Level 1: Business Counselor Professional Development Skill Certification Program [image: ]

Completion due within one year from January 11, 2019 or the hire start date whichever is later.
                               Name: _Joe Jones___________ Position: Center Director_______ Center: SBDC@ACC_____
Hire Date: July 4, 1976_____________ Required Completion Date: _January 10, 2020____ 
	.Elements
	Core Competencies
A Level One Certified Counselor Must Be Able To: The Center Director coordinates with the employee to create the plan and evaluate their accomplishments toward completing each task. Center Directors will be designated an evaluator by the State Office to coordinate, create the plan and evaluate their accomplishments towards completing each task. 
	Plan
List the training, education, and/or actions towards fulfillment of  Core Competencies below or on a referenced attachment.
	Completion Date


	Business Planning, including Strategic Planning and Business Plan Development
	a. Identify and assess the critical business issues facing the existing business client based on inputs such as client interviews.

b. Assess the start-up client’s readiness and needs.

c. Identify available resources and tools including government regulations and services available via multiple sources.

d. Develop an action plan with activities and next steps with the client.

	 Conducted multiple client interviews in 2017 and attended the Northeast Regional Meeting on April 11, 2019.
Conducted 17 client initial sessions in 2018.
Used each tool provided by the NMSBDC and our host to aid small business owner in critical decision.
See referenced attachment

 	a. 4/11/19                      b. 12/11/18       c. 3/15/19          d. 2/5/19
	Marketing
	a. Direct clients to proper sources for market research (SBDC net services).

b. Assist clients in developing and implementing an action plan.

	a. Assisted multiple clients using IBIS, Demo Now, Ref. USA during the period from Jan - July 2018.
b. I used the Mktg. training I received at the ASBDC Conference in 2017 to assist 4 clients in 2018 with a mktg. plan.
 
	    a.7/31/18 

    b.12/1/18


	Communication skills

	a. Active listening.

b. Effective client interviewing using open-ended questions.

c. Creative problem solving.

d. The ability to handle difficult people.

	a. Conducted multiple client interviews in 2017 and applied the knowledge that I obtained from the book "Active Listening for Counselors" that I read in July
     of 2017.
b. See a. above, which addresses open-ended questions as well.
c. Took the training offered at my host institution entitled "Enhancing Communication Skills: in Nov. 2018.
d. Attended Ninja Training and have received my Black Belt last November. (Obviously, this is NOT an acceptable answer.)

	a. 7/27/17





b. 7/27/17

c. 11/19/18


d. 

	Consulting / Counseling Techniques


	a. Display knowledge and use of effective consulting/counseling and coaching techniques.

b. Assist client to set goals within an action plan.

c. Understand how to develop a standard consulting/counseling session outline that serves as a diagnostic tool for effectively assessing the client.

d. Identify consulting/counseling tools/resources and how they would be used.

e. Understand and demonstrate when to use team based consulting/counseling.

f. Understand how to use SBDCNet, any web-based client database, such as Neoserra, and consulting/counseling resources and how to develop effective counseling session notes and documentation.
g. Demonstrate understanding of identifying high growth/high opportunity clients and how to engage the state/region-wide services available.

h. Demonstrate an understanding and awareness of Cultural diversity.

i. Understand and comply with the State/Region Code of Professional Conduct:
1. Conflict of interest policies
2. Client confidentiality requirements
3. Ethics
4. Educational or host organization policies (to be covered by College or host organization)
5. Introduction to core competencies
	a. I had two new business advisors that I hired in 2018, and modeled effective counseling techniques to them on several occasions. Example: Coaching a business on price strategy.
b. Have helped countless clients with business/action plans from Jan - Dec 2018.Goal setting was integral part of these
c. Started but not completed the 12 module series Diagnostic Counseling on line training.   4 out of 12 completed. Plan to complete by 8/1/19
d. IBIS World - Used to help small business owners identify supply chains. Demographics Now - Helped to find prime locations for expansion opportunities.
e. Started a pilot project on 4/1/19 with the SF SCORE chapter to assist clients over the next 60 days.
f. although I have been with the NMSBDC Network for many years, I choose to attend the March 2019 NHO. Which covers all of these topics.
g. I have obtained this skill from my multiple
years’ with working with clients and will demonstrate the skill to my evaluator on May 4, 2019.
h. Informally surveyed colleagues and peers
to have a better understanding of the community I serve and how I demonstrate that awareness.
i.	See below.      
1.           Read and signed
2.	Read and Signed
3.	Attended the Cowboy Ethics class by Garry Smith in Aug 2018 and applied what I learned to my daily activities.
4.	Attended host orientation program in 2017 and participated in the CE provided and required by the host.
5.	Started level one of the NMSBDC PD  Plan
	a. 8/17/18



b. 1/30/19
c. 
d. 1/21/19
e. 
f. 3/5/19
g. 
h. 
i. See Below
1. 3/4/18
2. 3/7/18
3. 12/25/18
4. 11/4/18
5.














	Additional NMSBDC Specific Requirements
	a.   Read and Understand your current job description.

b. Upload documents to Neoserra
      1. Upload NMSBDC New Hire Orientation Certificate of Completion.
      2. Upload your signed job description.
      3. Upload your current resume or the resume you submitted during 
           Your application process. 
      4. Upload your current signed Confidentiality/Conflict of Interest   Agreement.

c. Neoserra printout showing all of the completed trainings applied to this certificate. 
d. Updated LinkedIn profile
e. Attend and participate in 2 Center and 2 Statewide WIG Meetings.
f. Review the Export and Trade Counselor Certification Introductory Level at https://2016.export.gov/sbcounselors 
     Introductory Level
· Key International Trade Terms
· Go Global Exporter's Resource Guide


g. Demonstrate use of the NMSBDC Initial Session Standardized Counseling Process.   

	 a.	Done

b.        Done

 1.	Done
 2.	Done
 3.	Done

 4.	Done


 c.	Done

 d.	Done

 e.	In process. Attended Center WIG and Statewide WIG. Plan to attend CWIG on 6/17/19 SWIG on 5/8/19
 f.	Reviewed all the materials listed for the Introductory Level.
 g.	In progress, participating with the Counseling Session Design Team (CSDT)
	a. 1/11/19

b. 1/21/19

1. 1/11/19
2. 1/11/19
3. 1/17/19
4. 1/21/19


c. 1/23/19

d. 1/23/19


e. 1/15/19 2/18/19

f. 3/16/19

g.

	
Plan Created 

Plan Accepted
	
Employee Signature: ___SIGNED__________   Date: 4/30/19_  Evaluator Signature: ______SIGNED_______ Date: __________ 

A.S. Director Signature: ______SIGNED___________       Date:______   ____
	





	Plan Completed
	
Employee: ______________________ Date: _________      Evaluator: ____________________ Date: __________ 

	


I certify that the above professional development is complete and that the counselor/director has earned Level 1 Business Counselor Certification.  Associate State Director of Program Development and Outreach: _____________________________   Date: _____________________
ASD to upload this completed plan to the counselor/directors PD plan in Neoserra.
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