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0 Step 1 — Start from the standard bank

This is Bench. Everything in it is built from skills, so that is where setup begins. You do not start with a
blank page: Bench ships with a standard bank of one hundred and fifty ready-made skills, drawn from
six sources — public financial management, the government finance function, internal audit,
procurement, accrual and IPSAS transition, and the general civil service. The bank is read-only. You copy
what you need into your own organisation, and from then on it is yours to edit.

P. Pavitt Public Finance  Bench  Skills

Skills

Setting up your organisation

Positions Employees Reviews Users Catalogue Settings

Demo User 1 English v Signout
Import CSV New skill
0 of 5 done

The usual order. This list goes away by itself once every step is done.

Review the organisation settings

Language of the skills bank, date format, Private mode and the action categories for development plans.

Create a position

Copy one from the standard bank, or build your own from skill blocks.

Add your employees

One at a time, or the whole staff list at once from a spreadsheet.

Import staff from a spreadsheet

Say who reports to whom

Open an employee and choose a Supervisor.

Start a first evaluation
Choose an employee who has a position.

Filter by discipline

Al Accounting Budgeting Procurement

Audit Treasury & Cash Management Financial Reporting Payroll

Debt Management Intemal Control Revenue & Grants Human Resources Policy Communications Information Technology

Legal  Administration & Records Monitoring & Eva [RIMCELVAUELERTITEEN

v

[Filter the bank by source

Al ) Accrual & IPSAS Transition = Govemment Finance Function Interal Audit  Procurement & Commercial
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0 Step 2 — Pick a technical skill

We have narrowed the bank to the public financial management source. Each skill carries its category —
technical, behavioural or leadership — and a short description. Say we are setting up a budget officer.
The first skill we want is Budget Execution and Monitoring. Select Copy to my org.

Standard bank (read-only)

Application of Accounting Standards ~ Technical ( Accounting ) ( bank ) Public Financial Management CopyIomY O

Applying the entity's accounting basis and the relevant public-sector accounting standards.

Audit Fieldwork & Evidence  Technical | Audit bank Public Financial Manage ment Copy to my org

Testing controls and transactions and gathering evidence that supports conclusions.

Audit Planning & Risk Assessment Technical Audit bank Public Financial Management Copy to my org

Planning audit work where it matters most, based on risk and assurance needs.

Audit Reporting & Follow-up Technical Audit bank Public Financial Manage ment Copy to my org

Tuming findings into clear recommendations and tracking them to resolution.

Budget Analysis & Performance Technical Budgeting bank Public Financial Management

Copy to my org

Analysing variances and linking spending to results to inform budget decisions.

Budget Execution & Monitoring Technical | Budgeting bank )  Public Cop

Tuming an approved budget into spending authority and monitoring obligatio

Budget Formulation Technical Budgeting bank Public Financial Management

Copy to my org

Preparing and consolidating budget estimates and aligning bids to policy priorities and resource ceilings.

Cash Forecasting & Planning  Technical Treasury & Cash Management bank Public Financial Management Copy to my org

Projecting cash inflows and outflows so commitments can be met without idle balances.

Communicating Financial Information Behavioural bank Public Financial Management Copy to my org

Explaining financial information clearly to people who are not finance specialists.

Contract & Supplier Management  Technical Procurement bank Public Financial Management Copy to my org

Managing contracts and suppliers after award to secure delivery and value.

Control Design & Implementation  Technical Internal Control bank Public Financial Management Copy to my org

Designing and embedding controls that keep financial processes reliable and lawful

Control Monitoring & Assurance Technical Internal Control bank Public Financial Manage ment Copy to my org

Checking that controls are operating as intended and reporting where they are not.

Debt Servicing & Records  Technical Debt Management bank Public Financial Management Copy to my org

Paying debt obligations on time and keeping the debt records accurate.

Debt Strategy & Issuance  Technical ( DebtManagement | ( bank ) Public Financial Management s
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e Step 3 — Pick a behavioural skill

A good officer also has to explain the numbers to people who are not accountants, so the second skill is
a behavioural one: Communicating Financial Information. Copy it the same way. Two skills is enough to
see the whole process; a real position usually carries eight to twelve.

Communicating Financial Information Behavioural bank Public Financial Management

Explaining financial information clearly to people who are not finance specialists.

Contract & Supplier Management  Technical Procurement bank Public Financial Management Copy td my org

Managing contracts and suppliers after award to secure delivery and value.
the sec

one

Control Design & Implementation Technical Internal Control bank Public Financial Management Copy to my org

Designing and embedding controls that keep financial processes reliable and lawful

Control Monitoring & Assurance Technical Internal Control bank Public Financial Management Copy to my org

Checking that controls are operating as intended and reporting where they are not.

Debt Servicing & Records  Technical Debt Management bank Public Financial Management Copy to my org

Paying debt obligations on time and keeping the debt records accurate.

Debt Strategy & Issuance  Technical Debt Management bank Public Financial Management Copy to my org

Raising borrowing within a strategy that balances cost and risk.

Debt Sustainability Analysis = Technical Debt Management bank Public Financial Management Copy to my org

Assessing whether the debt burden is sustainable and informing borrowing limits.

Ethics & Integrity in Public Finance = Technical bank Public Financial Management Copy to my org

Upholding integrity, managing conflicts of interest, and resisting fraud and corruption in handling public money.

Financial Data & Reporting Tools = Technical Information Technology bank Public Financial Management Copy to my org

Extracting, checking, and presenting financial data with spreadsheets and reporting tools.

Financial Management Information Systems
Copy to my org

Technical Information Technology bank Public Financial Management

Using the financial system (FMIS/ERP) to transact, control, and report reliably.

Financial Statement Preparation Technical Financial Reporting Accounting bank Public Financial Management Copy to my org

Producing financial statements that fairly present the entity's position and performance.

Financial Systems Analysis Technical Information Technology bank Public Financial Management Copy to my org

Analysing, configuring, and improving the financial system, not just operating it.

Grant & Transfer Administration Technical Revenue & Grants bank Public Financial Management Copy to my org

Administering grants and intergovernmental transfers against their agreements.

Grant Compliance & Reporting Technical Revenue & Grants bank Public Financial Management Canv T e
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o Step 4 — Your own copies, with their level descriptors

Both skills now sit under Your organisation. Each came across complete, with its proficiency levels and a
plain description of what each level looks like in practice — that description is what a supervisor later
rates against. Open a skill to reword it for your own department; the bank original is never touched.

lYour organisation J
Budget Execution & Monitoring  Technical Budgeting
Tuming an approved budget into spending authority and monitoring oblifjations and expenditure against it.

T . . o skills, now yours to edit
Communicating Financial Information = Behavioural

Explaining financial information clearly to people who are not finance specialists.

Standard bank (read-only)

Accountability Behavioural bank General Civil Service Copy to my org

Taking ownership of work and outcomes and following through reliably.

Accountability for Team Results Leadership bank General Civil Service Copy to my org

Driving a team or area to deliver the outcomes it is responsible for.

Accounting Policy Development Technical Financial Reporting bank Accrual & IPSAS Transition Copy to my org

Writing the accounting manual for the new basis: policy choices made deliberately, documented clearly, and applied cons...

Accounts Processing Oversight Technical | Accounting bank ) Government Finance Function Copy to my org

Supervising the quality and control of high-volume accounts processing: exceptions, reconciliations cleared on time, and...

Accrual Accounting Concepts Technical Accounting bank Accrual & IPSAS Transition Copy to my org

The accrual basis itself: recognition when events occur rather than when cash moves, and what that changes about the...

Accrual Financial Statements & Disclosures Technical Financial Reporting bank Accrual & IPSAS Transition Copy to my org

Producing the full accrual statements: the primary statements, the notes, and disclosures that say what the standards re...

Active Listening Behavioural bank General Civil Service Copy to my org

Listening to understand: drawing out, checking, and acting on what others mean.

Adaptability & Resilience Behavioural bank General Civil Service Copy to my org

Staying effective through change, setbacks, and pressure.

Analytical Thinking Behavioural bank General Civil Service Copy to my org

Breaking down information and evidence to reach sound conclusions.

Application of Accounting Standards Technical ( Accounting bank Public Financial Management Copy to my org

Applying the entity's accounting basis and the relevant public-sector accounting standards.
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e Step 5 — What each level looks like

This is the skill we just copied, opened for editing. Below the name and category are its five proficiency
levels, from Awareness up to Expert, and beside each one a description of what a person at that level
actually does. At level one they understand how a budget becomes spending authority; at level five they
set budget-management policy for the whole organisation. These descriptions are the yardstick for
every rating, so adjust the wording here until it sounds like your own department.

Proficiency levels (1= lowest)

1 Awareness

Understands how an approved budget becomes spending authority through allotments, obligations, and disbursements.

2 Basic f
Records obligations and tracks spendirWLETA VAR LA LA TCR] centre, flagging overruns to a
supervisor. Practice Remove

Intermediate

Remove

Manages execution for a programme: releases and monitors allotments, processes virements within the rules, and reports

budget-vs-actual independently. Remove
4
4 Advanced
Oversees execution across a department, manages larger cross-programme reallocations and cash-limited releases, and
resolves bottlenecks between budget and treasury. Remove
7.
5 Expert
Sets in-year budget-management policy and execution controls for the organisation, balancing fiscal discipline against PN

delivery across all programmes.

Add level

Save changes
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G Step 6 — Create the position

Skills attach to positions, not directly to people. Create the position first: a title, and optionally its unit
and a short description.

P. Pavitt Public Finance Bench Skils Blocks Positions Employees Reviews Users Catalogue Settings

Demo User 1 English v Signout

New position

Title

]4— The job title

Unit / division (optional)

Description (optional)

Create — then compose its skills
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0 Step 7 — Give the position its skills and required levels

Now compose the position. Choose a skill, set the level this job requires, and select Add. We add both of
ours: budget execution at level three, which is Intermediate, and communication at level two. The
required level is the standard the person will be measured against. For speed you can instead apply a
block — a reusable group of skills — or copy a whole ready-made position from the bank.

Skills & required levels
Skill Source Required level

No skills yet — apply a block or add one below.

Allcategories v Al disciplines 2 The level this job requires
[ Add a skill.. vli v 4

N Choose the skill

Job description

Generate the formal document from this position's skills and required levels. Review it before publishing — you can edit or regenerate at any time.

Generate job description

Generating sends this position's title, unit, description and required skills to an Al service in the United States, never any employee's data. Don't put anyone's name in
the description.

Evaluation form
Evaluation cadence

Annual 2
SKILL SECTIONS
Behavioural skills Leadership skills

Rated on evaluations ko Rated on evaluations v
Choose “Not used” if your organisation does not rate on these — the section will not appear on evaluations or printed forms. Technical skills are always rated.

RENAME STANDARD FIELDS (OPTIONAL)

Name Employee number
Name Employee number
Position Unit / division
Position Unit / division
Period Reviewer
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e Step 8 — The skills behind the job description

The position now lists its two skills, grouped by category, each with its required level. This list is what
the job description is drafted from, and the evaluation form is generated from it. Change a level here
and the evaluation form follows; the saved job description is a formal document, and changes only
when HR revises it.

Skills & required levels

Skill Source Required level
TECHNICAL
Budget Execution & Monitoring added on its own 3 — Intermediate v  Set Remove

BEHAVIOURAL

Communicating Financial Information added on its own 2 — Basic v  Set Remove
All categories v All disciplines v
Add a skill.. v 3 — Intermediate v Add

Job description

Generate the formal document from this position's skills and required levels. Review it before publishing — you can edit or regenerate at any time.

Generate job description

Generating sends this position's title, unit, description and required skills to an Al service in the United States, never any employee's data. Don't put anyone's name in
the description.

Evaluation form
Evaluation cadence

Annual N
SKILL SECTIONS
Behavioural skills Leadership skills

Rated on evaluations ¥ Rated on evaluations 2
Choose “Not used” if your organisation does not rate on these — the section will not appear on evaluations or printed forms. Technical skills are always rated.

RENAME STANDARD FIELDS (OPTIONAL)

Name Employee number
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o Step 9 — Add the person and give them the position

Last, the person. Enter their name and choose the position. That one choice is what gives them their
skills: whoever holds the budget officer position is evaluated on the budget officer's skills. You can also
name their supervisor, who will be the one to carry out the evaluation.

P. Pavitt Public Finance Bench Skills Blocks Positions Employees Reviews Users Catalogue Settings

Demo User 1 English v Signout

New employee

Fullname

The position brings the skills with
Employee number (optional) it
Position *

No position yet VI

Supervisor

None o

Active

Create employee
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@ Step 10 — The evaluation form, ready to use

And here is the result. Select Blank form and Bench produces this person's evaluation form: the two
skills we picked, grouped by category, the level required for each, and room for the score and the
reviewer's comments. Print it for the review meeting, or start a new evaluation to complete it on screen.
From the standard bank to a working evaluation form took two skills, one position and one person.

Everything else in Bench — blocks, generated job descriptions, reviews and progress reports — builds
on these same steps.

P. Pavitt Public Finance Bench Skils Blocks Positions Employees Reviews Users Catalogue Settings

Demo User 1 English v Signout
Print / save as PDF Export CSV Back to employee
No logo yet: add your organisation’s logo in Settings and it prints on this sheet.
DEMO DEPART MENT
Employee evaluation
CONFIDENTIAL: PERSONNEL RECORD
Bench ID: EMP-9Y6KE Name: Sam Rivera
Employee number: Position: Budget Officer
Unit / division: Budget Division Period:
Reviewer: Date:
Skill ‘ Required level ‘ Score | Comments
TECHNICAL SKILLS
Budget Execution & Monitoring ‘ 3 ’ |
BEHAVIOURAL SKILLS
Communicating Financial Information ‘ 2 ‘ ’
Employee signature / date Reviewer signature / date
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All names, people and evaluations shown are fictitious. Any
resemblance to real persons is coincidental.



