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Subject Matter Expert (SME) Role Clarity Guide 

Date Completed: Prepared By: 

🎯🎯 Why Your Role Matters 
You were selected as a Subject Matter Expert (SME) for your deep understanding of real-world 
practice in the profession. Your insights help ensure this certification reflects what competent 
professionals do and that it remains valid, inclusive and defensible. You are contributing 
knowledge and co-creating the foundation of this program.  

🧩🧩 Your Core Responsibilities

Responsibility What It Means Why It Matters 

Define Practice Help identify the critical tasks, knowledge 
and skills of professionals in the field 

This forms the basis for the 
exam blueprint and content 

Provide Perspective 
Offer honest, grounded input from your 
experience across work settings, 
specialties and demographics 

Ensures the exam is 
representative and inclusive 

Collaborate Openly 
Participate in discussions, surveys, focus 
groups and reviews; respect others’ 
perspectives 

Leads to better consensus and 
stronger outcomes 

Validate 
Competencies 

Review and confirm that the final set of 
competencies accurately reflects 
professional practice 

Supports defensibility for 
accreditation and industry trust 

🚫🚫 What This Role is Not 
• Exam question writer (unless specified)
• Institutional rep or policy enforcer
• Passive participant — your voice is essential

🤝🤝 What You Can Expect from the Project Lead 
• Clarity on goals and timelines
• Respect for your expertise
• Open communication and structured discussions
• Support in navigating tough decisions or group disagreements
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💡💡How to Lead from Where You Are 
• Ask clarifying questions
• Offer real-world context
• Help find common ground when perspectives vary
• Keep the focus on the profession’s future, detaching your personal opinion

✅ Readiness Checklist

I understand the mission of this project 

I know who to contact with questions 

I’ve reviewed the timeline and expectations 

I’m ready to contribute meaningfully 
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