proactive measures to keep to the plan and optimise resource use.

Time management
Distinguishes between urgent and/or important tasks and sets priorities. Is able to manage time well and work on several tasks at the same time. 
Uses their time in a focused way, does not get bogged down but anticipates delays. Is also able to say no when necessary. Achieves more in less time 
than others without loss of quality. Is well able to estimate the time needed for tasks and sets time limits for themself.

Customer [OU/faculty] orientation
Understands a wide range of customer needs, develops sustainable relationships with customers, creates a basis of trust. Strives to meet customers' 
expectations and feels 'responsible' for them. Is also able to communicate internal rules clearly and follow procedures without upsetting customers. 
Interested in feedback from external and internal customers in order to continually improve products and services.

Information sharing
Shares all information that employees or colleagues need to carry out their tasks. Checks that information is true and may also keep information to 
themself that is not useful to share. Informs superiors in a timely and efficient manner. Uses appropriate and efficient ways to share information. 
Makes statements that contribute positively to the working atmosphere and is attentive to the information needs of others.

Methodological competency (1/2)
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Innovative capacity
Works constantly to improve products and services. Is open to ideas and experiments. Does not waste time thinking about why something might not 
work, but comes up with creative suggestions in brainstorming sessions. Also: throws out the old and actively contributes to a climate where 
creativity and innovation can take place. Is able to make connections between seemingly unrelated facts.

Results orientation
Achieves realistic goals 100% of the time and works in a results-oriented way. Pays attention to the team's achievement of results and also shares 
successes. Knows which measures can support the attainment of goals and which cannot. Is able to assert interests with a focus on results without 
starting conflicts. Shows high commitment, keeps an eye on goals and is motivated by success.

Project management
Is able to engage and collaborate creatively with others, behave in a group- and relationship-oriented way and develop and implement new plans, 
tasks and objectives as part of a team. Is able to coordinate, structure and plan human- and time resources as well as staff in such a way that the 
project can be implemented as well as possible and on time. Is also successful in overcoming unforeseen events and incidents, stays motivated until 
the goal has been achieved.

IT competency
Is able to apply and use general software applications (e.g. Office package, photo/video editing, etc.) as well as job-specific software applications 
(e.g. SAP, etc.) and to reflect on their own learning needs in this area in order to initiate learning processes, for example in the form of further 
training courses.

Methodological competency (2/2)
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Work-life balance
Also has a well-balanced life and finds enough time for private needs and social contacts. Finds a good balance in order to maintain their own 
performance. Knows how much tension and relaxation or emotional calm and distance they need. Can block out one area so as to focus fully on another.

Enthusiasm
Can become enthusiastic about activities and sometimes does not want to stop. Is interested in tasks and gets involved so that the work is fun and 
satisfying. Has strong inner drive and has never entirely lost childlike enthusiasm. Radiates strength and enjoyment and is also able to inspire others. Can 
make even boring tasks interesting.

Stress resistance/resilience
Can cope with life situations or phases of life that are felt to be stressful. Does not become emotional and always reacts appropriately to the situation. 
Does not lose balance even when faced with surprises. Has developed strategies and processes to reduce stress. Knows that stress is caused not so much 
by the events themselves, but by one's own assessment of them. Is able to combine different coping strategies. 

Pacing
Knows how much time things take and when excessive haste could lead to worse results. Analyses and plans before implementation. Is able to pause and 
analyse potential problems. Does not get caught up in 'action for the sake of it'. Is able to adapt to the pace of others and does not become impatient. 
Always spends the right amount of time to complete tasks and does not waste time on too much detail. 

Accuracy
Works on every project entrusted to them conscientiously and carefully and takes all factors into account. Usually recognises typing errors at first glance 
and, in case of doubt, takes a little more time to deliver accurate results. Taking maximum care in their work is a priority. Deals with facts, figures and data 
very precisely and accurately and develops a clear, structural picture from the available data.

Behavioural/personal competency (1/2)

1

2

3

4

5

7



Self-reliance
Is not afraid to take problems or tasks in hand. Is able to handle difficult tasks independently. Does not need praise and recognition for every task, but 
knows when they have done a good job. Feels responsible when approached and does not try to refer to colleagues. Does not feel like a victim of the 
environment, but takes responsibility for their life and their satisfaction.

Self-reflection
Is interested in their own development and regularly and systematically questions themself. Remains authentic and is not swayed by external factors. Is 
happy to accept professional feedback, is open to constructive criticism and recognises failures. Does not blame others, but works to build on strengths 
and learn new ways to behave in order to compensate for weaknesses.

Ability to learn
Enjoys learning and is willing to constantly acquire new knowledge. Readily accepts professional feedback and develops strategies to learn from mistakes. 
Takes responsibility for their own development both professionally and personally. Observes others and learns by example. Is also able to change 
behaviour or learn new ways of doing things. Does not adhere rigidly to their own and outdated points of view.

Tolerance for ambiguity
Is able to work on several tasks at the same time. Always looks for new solutions and goes beyond established routines. Loves change. Gets bored with 
routine administrative processes. Needs challenge. Is happy to live with ambiguity, complex conditions and cultural differences.

Dealing with diversity
Likes to recruit a diverse range of employees, be it in terms of nationality, age, gender, etc. and is committed to fairness and equal opportunities. 
Recognises the relevance of gender attributions in their own work and sphere of influence (knowledge) and is willing to deal with these issues in day-to-
day work (desire) and able to take action based on this knowledge (skills). Is prepared to do this in a constant process of reflection. Sees otherness as 
presenting opportunities for creative problem solving. Is considered a tolerant and mature personality. Acts according to their own value structure, but 
also accepts values and motives of other people and does not set too much store by their own values or try to impose them.

Behavioural/personal competency (2/2)
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Empathy
Is able to put themself in the shoes of other people and their life situations and thus get a change of perspective. In this way they are able to balance their 
own actions with the needs of others and enable sensitive interaction. 

Communication skills
Knows how to make contacts, start conversations and hold a conversation with multiple partners at the same time. Does not find it unduly taxing to listen 
attentively and master difficult conversational situations. 

Conflict skills
Recognises potential for conflict and is able to allow different perspectives and interests and contribute strategies for conflict resolution. Focuses on 
addressing conflicts and does not shy away from confrontation. 

Team skills/willingness to cooperate
Achieving common goals is more important than asserting personal goals. Sees themself as part of the group, accepts the abilities and strengths of others 
and is able to make good use of their competencies to achieve goals. Can live with compromises and accepts support when needed. Is open and makes 
statements that strengthen the common team understanding. 

Social skills
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Making decisions
Makes decisions based on a precise analysis of the problem and systematically weighs up many alternatives. Can make logical decisions even under time 
pressure and with limited information. Proceeds methodically and in a structured way. Involves others in decision-making when appropriate. Makes 
decisions in good time. Most decisions turn out to be correct in retrospect. 

Delegation skills
Knows which tasks can be delegated and shares responsibility. Trusts others to do 100% of the task. Understands that doing a large proportion of the work 
oneself does not save time and is not productive. Sees human resource development as an investment that facilitates their own work. Knows what they 
can delegate and to whom, pays attention to fairness and surrenders the authority needed to carry out tasks. 

Dealing with diversity
Likes to recruit a diverse range of employees, be it in terms of nationality, age, gender, etc. and is committed to fairness and equal opportunities. On the 
dimension of gender, recognises the relevance of gender attributions in their own work and sphere of influence (knowledge) and is willing to deal with 
these issues in day-to-day work (desire) and able to take action based on this knowledge (skills). Is also prepared to do this in a constant process of 
reflection. Generally sees otherness as presenting opportunities for creative problem solving. Is considered a tolerant and mature personality. Acts 
according to their own value structure, but also accepts values and motives of other people and does not set too much store by their own values or try to 
impose them on others.

Strategic thinking
Is able to think strategically and understand the strategic concepts of others. Is able to anticipate future trends and is oriented towards the future. 
Recognises opportunities and threats, has a good appreciation of how their domain compares with competitors and is able to think through strategies 
from start to finish. Is able to distinguish between tactics and strategy, plan for a wide range of time horizons and does not change strategies hastily. 

Developing people
Is able to recognise the strengths, weaknesses and potential of employees. Has no 'tacit assumptions' about people, but trusts everyone to take 
development steps and is not afraid of competent employees. Systematically prepares development plans and implements them. Is able to use all the 
tools of staff development as and when needed. Fosters career discussions and encourages career moves. 

Leadership competency (1/2) 
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Goal setting and measurement
Agrees goals with all employees and lets them take part in developing goals so that they may be accepted. Establishes clear responsibilities for tasks and 
decisions. Clearly communicates how goal attainment is measured, including qualitative goals. Tracks processes, progress and results and builds feedback 
loops into work processes. Does not overstretch or under-challenge staff. 

Performance assessment
Is well able to assess employees and colleagues and anticipate how people will behave or react. Does not judge in terms of stereotypes but uses extensive 
personality profiles. Assesses work results and competencies objectively and professionally and communicates the assessments to the people concerned 
in a transparent and appreciative way. 

Team development
Successfully integrates new employees into the team and promotes belonging. Shares successes with the team and assigns tasks and responsibilities that 
allow the team to develop and create team spirit. Promotes tolerance within the team in order to maintain heterogeneity and innovative capacity and to 
enable cooperation as far as possible without conflict. Regularly engages in team development with learning transfer. 

Management information systems
Is able to design processes, working methods, tools and documents that optimise corporate management and control. Finds an optimal balance between 
bureaucratisation, administration and pragmatic individual action. Establishes rules and procedures in so far as they ensure the efficiency of work 
processes and quality. Is happy to control and guide and uses the most efficient tools and methods for doing so. 

Leadership competency (2/2) 
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