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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 when needed to coordinate work and keep the supervisor and co-workers informed of work-related issues, their developments and their status.  Conserves government funds and property and guards against fraud, waste, and abuse.

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 when needed to coordinate work and keep supervisor and co-workers informed of work-related issues, their developments and their status.

WORK UNIT PLANNING AND MANAGEMENT:  Determines the work unit’s goals and objectives.  Develops and implements specific work unit plans of action within assigned budget and resource allocations.  Directs, monitors and evaluates the work of the organizational unit.  The services provided and/or the work produced will be of good quality, timely, and responsive to the customer and the organization’s priorities and requirements.

ACCEPTABLE STANDARD:  Sets long and short-term work unit goals that are realistic and are responsive to the Command and the organization’s goals, priorities, and requirements.  Plans specific actions and milestones that result in successful monitoring and control of the work unit.  Work is accomplished on time and within budget and resource allocations.  Maintains good working relationships with other work units.  Keeps other organizations informed about significant matters and provides quality guidance to them. Monitoring procedures effectively provide data for quality checks and process improvement.  Implements process improvements.

PERSONNEL MANAGEMENT:  Delegates work and monitors work progress.  Motivates employees.  Appraises employees.  Acts as a liaison between staff and higher management.  Gives technical advice to subordinates.  Selects, places, and develops employees.  Manages performance through appropriate rewards and corrective action. Government personnel rules and regulations are applied fairly and consistently.   Keeps staff informed.  Advises and recommends to management officials the proper staffing of the unit and the classification of positions.

ACCEPTABLE STANDARD:  Delegates work at an evenly distributed volume commensurate with grade level.  Tells employees what is expected, advises them of necessary changes, and holds them responsible for timely completion of work assignments.  Manages role as a liaison. Keeps staff informed. Ensures position descriptions of subordinates are current and accurate.  Appraises staff performance in a timely manner.  Uses established procedures for rewarding employee performance and correcting poor performance or misconduct.  Gives technical advice and reviews work promptly.  Ensures staff is properly trained in their functional areas.

EQUAL EMPLOYMENT OPPORTUNITY SUPPORT:  All selections, 

merit promotion decisions, training, employee development and performance management decisions are based on legitimate business reasons and without the influence of illegal discrimination.  Responsible for maintaining a workplace free of prohibited discrimination and harassment.  Supervisor reacts quickly to any perceived, observed, suspected or reported act of prohibited discrimination.  Allegations are investigated and follow-through is made. Cooperates with the investigation of EEO complaints and other EEOC processes.

ACCEPTABLE STANDARD:  Complies with EEOC policies in regard to all employment-based and performance management decisions.  Takes immediate corrective action in response to allegations of prohibited discrimination.  Assists in resolving discrimination issues or complaints.

