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Getting Started

As part of your House of PMO membership you
Competency have access to carry out your PMO Competency

Framework .
I . Framework Self-Assessment online.

o You should already have been given details on
gwwf”"&“w how to access the website - if not, contact:

support@houseofpmo.com

[HoUSE.OF PMO
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Getting Started

You will be using a website called Comaea and
accessing the House of PMO’s own competency
framework.

() comaea

competency made

This guide has been put together to help you
complete your assessment and get the most
out of the online tool.

www.houseofpmo.com



Getting Started

There are four parts to completing a self-assessment and you should set aside at least two hours when you
complete the assessment for the first time.

You will be:

* Carrying out a full assessment against all the competences, knowledge, skills and behaviours OR

* You can carry out an assessment against role profile/s

* You should take time to really reflect on your experiences to date as you work through the assessment

* The assessment includes all the text from the PMO Competency Framework book for you to read as you go along
* Finally, you’ll need to provide evidence to support your assessment.

Select Reflect Assess Evidence
Choose to use a role profile as Take time to reflect on your Set aside quiet time to work Gathering evidence to support
a starting point for your career to date, thinking about through the assessment, the your assessment is required,
assessment or carry out the the difference experiences you first time should take a couple this is where most of your
full assessment have. of hours. time for the assessment is
taken up.

www.houseofpmo.com



Accessing the Online Tool

You will receive an email with your access details.

comaea
Logging in for the first time, you’ll need to read and

accept the disclaimer.

Contact us at support@houseofpmo.com if you
need help gaining access.

0O Remember me Did you forget your password?

Disclaimer

By continuing to use the PMO Competency Framework on the Comaea Competency Management System, | agree that my personal data and
competencies will be recorded in order to be used for competence mapping and my personal development.

The information provided will be available to me, the House of PMO Limited and where applicable my organisation's management and in all cases
only those who have legitimate access rights will be able to access my data. No personal information will be shared with 3rd Parties.

Terms of Use and Privacy Policy can be found on the House of PMO website at https://houseofpmo.com/terms/

If you need any help contact support@houseofpmo.com

www.houseofpmo.com
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Accessing the Online Tool

Logging in for the first
. ) i
tl l I I e yo u I I S e e t h e . i Select Reflect Assess
" oU Choose to usea Take time to reflect Set aside quiet time
h d = role profile as a on your career to to wark through the
. . 0 & Portfolio Welcome to the PMO Competency Framework, a guide for PMO Professionals interested in assessing and developing
tool ti pPS W hich ex o EXa Bt ok e, 2 persona competencies ithin s MO envlonment

Al House of PMO | Home to the PMO Professional your assessment or the difference time should take a

carry out the full experiences you couple of haurs
assessment have.

starting point for date. thinking about assessment, the first
- We hope the PMO Competency Framework will become your career companion, a guic ularly as

7 continue your journey through the rewarding, challenging and continuously evolving profession that PMO h. 5
some of the most e e A
INSTRUCTIONS

1. To getstarted, click on the My Competency link above:

important tabs you o

<]

3. Carry out your seff-assessment against t ipentencies that are relevant for that r

n eed to kn OW a b0| It B e AT oinimeke bk o ot tocuments fo your Bacumient Ar
L] ory if you want to.

Click through them and
start to understand
what is available.
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Accessing the Online Tool

The home screen can
be reached at anytime
by choosing Home on
the top menu.

The instructions on this
page will also remind
you what to do without
this user guide.

This user guide can also
be accessed by clicking:

[HoUsE oF PMa]

& Portfolio

& Portfolio | All sections
& Portfolio | Competency profile
& Portfolio | Gap analysis

& Portfolio | Actions

Dashboard | Reports

Start Page Text

Home My Competency My Actions

House of PMO | Home to the PMO Professional

he PMO Competency Framework, e for PMO Profe erested in ng and developing
nd personal c vithin a PMO en

- te i o r career use regularly a:
nuously evolving profession that PMO h.

There is also the

Select Reflect

Choose to use a Take time to reflect
role profile as a on your career to
starting point for date, thinking about
your assessmentor | the difference

carry out the full experiences you
assessment have

The PMO Competency Framework

AsSSess

Set aside quiet time
to work through the
assessment, the first
time should take a
couple of hours.

Evidence

Gathering evidence to
support your
assessment is required,
this is where most of
your time for the
assessment is taken
up.

www.houseofpmo.com



Completing the Full Assessment

My Competency

Click My Competency OUSE.SF PHOl
O n t h e to p m e n u a n d \/ iy Lindsay Scott = Compe! + - | + | PMmOcCompetency Framework- Complete
yo u ) | | see: B Sort by competency group GUIDE  SELF-ASSESSMENT LEVEL EVIDENCE  UPDATED APPROVED

P M O CO m p eten cy e ——
Framework 2021

2 Document Archive
© Add job profiles

& Print job profiles

To the right you'll see: & s

& Portfolio | All sections

PMO Competency SEm—
Framework Complete —

& Portfolio | Actions

Add or remove columns

<]

Self-Assessment Level

<]
o

We will now complete
a full assessment

<}
c
b

<]

= »

3 8 ¥ &

mgww
2
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o o
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Completing the Full Assessment

Reveal the full competency framework

Reveal the full PMO

Competency HOUSE OF PMO] pememvats
Framework and you - ' omcre o =
will see all four T

® Time Travel — =~ PMO Competency Framework 2021

different contexts first
— project, programme, - :
portfolio and centre of S

Choose time travel... A

-

e

(5}
excellence. emroe .

[}
Choose one of the el °
contexts to get started JER— 0
and reveal the next S :
level. You can then — ;
choose other contexts == o
and carry on until i_::f:; :
you’ve completed the . R
full assessment. S N

www.houseofpmo.com



Completing the Full Assessment

[HOUSE OF PMO]

Y Filter by Lindsay Scott =~ Competency ~ Gap closure PMO Competency Framework - Complete

B Sort by competency grovp GUIDE s Vi EVIDENCE  UPDATED

Steps to complete the full competency
framework:

= Tools

2 Document Archive.

© add job profies

1. Start in the context that you are currently
working within or have previous
experience of. ——

inti — Guide - PMO-01 | P3M Administration [PROJECT]

2. Use the [ to read the description of the ~ * o
competence and the indicators at the ey ey

d Iffe re nt I eve I S . ::::SS'""'["E' PMO-01 | P3M ADMINISTRATION [PROJECT]

Update

3. Click Foundation (F), Intermediate (I)
Advanced (A) or Expert (E) to indicate o =
your |eve|. (3 : INTRMEDIATE(I) : N Al IIRNCED(A] EXPERT (E)

4. Keep a note of any evidence you feel
supports your scoring (more on the next
page)
5. Consider any documentation that may
evidence your scoring (more on the next
page) = . .
3 £ T e

ssistant activities for the Project / Programme / Portfolio Manager. It can includa supporting anybady or everybody within the

- PMO | P3M 5 : and behaviours are transferable from any other part of the organization and the competence loped and

www.houseofpmo.com



Evidence and Documents

The Evidence Tab

You should be able to provide evidence that
supports the assessment level you chose.

There are two ways to do this:

1. Click the evidence tab and add your
text.

2. Uploading a document which include a Document Upload
long description or something you
created which demonstrates the Document archive *
competency.

SELECT DOCUMENT CATEGORY

Competency

SELECT FILE TO UPLC

Evidence and Documents will appear on ——
your printed assessment.

www.houseofpmo.com



Full Knowledge, Skills and Behaviours

See the knowledge, skills and behaviours

Alongside the full
competency assessment,
ou can also complete the
ull knowledge, skills and
behaviours.

Choose the right-hand
side drop down menu
and choose Knowledge,
Skills and Behaviours

Reveal each element using
the i) for more detail on
each.

The assessment is a Yes or
No with evidence/

document upload to
support your assessment.

[HousE oF PMO]

Y Filter by
B sort by competency group
O Time Travel

Choose time travel...

= Tools

2 Document Archive
© Add job profiles

& Print job profiles

1 Portfolio

& Portfolio | All sections
& Portfolio | Competency profile
& Portfolio | Gap analysis

A Portfolio | Actions

Add or remove columns

<]

Self-Assessment Level

[ <]
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g

<]
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Lindsay Scott = Competency = Gap closure
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Role Profile Assessment

The second way to carry
out a self-assessment is
against a role profile.

We recommend that you
do carry out both.

To get started, choose
Add Job Profile on the
left-hand menu.

The box pops up to allow
you to choose which job

profiles you would like to
add.

My Competency

Lindsay Scott

Job Profiles

www.houseofpmo.com



Role Profile Assessment

You have a few options
here which are great for
supporting where you are
now in your career and
where you’d like to be.

Current Role

Choose a role profile which
is closely aligned to the role
you currently work within.

If you are not sure which
role to choose you can
select more than one.

In the progression column
choose Current against the
ones you’ve chosen.

Lindsay Scott

FROM DATE

TO DATE

COMMENTS

www.houseofpmo.com



Role Profile Assessment

Career Steps

You can also choose
roles based on where
you’re heading next in
your career

Use the drop down to
choose another role.

In the progression
column choose Career
Step 1 against the one
you’ve chosen.

You can also add
another and choose
Career Step 2

Lindsay Scott

FROM DATE

TO DATE

COMMENTS

www.houseofpmo.com



Role Profile Assessment

Aspirational

Finally, you can choose
a role which could be
five or ten years away
for you

Lindsay Scott

Job Profiles

Use the drop down to
choose another role.

In the progression
column choose
Aspirational Role
against the one you've
chosen.

www.houseofpmo.com



Role Profile Assessment

Role Profiles Listed

HoUsEoEFric] \ o]

H aVi n g S e I e Cte d yo u r T rler o el Com P Gap closure ’ n PMO Administrator [PROJECT] (Current) u

| h { Sort by competency group ‘ jos LEveL ) .

MENT LEVEL REQUIREMENT EVIDENCE UPDATED
ro es’ t e IVI y ® Time Travel G
Y .
CO m p ete n Cy ta b WI | | Choose time travel... o 26 May 2021
o
= Tools

allow you to review the
relevant Competence,
Knowledge, Skills and
Behaviours against your
selected role

The drop-down menu
on the right-hand side
shows you which role
profile you are viewing.

2 Document Archive
© Add job profiles

& Print job profiles
& Portfolio

& Portfolio | All sections
& Portfolio | Competency profile
& Portfolio | Gap analysis

& Portfolio | Actions
= Add or remove columns

Self-Assessment Level
Job level requirement
Evidence

Updated

Approved

B Time travel

B Documents

° Collapse Menu

munication, culture...

L-2E- - B - - -

- - - -

P QOO QOOQOCCCQC

]
a
a
a
a
a
a
a
a
a
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The Quick Role Profile Assessment

[HOUSE OF PMO]

Y Filter by = PMO Administrator [PROJECT] (Current)

To score yourself against
each competency, you © e B

-]

can do this in two ways: S o

© Add job profiles

In the Self-Assessment S
Levels column, just click & rorta :
the level you think you —

are at (this quick way is —

great if you have the i e
book) S ——

o
o
o
o
o
o

tools of the organization...

OB ODEBDOEA B8

-3 - - -

Self-Assessment Level
Jab level requirement

Evidence

Then provide the
evidence now or -
complete that part later.

° Collapse Menu

-N-N-B-N-0-N-0-

= - - - -]

www.houseofpmo.com



The Detailed Role Profile Assessment

You can also complete
the scoring by using the

K] tab.

Click the info tab to
bring up the details for
the competency.

Read through the
indicator information
and then score yourself
at the bottom.

Save & Close, then add
the Evidence.

Guide - PMO-01 | P3M Administration [PROGRAMME] o

Lindsay Scott, House of PMO
Basic Recommended learning History

PMO-01 | P3M ADMINISTRATION [PROGRAMME]

agramme / Portfolio Manager supporting anybody or everybody within the

er part of th anization and the competence is developed and

honed by the

FOUNDATION (F) ADVANCED (A) EXPERT (E)

SELF-ASSESSMENT
LEVEL

TARGET LEVEL

www.houseofpmo.com



Gap Closure

Gap Closure Different Roles

Once you have [HGUSE oF PMal

Completed your Self_ W iy - ¢ PMO Analyst [PROJECT] (Career Step 2)
assessment, you can
look at Gap Closure. © Tmeave - B

Choose time travel... - e ﬂll 0

o O

= Tools - o ﬂ
You can use Gap Closure S o
against each of the role S °
profiles you have S
previously selected. & rortole -

& Portfolio | All sections

# Portfolio | Competency profile

On this screen you can —
quickly see where there

e 1
e O
o O
5]
o O
o O
o O
o
o
(3]

may be gaps between e

your current self- SR

assessment and the role e
rofiles you’ve chosen

or Current Role, Career B s

Steps and Aspirational. O

Current Assessment Level Competency Level Required for the Role



®
RepOI"tl “g 2 Current Role

Melissa Roden Notifications o Help Logout My View My Employees = Administrator View

[HOousE oF PMO

Home My Competency My Actions

Now you’ve completed T =
your competency . _
assessment, you might woomii eomce uson
want to print out some 2 pocument Arcive o/

details to show your O addjobprofes PO | PN Adisrton (RO

Melissa Roden Competency  Gap closure PMO Analyst [PROJECT] (Current)

e B 18 Mar 2021

Mana ge r or ta ke tO d Sprintjob preflles PMO-03 | P3M Delivery Support [PROJECT] o E 1] 17 Mar 2021

p e rfO rmance FEVI SAA 2 Portfolio 1 - FHIEHS) || v ARl o @ 1 | 18 Mar 2021

PMO-22 | Delivery Methads [PROJECT] o En n 18 Mar 2021

=1 Portfolio | All sections PMO-23 | Governance Frameworks [PROJECT] () En n 18 Mar 2021

The 0]0) rtfolio section on 1 Portfolio | Competency profile PMO-24 | PMS3 Tools [PROJECT] o EN [ 1] 18 Mar 2021
th e Ieft' h an d S | d e |€tS A — = Choose at least five from the following competencies

ouc h ose W h | C h repo rt I — PMO-04 | Benefits and Value Management [PROJECT] (3 ) En n 18 Mar 2021

y . p PMO-05 | Business Case [PROJECT] (i En n R

yO u ’d I | ke tO p ro d uce. = 6K 6 e EalV e - PMO-06 | Change Control [PROJECT] e B 1 | 19 May 2021

PMO-07 | Change Management [PROJECT] (5 1] i

@ Seif-Assessment Level PMO-08 | Financial Management [PROJECT] (i) 1 | 19 May 2021

n

28 May 2021

Start with your Current © colapse ven
role.

Report Options

www.houseofpmo.com



po rthI io .. Melissa Roden 1

@ sobProfile summary @D Gapanayss @D Gompetency @D Actions @D Documents 2

I Job Profile Summary

WO OF COMPETEMCIES JOB PROFILE COMPLIANCE

Here’s a view of the complete
report. It contains an overall view of
all your job roles, spider diagrams
and in-depth gap analysis for all your
completed competencies.

You can print this report by clicking
on the top right.

You can also toggle which sections
are shown using the sliders in the
top middle.

PMO-24 | PM3I Tooks [PROJECT] 7 | Defivery Methads [PROJECT]

www.houseofpmo.com



What Next?

You should aim to complete a self-assessment at least once a quarter.

A good time to think abut your self-assessment is when:

* Performing a new task or activity at work

* Before and after a performance review

* When starting or finishing a new project or programme
 When looking for promotion or just gaining it.
 When starting or ending a period of employment

Remember to keep records and documents which can be used for Evidence.

Select Reflect Evidence
Choose to use a role profile as Take time to reflect on your Gathering evidence to support
a starting point for your career to date, thinking about your assessment is required,
assessment or carry out the the difference experiences you this is where most of your
full assessment have. time for the assessment is

taken up.

www.houseofpmo.com



Manager Functions:
For Corporate Members
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Manager Functions

[HOUSE oF POl
If you are set up as a
manager, there are Filter
some additional tools - o
that you can use to T frer % approved sssessments
view and report on
your team’s
competency

assessments.

100%

1) You can access these
by clicking on the ‘My = oo | rpors

Employees’ button at A
t h e tO p B Document Archive Team Spider Compliance GAP Analysis
° ¥ Total Employees n e

B competency Overview

Inits with comnliance < 60%

"y
° Collapse Menu

20 You will enter the
Dashboard page
automatically

www.houseofpmo.com



[HousE oF PMO]

Organisation Overview & lan Nolan

B8 Dashboard | iEList ¥ Advanced Search ¥ ravourites 3 Export

Filter

Clear
ASSESSMENT STATUS

From the Dashboard 7 ey - oo e ssesment
there are several
different reports you
can generate.

1) Team Spider

£ Dashboard | Reports -

2 CO m p I i a n Ce ¥ Assessment Status

W Document Archive m Spider Compliance GAP Analysis
¥ Total Employees Gap An ’rof < m -
B competency Overview - 7' .

B units with rombliance < 60%

3 GAP AnalySiS © coliapse Menu

www.houseofpmo.com



1. Team Spider

The Team Spider Chart
shows the spread of your
employee's competences.

You can print the report
from the button on the
top left.

You can toggle some
report settings to change
the information shown.

You can use the drop-
down box to change the
job role currently being
shown.

Team Spider Chart -

FILTERS INFO

2 @) only include employees active in the job profile @ Approved competency @) Include employees with 0% compliance

) [ PMO Analyst [PORTFOLIO] (1 employees) ~ ] [ Cument = ]

I PMO Analyst [PORTFOLIO] (1 employees) - Core Competencies

PMQ-01 | P3M Administration [PORTFOLIO] (3)

PMQ-03 | P3M Delivery Support [FORTFOLIO] (1) _
0-24 | PNI3 Tools [PORTFOLIO] (2)

PMQ-19 | Assurance [PORTFOLIO] (3) - i i PMO-23 | Governance Frameworks [PORTFOLIO] (2)

www.houseofpmo.com



2. Compliance

The Compliance report
shows the level of
completion for each
employee's competency
assessment.

You can print the report
from the button on the
top left.

You can toggle some
report settings to change
the information shown.

You can use the drop-
down box to change the
job role currently being
shown.

Compliance
Filter:

1

FILTER INFO

2 @ ~poroved competency @ Group by organisation @ Include employees with 0% compliance

[ Select a job profile ~ ] l Current ~ |

JOB PROFILE EMPLOYEES IN JOB
PROFILE

PMO Administrator [PORTFOLIO] 2

PMO Manager [PORTFOLIO]

COMPLIANCE JOB PROFILES EMPLOYEES

I NAME JOB PROFILE COMPLIANCE

PMO Administrator [PORTFOLIO]

lan Nolan Corporate PMO Cument

Geraldine Warmer Corporate PMO Current

PMO Analyst [PORTFOLIO]

Richard Moss Corporate PMO Current

PMOC Manager [PORTFOLIO]

JOB PROFILE COMPLIANCE

2 Employees

D4

D

1 Employees

DL

1 Employees

www.houseofpmo.com



3. Compliance

The Compliance report
shows the level of
completion for each
employee's competency
assessment.

You can export or print the
report from the top left.

You can toggle some
report settings to change
the information shown.

You can use the drop-
down box to change the
job role currently being
shown.

Gap Analysis 1 [oveo- || @om ]

Filter:

FILTER INFO

2 @ inciude only Approved competency @ Sort by competency group @ Include employees with 0% compliance

3 | Total gaps for all job profiles ~ l | Cument ~ l

Total gaps for all job profiles
COMPETENCY PEOPLE WITH GAP3
Portfolio Context [FORTFOLIO]
PMO-01 | P3M Administration [PORTFOLIO]
PMO| P3M Delivery Support [PORTFOLIO]

ivery Support [PORTFOLIC]

PMO-12 | Pla

PMO-

PMO-16

PMO- holder Engagement [PORTFOLIC]

PMO | P3M Enabling [PORTFOLIO]

PMO-21 | Capacity Management [PORTFOLIO]

www.houseofpmo.com



List

To see your individual
employees in more ¥ ity -
detail. You can use the
list view.

19 You can switch to the
list view at the top of
the page.

i€ Add or remove columns -

¥ Unit

20 You can click on each

¥ Position

employee's name to SR
. o Collapse Menu
see their assessments.

www.houseofpmo.com



Employee View

Once you've clicked on
an employee you can
see their assessment.

If you have clicked on
multiple employees you
can switch between
them on the top bar.

You can add evidence
and documents to the
assessments to support
each competency.

You can sort by job role
and print reports just
like on your own
assessment.

[HousE oF pPmO]
« Status

= Tools

2 Document Archive
© Add job profiles

¥ Print job profiles
& Portfolio

& Portfolio | All sections.
& Portfolio | Competency profile
& Portfolio | Gap analysis

4 Portfolio | Actions

i= Add or remove columns

¥ self-Assessment Level
¥ Job level requirement
¥ Evidence
¥ updated
¥ Approved

¥ Documents

° Collapse Menu

PMO Administrator [PORTFOLIO] (Current)
EVIDENCE UPDATED DOCUMENTS

© APPROVED

www.houseofpmo.com



Need Help?

-\

Competency

Contact Us: I Framework I

support@houseofpmo.com bulhe professiom, foThe professim

[HOUSE OF PMO

www.houseofpmo.com
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