
level 1 ≥ manage self ≥ 1-5 years
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competencies

basic work habits

relationships 

communications

business 
acumen

technical

skills

≥ complete assignments in a timely manner 
≥ completely accurate data quality 
≥ manages time efficiently
≥ accepts delegation using guidelines
≥ accepts accountability
≥ appropriately assertive
≥ knows “when to consult”
≥ accurate, honest self assessment @ performance review

clients
≥ manages first impressions 
≥ utilizes first tier listening skills
≥ tolerates stress during the course of client meetings
≥ makes hypotheses and explores with clients
≥ sensitivity to understanding and working effectively
 with anxious and ADHD clients

colleagues
≥ maintains good relationships with all Abacus
 team members
≥ solicits and accepts feedback
≥ able to be candid in a constructive manner
≥ learning to manage up
≥ embrace a diverse culture

written
≥ crisp, clear internal client email drafts
≥ thorough, well-organized meeting notes

verbal
≥ can clearly communicate ideas to team/clients

≥ begin building business network
≥ attend network functions
≥ complete personal marketing plan
≥ effortlessly uses systems and processes and points
 out weaknesses
≥ able to facilitate a team meeting, set agenda, manage
 agenda, follow-up with crisp action items
≥ able to work on a project management team and use
 basic tools with ease

[ e.g., project charter, Gantt chart, etc. ]

≥ complete Foundation in FP, Registered Paraplanner
 designation, CFP certifications, EA
≥ computer skills – Worldox, Advice flow, Excel,
 PowerPoint, Outlook, Portfolio Center and other
 programs as appropriate
≥ reads industry literature
≥ complete Schwab webinars
≥ see specific technical guidelines for specific positions

behaviors

≥ effective self-awareness +
 self-management
≥ lives Abacus cultural norms
≥ punctuality, quality, reliability,
 keep promises
≥ values personal development,
 open to feedback [ solicits it ]
≥ values confidentiality

≥ puts clients first 
≥ values gratitude 

≥ values collaboration
≥ enjoys celebrating

≥ values developing a network
 and business development

≥ values systems and processes

≥ values mastery

 time application

≥ client response - same day 

≥ does work in given time frame

required reading

≥ The Thin Book
 of Appreciative Inquiry
 by Sue Annis Hammond

≥ How To Say It When You
 Don’t Know What To Say
 by Robbie Miller Kaplan

≥ The Relaxation Response
 by Herber Benson

≥ Checklist Manifesto
 by Atul Gawande

≥ Who Moved My Cheese?
 by Spencer Johnson

≥ Phone Power
 by George L. Walther

≥ Getting Things Done
 by David Allen

≥ Open Book Management
 by John Case

≥ Please Understand Me
 by David Keirsey
 and Marilyn Bates

≥ Seven Habits of Highly
 Effective People: Powerful
 Lessons in Personal Change
 by Stephen R. Covey

≥ Be Our Guest: Perfecting the
 Art of Customer Science
 by The Disney Institute
 and Theodore Kinni

≥ Harvard Business Review
 Guide to Project Management
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support resources

≥  Abacus engagement
 standards
≥  Abacus reading list
≥  delegation guidelines module
≥  Abacus Planning Group
 University [ APGU ]
≥  conference attendance
≥  role play with team members
≥  grammar queen
≥  technology courses
 [ Midlands Tech, lynda.com,
 New Horizon ]
≥  shareholder lunches
≥  peer reviews
≥  performance reviews
≥  networking card for
 preparing and succeeding
 at events
≥  Amy Cuddy: Your body
 language shapes who
 you are
≥  assertiveness module
≥  when to consult module
≥  smart decision tree
≥  DFA conference
≥  core techniques for effective
 client communication
≥  Gabriel Communications
 workshops
≥  Kinder Institute of Life Planning
≥  NAPFA Diversity Equity and
 Inclusion Ceritification



level 2 ≥ manage people ≥ 5-10 years

competencies

basic work habits

relationships 

communications

business
acumen

technical

skills

≥ able to prioritize and organize work 
≥ execution – get things done with and through others 
≥ able to anticipate workflow
≥ exhibits executive presence

 clients
≥ proper apology 
≥ conflict negotiation 
≥ family governance
≥ primary relationship partner
≥ become trusted advisor
≥ mastery of core techniques for effective client
 communication
≥ able to assess client status on 2-axis model and refer
 as appropriate to therapist
≥ effective meeting management
≥ leads family meeting
 colleagues
≥ ability to effortlessly use Appreciative Inquiry to
 problem solve with clients, colleagues and supervisees
≥ manages up effectively
≥ gives feedback to peers and superiors
≥ excellence in managing supervisee’s performance reviews
 supervisees
≥ ensures “heads up” meetings
≥ excellent peer relationships
≥ able to set expectations, organize work of others,
 create efficient workflow, delegate effectively, able
 to motivate, monitor and coach, give feedback
≥ effectively manage, sponsor and advocate for all team
 members regardless of race, gender, nation of
 original, sexual orientation

 written
≥ able to communicate complex topics in written form
 with appropriate language and tone for specific client
 { e.g. explaining an LLC or a QPRT }
≥ able to communicate key financial planning concepts
 to the public through multiple outlets including writing
 articles for local papers
 visual
≥ able to present ideas visually or understand when to
 present visually and appropriately access Abacus
 resources to execute
 verbal
≥ presentation skills - able to clearly communicate
 ideas and concepts to clients, team members and
 outside groups
≥ create and lead an effective meeting

≥ develops relationships with allied professional or
 strategic partner
≥ moves inquiry to client
≥ creates and completes personal marketing plan
≥ monitors and coordinates team activities
≥ interacts effectively with the media - print, radio, TV
≥ ability to develop systems, checklists and processes
≥ create an effective team meeting
≥ serves at least 1-3 years on all key Abacus teams
≥ ability to launch and manage a project
 management team

≥ analytic skills, sees the “big picture”
≥ identifies missing pieces, puts puzzle together
≥ current in the literature of specialty area
≥ identify salient material to develop group competence
≥ see specific technical guidelines for specific positions
≥ becoming a spiky generalist
≥ role models technical mastery
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behaviors

≥ values praising others
≥ values success of other people
≥ effective social awareness/
 relationship management

≥ values management activities

≥ values exceptional customer
 service

≥ values coaching/developing
 others

≥ initiates celebrations

≥ values effective communication

≥ leads with gratitude

≥ values achieving firm’s goals
 and business development
≥ ability to launch and manage a
 project management team

≥ values technical mastery

 time application

≥ longer term focus

≥ takes time to coach and
 develop others

≥ 10,000 hours equal wisdom

support resources

≥  appreciative inquiry
 module
≥  Dale Carnegie
≥  Gabriel Communications
≥  Thompson Wyatt
 professional coach
≥  shareholder lunches
≥  peer reviews
≥  performance reviews
≥  grammar queen
≥  Switch [ chapter 2 ] Find the
 bright spots
≥  understanding ADHD
 module
≥  family meeting guidelines
 module
≥  ladder of inference/
 assumptions module
≥  proper apology module
≥ constructive feedback
 module
≥  attend Edward Tufte
 seminar [ www.tufte.com ] 
≥  two axis model module
≥  core techniques for
 effective client
 communication
≥  role play with team
 members
≥  Gene Barger corporate
 psychologist
≥  Blue EQ Emotional
 Intelligence Training
≥  USC Project Management
 Certification program
≥  Purposeful Planning
 Institute  Purposeful Trust
 and Legacies Certificate

required reading

≥ Family Wealth:
 Keeping It in the Family
 by Jay Hughes

≥ The Power
 of Full Engagement
 by Jim Loehr
 and Tony Schwartz

≥ The Trusted Advisor
 by David Maister

≥ Raving Fans
 by Ken Blanchard
 and Sheldon Bowles

≥ SPDR University
 Silencing the White Noise:
 Helping Your Clients Navigate
 Market Volatility
 by James Grubman

≥ Made to Stick
 by Chip Heath and Dan Heath

≥ Conversational Intelligence
 by Judith Glaser

≥ The E Myth Revisited
 by Michael E. Gerber

≥ Strangers in Paradse
 by James Grubman

≥ Emotional Intelligence 2.0
 by Travis Bradberry

≥ G2: Building the Next
 Generation
 by Philip Palaveev

≥ Bridging the Trust Divide:
 The Financial Advisor-Client
 Relationship
 by State Street Global
 Advisors

≥ Core Techniques for Effective
 Client Interviewing and
 Communication
 by Dennis T. Jaffe
 and James Grubman

≥ HBR Guide to Project
 Management
 by Harvard Business Review
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level 3 ≥ manage enterprise ≥ 10 years senior

competencies

basic work habits

relationships 

communications

business 
acumen

technical

skills

≥ role model and coach 
≥ responsibility - buck stops with you 
≥ efficient and effective decision-making skills

 clients
≥ trusted advisor 
≥ comfort with C-suite clients
≥ comfort with complex family dynamics
≥ able to assess client status on 2-axis model and screen
 for fit appropriately
≥ role model for core techniques for effective client
 interviewing
 colleagues
≥ creates positive culture - energizes, empowers,
 encourages, inspires and seeks 360 input
 supervisees
≥ serves as role model, coach, and fellow learner, seeks
 360 input
≥ evaluates staff and gives performance reviews
≥ role models conflict management skills
≥ create and sustain culture of belonging for all team
 members

 written
≥ easily responds to on-demand requests from media
 on complex or simple topics
 verbal
≥ public presentations on demand
≥ internal presentations on firm strategy

≥ brings clients to the firm
≥ coaches staff in business development
≥ participates in community boards
≥ thought leader
≥ identifies new systems and processes necessary for
 achieving firm strategies or increasing firm productivity
≥ develops strategy or road map
≥ leads long-range planning for an Abacus team
≥ ability to sponsor, allocate resources, and lead a
 project management team

≥ leadership skills - sets direction, manages change,
 leads teams
≥ takes major responsibility for an aspect of the firm’s
 functioning
≥ see specific technical guidelines for specific positions
≥ is a spiky generalist

support resources

≥ shareholder lunches
≥ study groups
≥ peer reviews
≥ performance reviews
≥ coaching relationship
≥ Schwab executive program
≥ G2 Leadership Institute

required reading

≥ The Leadership Pipeline
 by Ram Charan

≥ Patrick Lencioni series

≥ The Thin Book
 of Appreciative Inquiry
 by Sue Annis Hammond

≥ Practice Made More Perfect
 by Mark Tibergien
 and Rebecca Pomering

≥ Getting to Yes
 cd/book by Harvard
 Business Review

≥ Good to Great
 by Jim Collins

≥ Leadership Agility: Five
 Levels of Mastery for
 Anticipating and Initiating
 Change
 by William B. Joiner

≥ The Power of Positive Leadership
 by Jon Gordon

≥ Practicing Positive Leadership
 by Kim S. Cameron

≥ The Ensemble Practice:
 A Team-based Approach to
 Building a Superior Wealth
 by Philip Palaveev

≥ How to Develop your
 Leadership Style
 by Suzanne Peterson, HBR

≥ The Science of Persuasion
 by Robert Caldini, HBR
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behaviors

≥ holistic – think of whole firm
≥ values personal and
 organizational ethics

≥ values leadership

≥ values personal growth

≥ values firm growth

≥ values role-modeling behaviors

≥ leads business development
 effort(s)

≥ values entrepreneural and
 interpreneural spirit

≥ values technical mastery

 time application

≥ longer term time frame
 3 or 4 years out

≥ visionary

≥ spends time for analysis
 and reflection
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level 4 ≥ transform enterprise ≥ 10 years plus

competencies

basic work habits

relationships

communications

business 
acumen

technical

skills

≥ identifies need for and leads cultural change

≥

≥

≥ utilize channel interviewing to develop new blue
 ocean client niches

≥

support resources

≥

required reading

≥ At the Crossroads
 by Gale Crosley
 and Debbie Stover

≥ Leading Change
 by John P. Kotter

≥ An Everyone Culture:
 Becoming a Deliberately
 Developmental Organization
 by Robert Keagan
 and Lisa Laskow Lacey

1 2 3 4

behaviors

≥ embraces beginner’s mind 
≥ embraces change

 time application

≥
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