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ORGANIZATIONAL SUPPORT:  The employee has a basic understanding of organizational goals and priorities as stated in the current Strategic Plan. He/she fully complies with administrative policies (including EEO), regulations, and procedures when performing job operations.  Demonstrates support for process improvement by attending required training; applies knowledge from training in support of mission accomplishment.  Communicates orally and/or in writing, in a professional manner, when needed to coordinate work and keep the supervisor and co-workers informed of work-related issues, their developments and their status.

ACCEPTABLE STANDARD:  Demonstrates a basic understanding of organizational goals and priorities in the Strategic plan. Fully complies with administrative policies (including EEO), regulations, and procedures when performing job operations.  Supports process improvement.  Communicates orally and/or in writing, in a professional manner, when needed to coordinate work and keep supervisor and co-workers informed of work-related issues, their developments and their status.

EXECUTION OF DUTIES:  In performing the work of the unit, the employee accepts the work to be accomplished, properly follows instructions, uses the technical knowledge and applies the skill(s) needed to complete tasks assigned.  Seeks assistance from the supervisor when necessary.  Interacts with internal and external customers in a professional manner.  The service or work product produced is of good quality, timely, and responsive to the supervisor and the organization’s priorities and requirements.

ACCEPTABLE STANDARD:  Willingly accepts work assignments, properly follows instructions, uses technical knowledge, and applies skills needed to produce a product or service of good quality in a timely and responsive manner.  Seeks assistance when necessary.  Interacts with customers in a professional manner.

WORK PLAN:  A minimum of three objectives the supervisor expects the employee to achieve during the one-year appraisal period.  

A.

B.

C. 

ACCEPTABLE STANDARD:  The employee has achieved all the objectives, or the majority of objectives.

