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The skills of your employees play a crucial role in achieving 

your company goals, and this is truer today than it ever has 

been. Quality management standards, particularly the ISO 

9001:2015 require that organizations must determine and 

control the level of expertise that is to be maintained in the 

company. This is the only way in which they can ensure that 

their products and services conform to standards. Require-

ments have been formulated regarding both the knowledge 

of the organization and the handling of the competencies 

needed that enable employees to act successfully within their 

remit. 

Babtec.QFM 
Qualification Management: 
The Systematic Approach to 
Qualifying Employees

   

The Qualification Matrix provides a quick overview of the current qualification status of your employees
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The challenge lies in the fact that responsibilities and task 

remits expand and change as companies are constantly 

developing, and the qualifications required for these areas 

therefore also expand and change. Documents providing 

proof of certain competencies or skills have to be reissued 

from time to time, in specific intervals. Every employee’s 

qualification level must be kept up to date and be able to be 

viewed quickly when needed. 

For certified companies, this is checked in regular audits. You 

will be able to answer questions like “Do you have an up- 

to-date overview of the qualifications and competencies of 

your employees?” or “Which employees currently require 

training and for what?” at the touch of a button using the 

Babtec software.

Keeping an Eye on Things

The Qualification Matrix gives you an overview: The clear 

symbols enable you to see whether the required qualifi-

cations are present at a glance. In addition, you can see 

which of your employees have qualifications that will soon 

expire and need to be renewed. You can determine which 

skill level a specific employee requires or when exactly the 

proof of qualification expires, for example, with just one click. 

You can change the format of the matrix to personalize it 

according to your needs, so that you always have the infor-

mation you need to focus on right where you need it. In the 

process, the system ensures that every user can only see 

the employees that they are responsible for.  

Follow these steps to exploit the advantages of the Quali-

fication Matrix to their fullest extent:

  

A structured and systematic approach for successful 
qualification management.

Qualification profile 1 Qualification profile 2

PDF

1.  Establish qualifications

2.   Create qualification profiles

3.   Manage employee profiles
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Establish Qualifications

Set up company-specific qualifications and dictate which of 

them are subject to a limited validity period. Each qualifica-

tion can be allocated as many proficiency levels as you wish. 

You can thus determine the levels of competence required 

of your employees. For example, you can assess the level of  

foreign language skills using the European reference frame-

work levels, from “A1 – Beginner” to “C2 – Mastery of the 

language”. All the qualifications that have been determined 

and the levels of proficiency for them are managed within 

a catalog.

Determine Qualification Profiles

Employees take on specific roles to execute their tasks within 

the company. The relevant task remits and requirement pro-

files are generally set down using job descriptions.

To create these requirement profiles, record all the compe-

tencies needed in qualification profiles within the Babtec 

software. Each qualification and its relevant minimum com-

petence level that must be attained to fulfill the requirements 

is contained in the software.

You can assign each person one or more qualification pro-

files, depending on their task remit, in order to systematically 

organize and manage the qualifications of your employees. 

The advantage for you is that any changes or developments 
that you make to the profile only need to be carried out 

once, from a central point, to be applied to all the relevant 

employees.

Manage Qualification Statuses

You can manage your employees’ individual qualifications us-

ing employee profiles. You can store personal data such as 

the employee’s name, department and position in this profile, 

and also assign required qualifications.

  

The employee`s indivi-
dual qualifications are 
documented in their 
employee profile
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Identify and Leverage Potential

You should be aware of all of the skills that your employ-

ees have in order to be prepared to face future challenges. 

Therefore you should also take note of the skills that your 

employees have gained and for which proof has been fur-

nished, but which are not part of the stated required qualifi-

cations. You can document these so that they can be viewed 

clearly and easily in the employee profiles.

   

Potential analysis provides effective support in searching for employees 
that have a specific qualification level

BabtecQ offers you solutions that reduce the administrative 

workload here. For example, when you enter the employee 

data for the first time, you have the option to copy in personal 

data from the contact data that is already available for that 

Babtec user.

In addition, the current level of qualification / development 

that each of your employees possesses individually is evalu-

ated using the employee profiles. You document the current 

level of competence that the employee has attained, in terms 

of the qualifications required. Relevant and significant status-

es immediately indicate which qualifications are due to expire 

soon or which have not yet been issued with the proof that 

is needed to satisfy requirements. Supervisors thus receive 

a fast comparison between the target and actual values for 

the required competencies.

Certificates and other documents of proof for skills and 

competencies that have been gained are also stored in the 

employee profiles.

You can ensure that your employees’ data is secure and pro-

tected by using employee groups. These groups can be used 

to map out organizational structures such as departments 

and teams. This ensures that users can only access the pro-

files and data of employees that they are responsible for.
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The additional qualifications for the relevant employees are 

displayed in the Qualification Matrix. Equally, the proved 

skills are also useful when searches for the right employee 

for a specific position or role are conducted. 

The search criteria in the potential analyses can be grouped 

together flexibly and combined as wished. Enter which qual-

ifications are needed, at which skill level. In the meantime, 

you will receive live feedback on whether employees fit the 

current search criteria, and, if so, how many. The employees 

that meet the criteria will be presented as a list. You can view 

their individual competencies using this list. If you’ve found 

the people you were looking for, you can access the profile 

of your chosen employee with a click to see more details.

If you want to use the same search criteria again later, you 

can simply save them as a template. Once entered, you can 

thus re-use search criteria.This is useful for finding suitable 

substitutes for important or urgent tasks quickly in the 

event of an unplanned absence, to give an example. 
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Babtec.QFM
At a Glance

 − Supports requirements from standards, particularly 

those from the ISO 9001:2015 (7.2 Competence)

 − Flexibly define company-specific qualifications and a 

range of proficiency levels for them to describe the 

required levels of competence, with or without validity 

periods

 − Manage qualification profiles for mapping out require-

ment profiles, e. g., for job descriptions or roles

 including all qualifications that are needed to execute 

the required tasks 

 as well as with the level of competence required

 − Manage employee profiles to document the current 

qualification status for each employee using

 a unique employee number

 contact information (e. g., name, position, depart-

ment, photo, telephone number, e-mail address)

 the qualifications required by the qualification profiles

 the present level of competence attained in each re-

quired qualification

 the expiry deadline for required qualifications which 

have a limited validity period

 status information for easy comparison of target vs. 

actual status

 additional qualifications

 − Use existing BabtecQ user data to create employee pro-

files quickly and use contact data communally

 − Assign qualification profiles and additional qualifications 

using a convenient wizard when you first set up the em-

ployee profiles

 − Easy updates for the qualification statuses of selected 

employees, e. g., after a training activity

 − Document proof of qualification activities in the employ-

ee profile and store as many other documents as you 

wish

 − Clear Qualification Matrix to display the current qual-

ification status for selected employees and to identify 

where training and further education is needed using 

relevant and significant status information

 create personalized settings for the matrix

 focus on relevant qualification statuses

 filter and sorting options for the employees displayed

 detailed information on all qualification statuses of an 

individual employee

 direct navigation to a selected employee profile

 − Potential analysis so that the search for suitable em-

ployees who possesses the right qualifications are made 

easy with

 search criteria that can be combined as wished and 

saved for re-use

 live feedback on the number of employees that could 

potentially fulfill the role

 clear presentation of the employees found in an over-

view that includes their individual qualifications

 a report on the search results

 direct access to the employee’s profile

 − Map out responsibility remits (e. g., departments, teams) 

using employee groups and establish the responsible 

user who is allowed to access the employee data via the

 employee profiles

 Qualification Matrix 

 potential analysis

 − Create company-specific forms, reports and certificates 

(Babtec.RPT)
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Let Us Advise You

Individual Consulting

We would be happy to introduce you to the module in a 

personal appointment in which we can show you how our 

solution can optimize your processes. In doing so, we record 

the current status and explain the further procedure.

 

Make an appointment

Our Solutions

Are you interested in further modules that support your pro-

cesses even better? Just have a look around on our website. 

 

To the website

Overview of Our Portfolio

Would you like to get an overview of our entire range of prod-

ucts? In the current overview we present you our software 

solutions and services.

 

Download PDF
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