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Course Objectives

After completing this course, you will be able to:

e Explain the benefits of writing effective performance objectives.

e Define SMART performance objectives and describe the process
of writing them.

o Write SMART performance objectives.
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Welcome, Housekeeping, and Agenda
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Course Objectives

3‘ DCIPS Course Objectives
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Intro What  How  Review

After completing this course, you will be able
to do the following:

« Explain the benefits of writing effective
performance objectives

« Define SMART performance objectives and
describe the process of writing them

« Write SMART performance objectives

SMART Performance Objectives 4

Your Notes:
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What You Should Know:

* The main objective of this course is to help you write appropriate and effective
performance objectives using the SMART framework and understand
performance elements.

» If your objectives adhere to the SMART framework, you will know exactly what is
expected of you, and your supervisor will be able to accurately assess and rate your
performance at the end of the cycle.

» Performance objectives ensure alignment with, and support achievement of, the
organization’s mission, goals, and priorities.

* Throughout the year, employees, Rating Officials, and Reviewing Officials should
use performance objectives and performance elements to monitor performance. If
an employee’s work requirements change significantly, the performance objectives
should be adjusted, provided there are at least 90 days left in the performance
evaluation period.

=  DCIPS requires that the performance objectives for managers/supervisors reflect
what they are going to accomplish and their leadership/supetvision role, including
holding them accountable for achieving work results through their employees and
addressing their performance management responsibilities.
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Performance Culture

#L‘“ﬂ Performance Culture

Intro What How  Review

Performance Objectives

+ Directly support the Defense Intelligence performance
culture

» Align work with the team, unit, and organizational mission
to drive performance

« Are written using the SMART model
+ Are a basis for evaluation of record under DCIPS

« Capture the performance expectations for work during the
performance year

» Are coupled with performance elements when assessing
overall performance

SMART Performance Objectives

Your Notes:
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What You Should Know:

Performance culture: The Defense Intelligence performance culture embraces
innovation, collaboration, and teamwork with the intention of producing remarkable
results. To link everyone to our critical mission, performance culture is displayed by:

* Leaders who are committed to actively communicating the goals of the
organization and to empowering employees to achieve those goals

* Employees who are provided the opportunity to engage in and accomplish
meaningful work in an environment that supports their personal success and one
that recognizes the value of their significant achievements

Everything and everyone in the organization is committed to supporting the mission,
improving performance, and achieving results that provide a global intelligence
advantage.

Here, performance objectives:

» Directly support the Defense Intelligence performance culture
" Are a basis for evaluation of record under DCIPS

» Are coupled with standard performance elements for a picture of what the
employee does/did (performance objective) and how it was done (petformance
element)

"  Specify the major work to be accomplished
= Set the performance expectations for work during the performance year
* KEstablish a basis against which to measure work and set baselines for performance

» Are written at the Successful level. They fully define what success looks like to
drive mission success.

» Align work with the team, unit, and organizational mission to drive performance

" Focus on accomplishments and results. Stated differently, this could address the
“so what” of why a position exists.

* Are written using the SMART framework

Refer to Appendix A for descriptors of the rating levels for performance objectives.
While performance objectives describe what should be accomplished, “objectives
descriptors” help to establish a consistent level of evaluating performance across the
intelligence community. They are guidelines that provide a consistent measuring stick
tor the DCIPS employees.

* At the end of the performance evaluation period, a strong self-report of
accomplishments will be easier to write if an effective performance objective was
in place throughout the performance period.
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Introduction to Performance Objectives

s‘ncis_ Introduction to Performance Objectives

Intro What ~ How  Review

* What are performance objectives?
Objectives = What + How

« Why are they important?
* How do | know what the objectives should be?

* What does a performance objective look like?

SMART Performance Objectives 7

Your Notes:
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What You Should Know:

" Performance objectives are an expression of what is expected of an employee.

" They go beyond a position description—they are a link to the overall mission of
the organization.

" Performance objectives are used to communicate the major responsibilities that
the employee is expected to perform, the related outcomes and accomplishments,
as well as how they perform them (performance elements). In other words,

Objectives = What + How

* Why are performance objectives important?

= Performance objectives are important for the employee because they outline
the specific goals for the year.

» They are also the factors against which employees will be evaluated for their
performance evaluation of record.

» Keep in mind that you will also be evaluated on how you accomplished these
performance objectives in the form of your performance elements, i.e., the
behavioral aspects of your job.

= At the organizational level, performance objectives are important because they
ensure all employees are contributing to the organization’s overall mission.

* How do I know what my performance objectives should be?

You can determine your performance objectives by cascading down from larger
organizational goals. In doing so, you identify how your actions contribute to your
organization’s goals and ultimately to the overall DoD goals.

»  What does a performance objective look like?

A performance objective should be written using the SMART framework. This
means that each performance objective should be specific, measurable, and
achievable within the performance period; relevant to the organization’s mission,
goals, and priorities; and time-bound.
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Purpose of Performance Objectives

s‘gcu_ns_ Purpose of Performance Objectives

Intro What ~ How  Review

* Drive mission accomplishment

Identify performance based on Work Category and Work
Level

* Define Successful performance

L]

Along with performance elements, form the basis for
evaluation of record

SMART Performance Objectives

Your Notes:
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Thinking About Your Work

31 DCIPS Thinking About Your Work

—_—
perenstc snce

Intro What ~ How  Review

1. How does your work fit into the mission and goals for
your team, unit, and organization?

2. How can you identify meaningful quality measures for
results and effect of your accomplishments?

3. How can you group the work you do into “large buckets”
of categories?

s |

Discussion
¢

I

SMART Performance Objectives

Your Notes:
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What You Should Know:

To develop good performance objectives, three preparation steps can help you
organize your thoughts. These steps will also help you write SMART objectives.

First, review the strategic goals or objectives of your organization. For the
purpose of DCIPS, a relevant performance objective is defined as one that is
derived from DoD and/or the IC and links through your component to the
objectives of your organization or unit. You must understand how your work
aligns with and supports the DoD IC mission and the mission, goals, and
priorities of your organization. Depending on your responsibilities, this link may
be obvious; however, every employee contributes to mission success, and this
activity helps you to clarify the relationship.

Discuss with your manager or supervisor whether your performance objectives
support his or her performance objectives. This conversation helps ensure that
the work on which you are focused aligns with and supports your managet/
supervisor and ultimately the mission, goals, and priorities.

Second, gather and review. Collect standard operating policies (SOPs),
guidance, and directives that may provide information on quantity, quality, or
timeframe measures that you need to achieve. You may have useful information
trom duty statements, position descriptions, and previous evaluations of record as
well.

Third, group your work. Decide how to group the work you do into large
categories. SMART performance objectives focus on the “large buckets of work”
concept as opposed to task lists. These groupings serve as the basis for your
performance objectives in describing what you will do for the performance
period. The worksheet on the following page allows you to list all of your tasks
and duties and helps you group them into “big buckets” or major categories.

PG 16 SMART Performance Objectives



Participant Guide Lesson 2: SMART Performance Objectives

Discussion: SMART

7‘%5_ Discussion: SMART

DEFENSE CMLIAN INTELLIGENCE
PERSONNEL SYSTEM

Intro What ~ How  Review

What does SMART stand for?

| I

Discussion
SMART Performance Objectives 10

Your Notes:

What You Should Know:

The letters in the acronym SMART stand for:
" Specific

= Measurable

= Achievable

= Relevant

» Time-bound
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Your Notes:

What You Should Know:

" Specific describes an observable or verifiable accomplishment. For some
positions, it may be more challenging to describe a specific result. However, to the
extent possible and reasonable, encourage specificity, as it ensures that managers,
supervisors, and employees share the same expectations.

" Focus on describing your specific accomplishment goals. For example, to say that
the result is to have an updated policy manual is vague. Be specific by asking such
detailed questions as:

*  Which manual?

= What do we mean by update?

*= How much of the manual will be updated?
= Updates should be current as of when?

=  What is the expected end result? Tie it to the mission. How it affects the
mission should be clear.
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What You Should Know:

» Identifying the specific accomplishment also means pinpointing your role. What
actions, behaviors, or achievements are your responsibility? Choose your terms
carefully to accurately describe your role in group projects. Your role description
should not replace the result in the performance objective; it should only provide
additional detail.

* Don’t aim too low. For example, attending a meeting is NOT an acceptable
objective even though it might be specific. Rather, focus on the mission results
that are sought. Attending a meeting is only a step toward accomplishing the
desired mission results; it is not a specific outcome.

* Some questions to ask to decide if the content of your objective is specific:
= s the result observable?
= (Can my supervisor verify the result?
=  What would the result look like?

For example, “assures physical security requirements are followed” is vague and
defines no observable criteria.

» Instead, consider, “Physical security inspections of all serviced organizations are
completed based on command established methods, timetables, and guidance
resulting in physical security compliance of all organizations.” This objective is
specific about the result.

* Remember, performance objectives give you greater flexibility to achieve your
stated goals. You decide how to reach your clearly defined objectives.

" This slide illustrates that the result—the mountain top—needs to be as precise as
possible. But, you decide on the path to get there.
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Specific Result

DCIPS

Example: Specific Result

Intro What ~ How  Review

Task/Activity

Write Operational
Security (OPSEC)
regulation.

SMART Performance Objectives

Objective

Prepares written OPSEC
guidance; coordinates
reviews; conducts oversight
inspections to determine
what needs to be protected.
Products will comply with
command standards for
OPSEC integrity.

Your Notes:
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What You Should Know:

" The more specific you can make your performance objectives, the less room there
is for disagreement about what the expectation was and whether you did what was
expected. In this example, the command has published guidance about how
installations should assure Operational Security at all organizational levels. The
Rating Official will use the command guidance as an assessment tool to determine
if the desired results were achieved.

* Avoid using vague words that can be misinterpreted, such as:
= Effective
= Efficient
= Appropriate
*  Oversee

"  When you are trying to determine if a word is specific enough, ask yourself the
tollowing question: “How would I know if I did this ____? What would that look
like?” For example, “How would I know if I did that effectively? What would
effectively look like?”” When you start to answer, “It would be effective if it were
completed on time, took fewer than two reviews, and all involved persons agreed
that it met their needs,” then you are starting to get to the appropriate level of
specificity. Instead of using the vague terms, substitute your definition of the term.

" Be cautious when using vague terms that are open to interpretation. Performance
objectives should reduce confusion, not increase it.
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Activity: Specific Component

cIPS o .
5‘% Activity: Specific Component

Intro What ~ How  Review

Activity: Specific Component

Un-SMART Specific Performance Objective:

John Smith will analyze imagery data and
catalog trends of activity.

Activity
SMART Performance Objectives 13

Your Notes:
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Activity: Specific Component

Activity: Specific Component

Intro What ~ How  Review

5‘ DCIPS
—__—-_—

SMART Specific Component:

John Smith will exploit and analyze NTM imagery to
characterize the scope and nature of activity in the ABC
Valley. Mr. Smith will regularly and accurately recognize
imagery signatures and record trends of activity. Mr. Smith
will then apply current and historical analysis to produce
agency Intelligence Reports in response to internal and IC

partner Requests for Information (RFIs).
&8

Activity
SMART Performance Objectives 14

Your Notes:
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Measurable

Measurable

Intro What

How  Review

SMART Performance Objectives

Resources

Quality /

Value added
to mission

Quantity

Your Notes:
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What You Should Know:

Measurable (or observable or verifiable) means that a method or procedure is in place
to assess and record the behavior or action on which the objective focuses and the
quality of the outcome. Some work can be measured easily; in other cases,
accomplishments or behaviors need to be verified or observed.

In knowledge-based jobs, quality is the most important measure of success and
should be the focus of the performance objective.

Caution:

Strictly adhering to using numbers (e.g., quantity, percentages, etc.) as measurements
can create problems because numbers:

= Do not necessarily convey how mission is affected

» May create the requirement to build a reporting mechanism to capture
numbers and percentages

= May not convey successful mission outcomes
Example of problem measurement, using counting:

= Performance objective: Write a physical security regulation with no more than
two grammatical errofs.

» Problem: This performance objective focuses on grammar, not the physical
security conditions of the serviced population. The focus should be on what’s
really important, i.e., are the serviced organizations current on their physical
security policies and practices?

Use counting measures only when counting shows specific organizational progress,
e.g., faster, better, cheaper. Do not count simply to count.

Avoid choosing a measurement that requires extensive or new forms of
documentation. Use percentages only when it makes sense to do so. Percentages
often express an ideal, but are not realistic measures. For example: The force
protection officer assures buildings are propetly secured 99 percent of the time. Ask
yourself: “How will I measure that?”” It can’t be realistically measured, so don’t use a
percentage.
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Measurable

What You Should Know:

* When defining the measurability aspect of your performance objective, remember
to set it at a Successful performance level. You do not want to set the expectation
for your result so high that you have no opportunity to exceed expectations. You
also do not want to set it so low that it is too easy to accomplish. The goal of
performance objectives is to drive performance within an organization while
providing individuals with criteria that are appropriate to the situation and against
which performance is measured.

" Test yourself to see if you have written an objective that is measurable by asking
yourself, “Can I tell if this was accomplished?” Remember to avoid numbers
when they simply don’t make sense.

" Unless life-and-death issues are at stake or Federal regulations mandate it, do not
set measurements at 100 percent. Setting measurements at 100 percent turns your
performance objective into a pass/fail requirement and leaves no opportunity to
surpass the requirements for a “successful” rating.

* Bottom line: measure what’s important. Be purposeful when selecting the type of
outcome measured and identified in your SMART performance objective (e.g.,
quantity, percentage completed, quality, etc.). If it doesn’t matter, don’t use itin a
performance objective simply because it might lend itself to a (misguided) bean-
counting measurement strategy.
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Measurable Result Example

S‘D‘:is_ Example: Measurable Result

oert
PERS

Intro What ~ How  Review

Objective: “Specific” Objective: “Specific and
Measurable”

Prepares written OPSEC guidance; Prepares written OPSEC guidance,
coordinates reviews: conducts coordinates reviews; conducts oversight
oversight inspections to determine inspections to determine what needs to
what needs to be protected. be protected. Products will comply with
Products will comply with command command standards for OPSEC integrity.
standards for OPSEG integrity. Guidance, reviews, and inspections will

be produced/conducted to meet customer
needs as determined by Rating Official
review.

SMART Performance Objectives 16

Your Notes:

SMART Performance Objectives PG 27



Lesson 2: SMART Performance Objectives

Participant Guide

Activity: Measurable Component

s‘mis_ Activity: Measurable Component

Intro What ~ How  Review

Activity: Measurable Component

Un-SMART Measurable Component:

These reports and any report revisions must

be completed correctly.
&8

Activity
SMART Performance Objectives 7

Your Notes:
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Activity: Measurable Component

s‘mis_ Activity: Measurable Component

oert TELLIGENCE
R

Intro What ~ How  Review

SMART Measurable Component:

Reports will be produced IAW agency product guidelines,
policies, and procedures. These reports will also require
limited revision to meet QA standards. Mr. Smith will
ensure that analysis imagery findings meet office mission
needs and satisfy intelligence partners’ requirements.

Activity
SMART Performance Objectives 18

Your Notes:
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Achievable
{ECI_PS_ Achievable
s Specific Are there
sufficient
F ‘F'_. . resources? Atthe
"\Q 1 . appropriate
A work level?
Achievable .
Isit
obtainable? = within
employee
control?

SMART Performance Objectives
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What You Should Know:

Ask yourself these questions to verify that the performance objective is achievable:

= (Can you achieve the objective with the available resources and personnel and
within the given time?

= Is the work in the performance objective within your control to complete?
You should not include work or goals over which you have no control.

= Is the performance objective appropriate for your experience, skill, and Work
Level?

= Is this performance objective appropriate for this position?
» Is the performance objective written at the Successful level?
If the answers to the above questions are “yes”, then the objective is achievable.

Note that the level of responsibility expressed in the performance objective must be
appropriate to the employee’s Work Level and position.

Example: A performance objective for an entry/developmental level position may
include language that conveys that status, such as “Throughout the rating cycle,
works with mentor/senior analysts to establish....”
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Example: Achievable Result

S‘Mis_ Example: Achievable Result

ceFENSE: INTELLIGENCE
PERSONN u

Intro What ~ How  Review

Objective: “Specific, Measurable, and Achievable”

Prepares written OPSEC guidance; coordinates reviews;
conducts oversight inspections to determine what needs
to be protected. Products will comply with command
standards for OPSEC integrity. Guidance, reviews, and
inspections will be produced/conducted to meet customer
needs as determined by Rating Official review.

SMART Performance Objectives 20

Your Notes:
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Relevant

{ﬂs_ Relevant

= B % B
uuuuuuuuuuuuuuu ; % 3 X
Intro V}r What er} Mluvgy

Whyam1I
doing this?

Is it mission
related?

Line
of sight

SMART Performance Objectives 2

Your Notes:
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What You Should Know:

» Relevant means that your performance objectives are connected to organizational
goals. Drawing a “line of sight” between objectives and organizational goals
means that your objectives and those of your manager/supervisor, work unit, and
organization all pull in the same direction. This alighment means that the
performance of the team, command, and whole organization focuses on the same
target.

» DCIPS performance objectives should be derived from the overall goals of the IC
and the appropriate DoD component as well as the mission objectives of your
organization.

" Managers/supetvisors must cleatly understand their own performance objectives
before they can work with their employees to establish their performance
objectives to ensure that the objectives reflect that line of sight.

" An employee’s accomplishment of their performance objectives will reflect how
the overall mission was met or advanced. This addresses the question “So what?”
in assessing the employee’s performance.
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Relevant Example

{Dcis_ Example: Relevant Result

Intro What ~ How  Review

Objective: “Specific, Measurable, and Relevant”

Prepares written OPSEC guidance; coordinates reviews;
conducts oversight inspections to determine what needs
to be protected. Products will comply with command
standards for OPSEC integrity. Guidance, reviews, and
inspections will be produced/conducted to meet customer
needs as determined by Rating Official review. This
requirement supports the command goal to ensure that
operational security is maintained at the highest levels
across all organizations.

SMART Performance Objectives 22

Your Notes:

What You Should Know:

" You do not have to include the relevant aspect within the same sentence as the
rest of the performance objective criteria. You can write this as a second sentence
if it makes the performance objective easier to read; performance objectives can
be more than one sentence long.

» If your strategic plan has the organization’s goals clearly numbered and if
everyone knows them by those numbers, you can put the number in parentheses
at the end of the objective.

SMART Performance Objectives PG 35



Lesson 2: SMART Performance Objectives Participant Guide

Activity: Relevant Component

s‘mis_ Activity: Relevant Component

Intro What ~ How  Review

Activity: Relevant Component

Un-SMART Relevant Component:

This objective supports the commitment to
the agency’s partnerships. -

A

Activity
23

SMART Performance Objectives

Your Notes:
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Activity: Relevant Component

Activity: Relevant Component

Intro What ~ How  Review

_>‘ —-'—-—__
DEFINSE CILIAN INTELLIGENCE
PERSONNEL SYSTEM

SMART Relevant Component:

This objective directly supports Strategic Goal #2:
“Advance the contribution of GEOINT to mission outcomes”
as it relates to the higher-level mission to “advance the

GEOINT mission—help win the fight.”

SMART Performance Objectives

%

Activity
24

Your Notes:
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Time-bound

{ﬂs_ Time-bound
—
e TR weasS TR D

Frequency
Deadlines
Ongoing
work
l Time-Bound
SMART Performance Objectives 2

Your Notes:
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What You Should Know:

* Time-bound (or timely) means there is a specific time when the performance
objective starts and ends, and accomplishment can be measured.

" When developing objectives for ongoing work, specify a date when the
assessment period is to begin. If it is a short-term or project-related objective,
specify the date when the assessment period is to be completed.

" You may express the date component in two ways: relatively or specifically.
= Relative uses time spans, such as “in six months.” The date is relative to today.
= Specific uses hard dates, such as “on March 15.”

" You may find that the best practice is to use specific dates to avoid the tendency
to repeatedly extend relative deadlines. When using an exact date, have a basis for
establishing that date.

® Other time designations such as “end of the quarter,” “end of the evaluation
period,” or “throughout the evaluation period” are also options.

* Some projects are multiple-year programs. In these cases, set performance
objectives so the dates reflect what can be accomplished within the current
evaluation period. One way to do this is to set performance objectives that are
associated with major milestones that occur in different evaluation periods.
Additionally, you may use various checkpoints to increase the likelihood of
success by identifying problems early.

» Large projects may be broken into smaller, standalone projects. Specify when each
of the standalone projects is to be completed within the context of the time frame
of the larger project.
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Time-bound Examples

3‘2‘3'_95_ Example: Time-bound Results

cermn
PERSONNEL SYSTEM

Intro What ~ How  Review

Objective: “Specific, Measurable, Achievable, Relevant,
Time-bound”

Prepares written OPSEC guidance; coordinates reviews; conducts
oversight inspections to determine what needs to be protected. Products
will comply with command standards for OPSEC integrity. Guidance,
reviews, and inspections will be produced/conducted to meet customer
needs as determined by Rating Official review. OPSEC inspections will
be conducted in each serviced organization at least once every twelve
calendar months. This requirement supports the command goal to ensure
that operational security is maintained at the highest levels across all
organizations.

SMART Performance Objectives 26

Your Notes:

What You Should Know:

= Itis important to stipulate timeframes when:

» Timeframes help the employee understand what is required

= Using timeframes drives mission accomplishment

* The timeframes are valid and appropriate to the result to be accomplished
" Be sure you are using an appropriate outcome when applying timeframes.

Example: If the President’s daily brief isn’t done daily, serious repercussions could
occur. But if a supply clerk doesn’t do his or her daily report, what happens? If
nothing; the daily report is the wrong measure.
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Activity: Time-bound Component

s‘mis_ Activity: Time-bound Component

Intro What ~ How  Review

Activity: Time-bound Component

Un-SMART Time-bound Component:

These reports must be completed on time.

Activity
SMART Performance Objectives 7

Your Notes:

SMART Performance Objectives

PG 41



Lesson 2: SMART Performance Objectives

Participant Guide

Activity: Time-bound Component

3‘2‘-'“_95_ Activity: Time-bound Component

Intro What ~ How Review

Activity: Time-bound Component

SMART Time-bound Component:

Reports will be produced within established
RFItimelines.

%

Activity
SMART Performance Objectives 28
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Performance Elements

S‘D‘:’is_ Performance Elements

cere 1LiGENcE
PERS

Intro What ~ How  Review

Accountability for Results
Communication
Critical Thinking

Engagement and Collaboration

o k& Wb =

Personal Leadership and Integrity (employees) or
Leadership (supervisors)

6. Technical Expertise (employees) or Managerial
Proficiency (supervisors)

SMART Performance Objectives 2

Your Notes:
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What You Should Know:

Performance elements encourage patterns of behavior. These common performance
elements are derived from validated job competencies and the core values of the IC
and represent character traits that every employee, supervisor, and manager should
develop and model in the workplace.

Performance objectives convey WHAT is to be performed, i.e., WHAT will be
evaluated at the end of the performance period. Performance elements convey HOW
the employee performs all aspects of his or her job, including the aspects covered by
performance objectives.

At the close of the performance period, the employee is evaluated for both what was
done and how it was done. Both the performance objectives and the performance
elements contribute to the employee’s overall performance rating.

All six performance elements are reviewed against the performance element
descriptors (see Appendix A) to determine how each element should be rated.
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Lesson 2: SMART Performance Objectives

Activity: Analyzing Performance Objectives

DCIPS o . .
j‘——‘____ Activity: Analyzing Performance Objectives

Intro What = How Review

Are these performance objectives
SMART?

Activity
SMART Performance Objectives 30

Your Notes:
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Activity: Analyzing Performance Objectives

What You Should Know:
Is it SMART? What needs changing?

Job Title/Grade: Intelligence Analyst, GG-09
Work Category: Professional
Work Level: Entry/Developmental

With guidance and supervision, drafts written
intelligence products on assigned topics that meet
division analytic standards and comply with
production guidance. Products will reflect
engagement with other analysts and stakeholders
and incorporate their coordinated views.

Job Title/Grade: Executive Officer, GG-13
Work Category: Supervision/Management
Work Level: Full Performance

Manages the Command Executive staff office,
including four employees. Oversees all
administrative support for the Commanding
General so that command/executive functions flow
unimpeded by administrative problems. All admin
support functions (including interactions with CG’s
subordinate directors, command budgets, and
public relations) are conducted in a manner that
enhances command group operations.
Independently creates processes and directives that
assure high-functioning operations.
Communications with staff activities are timely,
clear, and appropriate to keep the command group
well informed.
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Activity: Analyzing Performance Objectives

What You Should Know:
Is it SMART? What needs changing?

Job Title/Grade: Intelligence Production
Specialist, GG-13

Work Category: Professional

Work Level: Full Performance

Coordinate and integrate work of individuals,
functions, or agencies into comprehensive
intelligence product. Produce scheduled and
unscheduled intelligence products, such as MIRs,
baseline assessments, briefings, and other written
products in appropriate form and written to the
intended audience. Interact with customers to
understand their needs and requirements,
complying with web production process and
Analytical Tradecraft SOP where appropriate.
Written products are technically correct and meet
the customers’ needs, requiring only minor,
cosmetic changes. Establish timelines with
supervisor and/or SME and meet deadlines.

Job Title/Grade: Intelligence Analyst, GG-14
Work Category: Professional
Work Level: Senior

Performs geospatial analysis using cutting edge,
state-of-the-art analytical techniques to determine
needs for changes in agency standards and
specifications. Analysis covers new and unique
situations to solve novel or obscure problems
related to intelligence or maritime environment.
Problems identified fit with current event
requirements and overall mission of organization.
Uses independent judgment. Briefings to top
leadership are thorough, well substantiated, and
directly link to mission enhancement.
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Activity: Analyzing Performance Objectives

What You Should Know:
Is it SMART?

Job Title/Grade: Intelligence Analyst, GG-14
Work Category: Professional
Work Level: Senior

Complete analysis of effects of UN-imposed
sanctions on Iraqi industrial sector and present
results in finished and appropriately coordinated
Intelligence Report for release to the policy-making
community by 31 August. Product will use available
intelligence from all relevant sources, reflect
engagement with other analysts and stakeholders in
subject of analysis, incorporate coordinated views
of those other analysts and collectors through the
IC, be presented in product style appropriate to the
question, and will be delivered timely.

What needs changing?
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Lesson 3: Writing SMART Performance Objectives

Lesson 3: Writing SMART Performance

Objectives

Writing SMART Performance Objectives

j CEFENSECMLIN INTELLIGECE
PERSONNEL SYSTEM

Intro

What = How Review

SMART Performance Objectives

Lesson 3

Writing SMART Performance Objectives

Your Notes:
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Participant Guide

Activity: Getting Ready

Your Notes:

$A DCIPS Activity: Getting Ready

_
oere 1uIGENCE
PERS!

Intro What ~ How Review

Think about your job
« Why is it important?
*« Whatis its purpose?
+« What are the major focus areas?
* Why does the job exist?

* How do you influence missicn accomplishment?
“My position contributes to the mission by...”

Activity
SMART Performance Objectives 32
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What You Should Know:

Before you begin writing performance objectives, take some time to analyze your job.
Think about its importance to the mission and the major outcomes or focus areas of
your job that drive the mission.

In thinking about your work, consider how often you are engaged in a particular
activity. An example is:

" Broad things I do at my job:

At least Less than
20% of the time 20% of the time

Write IIRs Create travel
Respond to RFIs reports

* If you find you spend 20 percent or less work time engaged in a particular activity,
it may not be a major focus area or may not be suitable as a performance
objective.

» Write the major focus areas, in simple terms, before you begin developing
performance objectives. Use these major focus areas to guide you as you build
your objectives.

* While capturing the major focus areas, you may also find it helpful to note some
of the activities within the focus areas.

* This type of job analysis will help you as you move to the final step of actually
writing performance objectives.

" You may find it helpful to complete this sentence before starting on your
performance objectives: “My position contributes to the mission
by .’ Then the purpose of your job is clear and will help

you develop performance objectives.
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Activity: Writing Your SMART Performance Objectives

$‘ DCIPS Activity: Writing SMART Performance Objectives

Intro What ~ How Review

» Not a style or composition competition

» Capture key elements in using/applying the SMART
framework

» Optional sequence
~~— 3k -~ A A
M A R S T

Activity
SMART Performance Objectives 33

Your Notes:

Major Focus Area or Outcome to be accomplished:

Measurable

Achievable

Relevant

Specific

Accomplishment

Time-bound
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What You Should Know:

M-A-R-S-T

After you’ve thought about your work and identified the major components of your
job that drive the mission (the very reason for your job’s existence), you are ready to
begin writing performance objectives.

SMART is only one way to write objectives.
There are other models and permutations of SMART, e.g., MARST.

"  You may follow the S-M-A-R-T model very rigorously, or you may shuffle the
components, e.g., M-A-R-S-T. Stay focused on what’s really important, i.e., the
major mission outcomes.

* In using the MARST approach:

» First decide what performance objective you are going to measure and then
how you will measure it. Focus on a qualitative approach to the performance
objective. It is pointless to write other parts of an objective and then have to
start over because it is not measurable. Do not rush through identifying the
measurement.

= Next, address A. Ask whether the performance objective is achievable. Is it
doable, appropriate for your skill and Work Level, and within your control?
Do you have the appropriate resources to accomplish it? Is it written at the
Successful level? Can it be exceeded?

= Then move to R to determine if it is relevant. Does this performance objective
suppott your supervisor’s objectives and reflect an element of the
organization’s overall mission that you can identify?

= Then comes the S. Once you have established the criteria, you can detail what
it is that you want to accomplish. Make it as clear and specific as you can so
that the result is not ambiguous. At the end of the year, you have to be able to
answer the question, “Have I achieved this goal?”

» Finally, T. Put in the timeline, milestones, and dates.
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Participant Guide

Activity: Writing Your SMART Performance Objectives

7‘ DCIPS _ Activity: Writing SMART Performance Objectives

B——

ECMLIAN INTELLIGENCE

Intro What = How Review

Create a SMART performance
objective

Activity
SMART Performance Objectives 34

Your Notes:
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What You Should Know:

Major Focus Area or Mission Outcome

S  Specific

M Measurable

A Achievable

R Relevant

T Time-bound
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Participant Guide

Activity:Writing Your SMART Performance Objectives

What You Should Know:

Major Focus Area or Mission Outcome

Specific

Measurable

Achievable

Relevant

Time-bound
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Discussion of Performance Objectives

7‘% Discussion: Performance Objectives

Intro What = How Review

+ What was difficult?
* What helped?
+ What are the lessons learned?

+ How did you stay focused on the major responsibilities in
your position?

| 1
Discussion
SMART Performance Objectives 35

Your Notes:
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Lesson 4: In Review

In Review

': oere
PERS

Intro What ~ How Review

Lesson 4
In Review

SMART Performance Objectives

Your Notes:
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Key Points
3‘2‘:£5_ Key Points
Mission
focused . Self-
‘ management
Qutcome tool
focused
s . \
Objectives
4
' Appraisal /SMART
tool
SMART Performance Objectives 37
Your Notes:
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What You Should Know:

It is easy to get lost in the many pieces of information when creating performance
objectives. Here are the key points to remember:

Performance objectives:

Focus on the reason your position exists.

Shift the focus away from describing tasks, and instead, describe accomplishments
and outcomes. Performance objectives are best if derived from the major
responsibilities of your job.

Are the basis for determining your ratings in the DCIPS performance
management process.

Allow for ongoing assessment of progress and, if necessary, reallocation of
priorities, resources, and time.

Along with performance elements (work behaviors) form the basis for your
annual performance evaluation of record.

Don’t forget about your performance elements. You should be thinking about
how you’ll report on the ‘how’ you accomplished your objectives.

Should be SMART to drive the performance of the organization.

If you remember these points, you can write good SMART objectives that drive your
performance and help you succeed in your position by ensuring a shared
understanding of expectations.
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Participant Guide

Questions

Questions

Intro  What  How = Review

SMART Performance Objectives

33

Your Notes:
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Lesson 4: In Review

Resources

3‘2‘3'_"5_ Resources

Intro What ~ How Review

» DCIPS website; http://dcips.dtic.mil/training.html

« Your Defense Intelligence Component’s DCIPS program
office

* Your human resources personnel

SMART Performance Objectives 39

Your Notes:
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Participant Guide

Course Evaluation and Thank Youl!

{ﬂs_ Course Evaluation

Intro What ~ How Review

* A course evaluation is in the Participant Guide
— Completeitand turn it in today

— Provide an honest assessment of course materials and your
facilitator

« Evaluation provides feedback on course effectiveness

SMART Performance Objectives 40

31 DCIPS
;—

Thank you for your participation!

SMART Performance Objectives 41

Your Notes:
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SMART Objectives Workshop
Course Evaluation

Name (optional): Component:
Instructor Name: Date:

Thank you for participating in this course. Use this form to evaluate the course you just
completed. We will use this information to improve future course offerings. Read each
statement below and circle the number that indicates your level of agreement. Then
answer the following questions. Please note that “1” is if you strongly disagree and “5” is
if you strongly agree. If you disagree with a statement, please provide additional
comments explaining your reason.

[«H)
o
o Q ()
s o =
k] >
a < L
> 3 _ > 2
o = [ o S) (Y
o ® 5 P o -
- — [} (@] — o
n a pd < n z
1. The course gave me some good ideas about how to
prepare to write performance objectives. 1 2 3 4 5 NA
2. | have a good understanding of the basic components
and functions of the SMART model for performance 1 2 3 4 5 | N/A

objectives.

3. The course prepared me to write my own SMART
performance objectives and to recognize well- 1 2 3 4 5 | N/A
constructed performance objectives.

4. The samples were appropriate and helpful. 1 2 3 4 5 N/A

5. The discussion about using performance objectives to

drive mission accomplishment was helpful. 1 2 3 4 5 | NA
6. |recognize the reason why it is important to write
effective SMART performance objectives. 1 2 3 4 5 | N/A
7. The information covered was valuable and relevant to
8. The information covered was at the appropriate level

of difficulty. 1 2 3 4 5 | N/A
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Course Evaluation

10.

11.

12.

13.

14.

15.

The activity (writing performance objectives)
was relevant and useful for understanding the
information.

The course was interesting and kept my attention.

The trainer presented the material clearly and
effectively.

The trainer demonstrated effective interpersonal skills.

The trainer was knowledgeable on the subject.

I will apply to my daily work what | learned in this
course.

Overall, the session met my expectations.

What was the most helpful part of the course?

Strongly Disagree

—

Disagree
Neutral

Agree

Strongly Agree
Not Applicable

2 3 4 5 | N/A

2 3 4 5 | N/A

2 3 4 5 | NA

2 3 4 5 | N/A

2 3 4 5 | N/A

2 3 4 5 | N/A

2 3 4 5 | NA

What was the least helpful part of the course?

Additional comments (continue on back if needed):
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Appendix A

General Standards for

Performance Objectives and Element Rating Descriptors

Performance
Rating

Outstanding

®)

Excellent

“)

Successful

©))

from DoDI 1400.25, Volume 2011, Table 1

Objectives Descriptors

The employee far exceeded expected results
on the objective such that organizational
goals were achieved that otherwise would
not have been.

At the summary level, the employee far
exceeded expected results on all
performance objectives such that
organizational goals were achieved that
otherwise would not have been.

Such exemplary achievements serve as a role
model for others.

The employee surpassed expected results in
a substantial manner on the objective.

At the summary level, the employee
surpassed expected results overall and in a
substantial manner on most of the
objectives with an average rating within the
“Exceptional” range in Appendix B,
Converting Average Rating to Evaluation of
Record, DoDI Directive 1400.25, Volume
2011, Table 2.

The employee achieved expected results on
the assigned objective.

At the summary level, the employee
achieved expected or higher results overall
and on most assigned objectives with an

average rating within the “Successful” range
in Table 2.

Element Descriptors

The employee consistently
performed all key behaviors at an
exemplary level on the element.

At the summary level, the
employee consistently performed
at an exemplary level on all
performance elements.

The employee served as a role
model for others.

The employee demonstrated
mastery-level performance of the
key behaviors on the element.

At the summary level, the
employee demonstrated mastery-
level performance on most key
elements with an average rating
within the “Exceptional” range in
Table 2.

The employee fully demonstrated
effective, capable performance of
key behaviors for the
performance element.

At the summary level, the
employee demonstrated effective,
capable performance or higher on
key behaviors on most
performance elements with an
average rating within the
“Successful” range in Table 2.
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Performance
Rating

Minimally

Objectives Descriptors

The employee only partially achieved

Element Descriptors

The employee’s performance

Successful expected results on the performance requires improvement on one or
@) objective. more of the key behaviors for the
At the summary level, the employee only objective.
partially achieved expected results for At the summary level, the
assigned objectives with an average rating employee’s behavior requires
within the “Minimally Successful” range in improvement with an average
Table 2. rating that falls within the
“Minimally Successful” range in
Table 2.
Unacceptable  The employee failed to achieve expected The employee failed to
) results in one or more assigned performance adequately demonstrate key
objectives. behaviors for the performance
element.
At the summary level, the
employee received a rating of
“Unacceptable” on ...
The employee did not have the opportunity to
NR complete the objective because it became Not used for Performance
obsolete due to changing mission requirements  L1ements.
or because of extenuating circumstances
beyond the control of the employee and
supervisor (e.g., resources diverted to higher-
priority programs, employee in long-term
training, deployed, on leave without pay).
A-2 SMART Performance Objectives
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Appendix B

Converting Average Rating to Evaluation of Record

from DoDI 1400.25, Volume 2011, Table 2

Table 2. Converting Average Rating to Evaluation of Record

AVERAGE EVALUATION OF
RATING RECORD GENERAL STANDARD
RANGE  RATING/DESCRIPTOR
4.6-5.0 OUTSTANDING (5) The employee’s overall contribution, both in terms of results
achieved and the manner in which those results were
achieved, has had extraordinary effects or impacts on
mission objectives that would not otherwise have been
achieved.
3.6-4.5 EXCELLENT (4) The employee’s overall contribution, both in terms of results
achieved and the manner in which those results were
achieved, has had a significant impact on mission objectives.
2.6-3.5 SUCCESSFUL (3) The employee’s overall contribution, both in terms of results
achieved and the manner in which those results were
achieved, has made a positive impact on mission objectives.
2.0-2.5 MINIMALLY The employee’s overall contribution to mission, although
SUCCESSFUL (2) positive, has been less than that expected.
<2 on any UNACCEPTABLE (1) The employee received an unacceptable rating on one or
objective more performance objectives.
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Background

This document contains the following sections.

¢ Oeccupational Structure — Primary components of the occupational structure as defined
in ICD 652. These components include the Work Categories and Work Levels.

e Performance Element Model — Definitions of each performance element and the key
work behaviors that comprise each element. These work behaviors are the building
blocks of the performance standards.

¢ Performance Standards — A separate set of standards has been defined for the
Professional, Supervision/Management, and Technician/Administrative Support Work
Categories. Within each of these categories, the performance standards define
expectations for each Work Level (i.e., Entry/Developmental, Iull Performance, Senior,
and Expert). Within each Work Level, standards are anchored at two levels of
performance: “Successful” and “Outstanding.”

UNCLASSIFIED
3

SMART Performance Objectives C-3



Appendix C Participant Guide

UNCLASSIFIED

Occupational Structure

Separate performance standards have been defined for the Professional,
Supervision/Management, and Technician/Administrative Support Work Categories. Definitions
for each of these categories are presented below.

s Professional - Positions with duties and responsibilities that primarily involve
professional or specialized work that requires the interpretation and application of
concepts, theories, and judgment. Some groups in this category may have a positive
education requirement (i.e., a requirement for a particular type or level of academic
degree). Such work features multiple career progression stages and work levels.

¢ Technician/Administrative Support — Positions with duties and responsibilities that
primarily involve support for the operations and functions of a particular type of work or
organizational unit. Such support activities are technical or administrative in nature, and
qualifications generally are acquired through practical experience, supplemented by on-
the-job and/or skills-specific training. Such work tends to have fewer career progression
stages and work levels. Positions in this category typically are covered by the Fair Labor
Standards Act.

* Supervision/Management — Positions with duties and responsibilities that primarily
involve planning, directing, and coordinating the operation of units within components,
developing and/or executing strategy, formulating and/or implementing policies,
overseeing daily operations, and managing material, financial, and/or human resources.

The Work Levels within each of the Work Categories are presented in Figure 1.

UNCLASSIFIED
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Figure 1. Work Levels within each Work Categor}rl

Work Levels

BS 1571 Supervisor/Manager Band 5 BS 1512

Supervision/
Ma nagement Supervisor/Manager Band 4

GS11N Supervisor Band 3 651312

Professional - Expert Band 5 B$ 1512

= BS 131 Professional - Senior Band 4 BS 1412
Professional
gs11 Professional - Full Performance Band 3 B 1312

BS 1 Professional - Entry/Developmental Band 2 GBS 1112

Work levels are defined as follows in ICD 652:

Entry/Developmental. Work at this level involves acquiring competencies needed to
perform successfully at the full performance level through appropriate formal training,
actual on-the-job experience, or both, as appropriate for the Professional Work Category.

Full Performance. Work at this level involves independently performing the full range
of nonsupervisory duties appropriate for the Professional Work Category. Emplovees at
this level have successfully completed required entry-level training and/or developmental
activities, have a full understanding of the technical or specialty field, independently
handle situations or assignments with minimal day-to-day instruction or supervision, and
receive general guidance and direction on new projects or assignments. Full performance
employees exercise independent judgment in selecting and applying appropriate work
methods, procedures, techniques, and practices in accomplishing their duties and
responsibilities. Actions at this level may have impact beyond the work unit and, as a

! Nole: Supervisors may be designated at different work levels based on the types of employees supervised and the scope of
related functions, responsibilities, and resources. Managers may be designated at different work levels based on the scope of

the functions, responsibilities, resources, and interactions. {ICD 852 p. 7).
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result, employees at this level typically collaborate internally and externally with their
peers.

¢ Senior. Work at this level involves a wide range of complex assignments and non-routine
situations that require extensive knowledge and experience in the technical or specialty
field as appropriate for the Professional Work Category. Receiving broad objectives and
guidelines from the supervisor, senior employees independently handle a wide-range of
complex assignments and non-routine situations and exercise independent judgment to
identify and take alternative courses of action. Following broad objectives and guidelines,
employees act independently to establish priorities and deadlines within expectations
established by the supervisor and exercise individual judgment to choose alternative
guidelines to complete assignments. Employees may lead and coordinate special projects,
teams, tasks, and initiatives and may be required to build and utilize collaborative
networks with key contacts within and outside of their immediate organization. Actions
at this level are likely to have an impact beyond the employee’s immediate organization.

¢ Expert. Work at this level involves an extraordinary degree of specialized knowledge or
expertise to perform highly complex and ambiguous assignments that normally require
integration and synthesis of a number of unrelated disciplines and disparate concepts.
Employees at this level set priorities, goals, and deadlines; and make final determinations
on how to plan and accomplish their work. Components rely on employees in this level
for the accomplishment of critical mission goals and objectives and as a result, employees
may lead the activities of other senior and expert employees, teams, projects, or task
forces. Emplovees in this level create formal networks involving coordination among
groups across the IC and other external organizations.

UNCLASSIFIED
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Performance Element Content Models
Professional and Technician/Administrative Support Work Categories

1. Accountability for Results — This performance element measures the extent to which
the employee takes responsibility for his or her work, sets and meets priorities, and
organizes and utilizes time and resources efficiently and effectively to achieve desired
results, consistent with the organization’s goals and objectives.

=  Demonsirates accountability and responsibility for own work.

= Plans, prioritizes, and balances assignments to ensure timely and effective completion
of tasks; makes adjustments as needed to adapt to changing situations.

= Makes effective and efficient use of time and other available resources.

= Achieves meaningful results by putting in the necessary time and effort, and
following through to ensure quality outcomes that support organizational goals and
objectives.

2. Communication = This performance element measures the extent to which an
employee is able to comprehend and convey information with and from others in writing,
reading, listening, and verbal and non-verbal action. Employees are expected to use a
variety of media in communicating and making presentations appropriate to the
audience.

= Actively attends and appropriately responds to written, verbal, and non-verbal forms
of communication.

= Writes in an accurate, clear, concise, and well-organized manner.

= Orally communicates in an accurate, cleat, concise, and well-organized manner.

= Tailors communication (e.g., language, tone, level of specificity) to the audience’s
level of understanding, using a variety of media as appropriate.

3. Critical Thinking — This performance element measures an emplovee’s ability to use
logic, analysis, synthesis, creativity, judegment, and systematic approaches to gather,
evaluate, and use multiple sources of information to inform decisions and outcomes.

= Gathers information or data that is necessary and appropriate for identifying or
addressing issues and problems.

»  Analyzes and integrates relevant information or data to draw sound and logical
conclusions.

= Identifies and evaluates alternative solutions, courses of action, and strategies to
address issues and problems.

= Makes sound and timely decisions or recommendations.

UNCLASSIFIED
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4, Engagement and Collaboration — This performance element measures the extent to
which the emplovee is able to recognize, value, build, and leverage collaborative and
constructive networks of diverse coworkers, peers, customers, stakeholders, and teams
within an organization and/or across the IC to share knowledge and achieve results.

*  Builds collaborative and constructive relationships that facilitate working across
boundaries, groups. or organizations.

= Recognizes responsibility to provide information to others and appropriately shares
information and knowledge to achieve desired goals.

= Secks out and integrates diverse perspectives from coworkers, peers, customers,
stakeholders, and teams within an organization and/or across the IC.

5. Personal Leadership and Integrity — This performance element measures the extent
to which the employee is able fo demonstrate personal initiative and innovation and to
demonstrate honesty, integrity, openness, and respect in dealings with coworkers, peers,
customers, stakeholders, teams, and collaborative networks across the IC. IC employees
are also expected to demonstrate core organizational and IC values, including selfless
service, a commitment to excellence, and the courage and conviction to express their
professional views.

= Takes initiative and/or uses innovation to identify and understand emerging issues
relevant to assignments and adapts products and services.

*  Demonstrates integrity, honesty, openness, and respect in dealings with coworkers,
peers, customers, stakeholders, teams, and others across the IC.

=  Demonstrates an appreciation for the value of diversity.

*  Demonstrates core organizational and IC values, including selfless service, a
commitment to excellence, and the courage and conviction to express one’s
professional views when representing one’s self, unit, or agency.

6. Technical Expertise — This performance element measures an emplovee’s ability to
acquire and apply knowledge, subject matter expertise, tradecrafi, and/or technical
competency necessary to achieve results.

*  Demonstrates and applies relevant and appropriate knowledge, subject matter
expertise, tradecraft, and/or technical competency to achieve work objectives and
outcomes.

»  Stays up-to-date in professional/technical specialties by acquiring, developing, and
maintaining relevant knowledge and skills.

= Solicits, listens to, and acts on constructive feedback to enhance technical or
professional skills.

UNCLASSIFIED
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Supervision/Management Work Category

1. Accountability for Results — This performance element measures the extent
to which the employee takes responsibility for his or her work, sets and meets
priorities, and organizes and utilizes time and resources efficiently and
effectively to achieve desired results, consistent with their organization’s goals
and objectives. In addition, IC supervisors are expected to use these same skills
to accept responsibility for and achieve results through the actions and
contributions of their subordinates and their organization as a whole.

*  Demonstrates accountability and responsibility for own work and the work of others.
= Plans, prioritizes, and balances assighments or projects to ensure timely and effective
completion of tasks; makes adjustments as needed to adapt to changing situations.

» Makes effective and efficient use of time and other available resources.

= Achieves meaningful results by putting in the necessary time and effort, and
following through to ensure quality outcomes through own work and the actions and
contributions of subordinates and the organization as a whole.

2. Communication = This performance element measures the extent to which an
employee is able to comprehend and convey information with and from others in
writing, reading, listening, and verbal and non-verbal action. In addition, IC
supervisors are expected lo use effective communication skills to build cohesive
work teams, develop individual skills, and improve performance.

= Actively atiends and appropriately responds to written, verbal, and non-verbal forms
of communication.

=  Writes in an accurate, clear, concise, and well-organized manner.

= QOrally communicates in an accurate, clear, concise, well-organized, and timely
manner.

= Tailors communication (e.g., language. tone, level of specificity) to the audience’s
level of understanding, using a variety of media as appropriate.

»  Uses effective communication skills to build cohesive work teams, develop
individual skills, and improve performance.

3. Critical Thinking — This performance element measures an employee's ability to use
logic, analysis, synthesis, creativily, fudement, and systematic approaches lo gather,
evaluate, and use multiple sources of information to inform decisions and outcomes. In
addition, IC supervisors are expected to establish a work environment where employees
feel free to engage in open, candid exchanges of information and diverse points of view.

= Gathers information or data that is necessary and appropriate for identifying or
addressing issues and problems.

= Analyzes and integrates relevant information or data to draw sound and logical
conclusions.

= Identifies and evaluates alternative solutions, courses of action, and strategies to
address issues and problems.

UNCLASSIFIED
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= Makes sound and timely decisions or recommendations.
= Establishes a work environment where employees feel free to engage in open, candid
exchanges of information and diverse points of view.

4. Engagement and Collaboration — This performance element measures the extent
to which the employee is able fo recognize, value, build, and leverage collaborative and
constructive networks of diverse coworkers, peers, customers, stakeholders, and teams
within an organization and/or across the IC to share knowledge and achieve results. In
addition, IC supervisors are expected to create an environment that promotes
engagement, collaboration, integration, and the sharing of information and knowledge.

= Builds effective, collegial relationships that facilitate working across boundaries,
groups, or organizations.

= Recognizes responsibility to provide information to others and appropriately shares
information and knowledge to achieve desired goals.

= Leverages diversity by secking out and integrating diverse perspectives from
subordinates, coworkers, peers, customers, stakeholders, and teams within an
organization and/or across the IC.

= Creates an environment that promotes engagement, integration, and knowledge
sharing,

5. Leadership and Integrity — This performance element measures the extent to which
the employee is able to demonstrate personal initiative and innovation and to
demonstrate honesty, integrity, openness, and respect in dealings with coworkers,
peers, customers, stakeholders, teams, and collaborative networks across the IC.
Leaders are expected to achieve organizational goals and objectives through effective
leadership, creating a shared vision and mission, and mobilizing employees in support
of their objectives. Leaders are also expected to demonsirate core organizational and
IC values, including selfless service, a commitment to excellence, and the courage and
conviction to express their professional views. In addition, they must establish and
promote equal opportunity and collaboration and reward and recognize individual and
team accomplishments.

= Takes initiative and/or uses innovation to identify and understand emerging issues
relevant to assignments and adapts products and services.

= Demonstrates integrity, honesty, openness. and respect in dealings with subordinates,
coworkers, peers, customers, stakeholders, teams, and others across the IC.

*  Demonstrates and advances core organizational and IC values, including selfless
service, a commitment to excellence, and the courage and conviction to express one’s
professional views when representing one’s self, unit, or agency.

»  Creates a shared vision and mission within one’s organization and mobilizes
emplovees, stakeholders, and collaborative networks in support of organizational
objectives.

= Establishes a work environment and organizational culture that values and promotes
equal opportunity, diversity (of both persons and points of view), critical thinking,
collaboration, and information sharing.

UNCLASSIFIED
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»  Recognizes and rewards individual excellence, enterprise focus, innovation, and
collaborative action.

6. Management Proficiency — This performance element measures an employee’'s
technical proficiency as it relates to his or her mission area and to his or her role as
supervisor or manager. Expertise is acquired through a combination of education,
training, and experience. Leaders and managers are expected fo leverage their skills in
planning for, acquiring, organizing, integrating, developing, and prioritizing human,
financial, material, information, and other resources to accomplish objectives.
Managers are expected to focus on the development and productivity of their
subordinates by setiing clear expectations and objectives, providing ongoing coaching
and feedback, evaluating contributions, and linking performance ratings and rewards
to accomplishments.

= Demonstrates and applies relevant and appropriate knowledge, subject matter
expertise, tradecraft, leadership, and managerial competency to achieve work
objectives and outcomes.

= Stays up-to-date by acquiring, developing, and maintaining relevant and appropriate
knowledge and skills.

= Solicits, listens to, and acts on constructive feedback to enhance leadership and
managerial knowledge and skills.

= Plans for, acquires, organizes, integrates, develops, and prioritizes the human,
finaneial, material, information, and other resources to accomplish the organization’s
mission and objectives.

= Sets clear performance objectives and provides ongoing coaching and feedback.

= Accurately and fairly evaluates individual employee’s contributions to organizational
results and links rewards to the accomplishment of those results.

UNCLASSIFIED
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Example Indicators of “Outstanding” Performance

= Demonstrates ability to interact effectively with a wide range of individuals under varying
circumstances in a manner that far exceeds expectations.

= Proactively strives to improve work unit and organizational performance through
innovative methods.

= Demonstrates unusual creativity — comes up with new products, services, or work
produets that break new ground and/or greatly improve the organization’s reputation,
effectiveness, or efficiency.

= Qutcomes have broad and significant impact beyond what would ordinarily be expected
for his/her band.

= Generally performs at a level more consistent with the band above his or her current
level.

= Operates more independently than would be expected at his/her band level.

= [s proactive rather than reactive: anticipates obstacles and actively plans to overcome
them; persists in overcoming obstacles or solving problems when others typically give
up.

= Achieves outcomes and results that are far superior in quality and depth to what would
be expected ordinarily at the individual’s band level; work quality is recognized by
peers and customers for excellence; work submitted for review requires few, if any,
substantive revisions.

= Serves as a model performer for peers; is sought out by others for advice and guidance
and to handle highly visible, difficult, sensitive, complex, or ambiguous tasks.

= Seeks out new responsibilities and assignments outside immediate area of responsibility,
leading to additional contributions to the work unit or organization at large.

= Puts forth extra effort to accomplish work assignments in the most efficient and
effective manner possible — even when demands are verv heavy and it is personally
imnconvenient.

= Productivity is above what would be expected normally for the individual’s band level.

= Continually strives to improve his or her performance by seeking feedback and through
self-directed learning opportunities.

=  Demonstrates ability to handle more complex, subtle, or unusual problems than would
be expected for his/her pay band.

=  Demonstrates a higher level of knowledge and skill than what would be expected for

his/her band.

= Recognizes patterns and trends in information or data and pulls together seemingly
disparate pieces of information to develop new insights or solve problems.
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Performance Standards
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Professional Work Category —Entry/Developmental Band 2

Performance Standards for Entry/Developmental Band 2 Employees in Professional Work Category

Accountability for Results

Successful

Outstanding

» Accepts responsibility for own actions, whether or not
they are successful.

Adheres to schedules and, with guidance, organizes and
priontizes own tasks to complete assignments in a timely
and effective manner, making adjustments as needed.

With guidance, gains a basic understanding of available
resources and the process for acquiring the resources
needed to accomplish own work; uses ime and
resources in an efficient manner.

Takes action to achieve meaningful results in support of
organizational goals and chjectives.

» Proactively takes responsibility for own actions, even
when faced with challenges or criticism.

» Puts forth effort to overcome obstacles and accomplish
assignments; takes appropriate initiafive to make
adjustments to plans, goals, and priorities to meet
deadines.

Takes initiative to expand knowledge of available
resources and the process for acquiring them; makes
meaningful suggestions for increasing efficiency in the
use of resources.

Consistenlly takes action to achieve outcomes and
results that are superior in quaity, quantity, andor
impact to what would ordinarily be expected at this level.

Communication

Successfill

Outstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

With guidance, prepares routine written materials that are
dlear, organized, concise, in the correct format, and that
contain proper spelling and grammar.

With guidance, communicates cleary and concisely,
conveying ideas and information in an organized, logical
fashion; responds to routine questions in a timely,
accurate, and courteous manner.

With guidance, effectively adjusts communications for
audience level of understanding; uses appropriate meda
in communications.

Effectively recognizes even subtle written, verbal, and
nonverbal cues and responds appropriately.

Incorporates feedback to produce written materials that
exceed expectations for organizalion, clarity, and
quality.

Explains complicated information in a manner that is
easy to understand; responds to difficult questions in a
timely, accurate, concise, and courteous manner.

Tailors communications to meet audience needs and
enhance their understanding.

Critical Thinking

Successhul

QOutstanding

With guidance, gains a basic understanding of
straightforward situations or problems and collects
information from routine sources.

With guidance, evaluates, analyzes, and integrates basic
datafinformation to identify issues or trends and to draw
reasonable, logical conclusions for sfraightforward
problems.

With guidance, applies well-defined and established
strategies andlor procedures to effectively solve
straightforward problems.

With guidance, makes sound and timely decisions in well-
defined, low-risk situations affecting own work.

Takes initiative to identify additional sources of
information from non-routine sources for a more
comprehensive understanding of issues and problems.

Independently evaluates, analyzes, and integrates basic
datafinformation to identify issues or frends and to draw
reasonable, logical conclusions for a variety of
problems.

Suggests alternative solutions when the original course
of action will not work.

Makes sound, timely, and effective decisions with
minimal guidance.

UNCLASSIFIED
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Performance Standards for Entry/Developmental Band 2 Employees in Professional Work Category

Engagement and Collaboration

Successful

Qutstanding

Interacts callaboratively and demonstrates flexibility
within own work unit to accomplish shared unit goals;
willingly assists others.

Recognizes responsibility to provide informalion and
willingly shares knowledge, skills, and lessons learned in
own work unit.

Considers diverse perspectives from coworkers, peers,
customersipartners and stakeholders within or who
interact directly with own wark unit.

» Builds effeclive partnerships that contribute to work unit
outcomes; seeks opportunities to assist others.

» Seeks opportunities to share relevant knowledge and
skills with others.

» Actively seeks diverse perspectives from coworkers,
peers, customersipartners and stakeholders and uses
this information to enhance own work.

Personal Leadership and Integrity

Successful

Outstanding

Demonstrates awareness of factors relevant to own work
and, with guidance, adapts products and services as
needed.

Treats everyone faily, honestly, and respectfully.

Shows respect for diversity in the workplace by
demonstrating inclusiveness and sensitivity to individual
differences.

Demonstrates professional behavior and good judgment
in routine interactions with others; behavior consistently
reflects organizational and IC values, including selfess
service, a commitment to excellence, and the courage
and conviction to express own professional view.

» Demonsirates a more complete understanding of factors
relevant to work unit assignments; proposes innovative
icleas for improving products and services.

« Actively seeks and considers the perspectives, needs,
and concerns of others and adjusts own interpersonal
style accordingly.

o Serves as arole model of respectful and inclusive
behavior to others.

« Demonstrates a high degree of composurein
interactions with others, even in challenging and
sensitive situations.

Technical Expertise

Successful

Outstanding

Parficipates in developmental opportunities to acquire or
enhance professional knowledge, fradecraft, and subject
matter expertise.

Demonstrates progress in applying basic professional
knowledge, tradecraft, and subject matter expertise to
perform siraightforward work activities with guidance.

Responds appropriately to feedback.

Uses acquired knowledge and skills to continually
improve own performance.

o Takes initiative to expand or enhance professional
knowledge, tradecraft, and subject matter expertise.

= Applies professional knowledge, tradecraft, and subject
matter expertise to perform more advanced tasks with
minimal supervision.

= Seeks and responds appropriately to feedback.

« Applies new approaches to perform more advanced and
difficult tasks.
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Professional Work Category — Full Performance Band 3

Performance Standards for Full Performance Band 3 Employees in Professional Work Category

Accountability for Results

Successful

Qutstanding

Takes responsibility for own actions, whether or not they
are successful.

Plans, organizes, and priontizes own work activities to
complete assignments in a timely and effective manner
and makes adjustments to respond to changing
situations, demands, or obstacles.

Identifies and advocates for resources necessary to
support and contribute to mission requirements; uses
time and resources in an efficient and effective manner.

Takes action to achieve meaningful results in support of
organizational goals and objectives; ensures work
adheres to applicable authorities, standards, palicies,
procedures, and guidelines.

» Takes responsibility for own actions and work unit
outcomes, even in the face of significant criticism or
challenges; proactively seeks to resolve issues.

Persists in overcoming obstacles to accomplish
assignments; rapidy adjusts plans, goals, and priorities
to meet deadlines.

Anticipates changes in workload requirements and
advocates for resources well in advance of when they
are needed; suggests flexible and innovative
approaches to stretch limited resources.

Consistently takes action to achieve outcomes and
results that are superior in quaity, quantity, andor
impact to what would ordinarily be expected at this level.

Communication

Successful

Qutstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

Prepares routine and complex written matenials that are
clear, concise, organized, in the correct format, and that
contain proper spelling and grammar.

Communicates clearly and concisdly, conveying ideas
and information in an crganized and logical fashion;
responds to a range of questions in a timely, accurate,
concise, and courteous manner.

Effectively tailors communications for audience level of
understanding; uses a variety of media in communicating
to facilitate audience understanding.

Adeptly reads interpersonal interactions and nonverbal
cues and adjusts own stye or behavior to more
effectively communicate with others.

Rapidy adapts to feedback to produce written materials
that exceed expectations for organization, clarity, and
quality.

Shows exceptional skill in presenting complex
information; effectively conveys information in a variety
of situations, explaining main ideas and subordnate
points clearly and concisely; deftly handes questions
and challenges.

Shows exceptional skill in talloring communications to
fully meet audience needs and maximize their
understanding.

UNCLASSIFIED
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Performance Standards for Full Performance Band 3 Employees in Professional Work Category

Critical Thinking

Successful

Qutstanding

* (ains a thorough understanding of moderately complex
situations or problems by identifying key issues and
assumptions and callecting accurate, relevant, and
complete information.

Evaluates, analyzes, and integrates moderately complex
datafinformation to identify issues, trends, and
relationships and draw reasonable, logical conclusions.

* Applies effective sclutions, strategies, andfor procedures
to solve moderately complex problems that directly
impact immediate work environment.

* Makes sound and timely recommendations or decisions
for dealing with moderately complex issues.

» Takes initiative to identify additional sources of
information from non-routing or nontraditional sources
for a more comprehensive understandng of issues and
problems.

Evaluates, analyzes, and integrates complex
datafinformation to idenlify issues, trends, and
relationships and draw reasonable conclusions for
ambiguous or ill-defined problems.

Identifies potential future problems that may directly
impact the work environment and recommends
solutions and alternative courses of action.

even in stressful, ambiguous, or sensitive situations.

Makes sound and timely recommendalions or decisions,

Engagement and Collaboration

Successful

Qutstanding

Contributes to achieving work unit goals by working
collaboratively and building effective partnerships across
units; readily provides assistance to others when needed.

Demonstrates awareness of responsibility to provide
information and aclively seeks opportunities to share
knowledge, skills, and lessons learned within and beyond
cwn work unit.

* Actively seeks diverse perspectives from coworkers,
peers, customers/partners and stakeholders, who are in
or interact direcly with own work unit.

» Develops relalionships with a wide range of individuals
across the organization; demonsirates exceptiona skill
in building and maintaining these relationships.

o Seeks opportunities to increase knowledge and skill
transfer within and beyond own work unit; encourages
and promotes knowledge and skill shaning by mentoring
others andior developing informal knowledge-sharing
channéls.

* Promotes the communication of diverse perspectives
within and beyond own work unit.

UNCLASSIFIED
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Performance Standards for Full Performance Band 3 Employees in Professional Work Category

Personal Leadership and Integrity

Successful

Qutstanding

Takes initiative and puts forth effort needed to interpret
emerging issues that affect work unit assignments and,
with minimal guidance, develops innovative solutions for
adapting products and services as needed.

Treats everyone faiy, honeslly, and respectfully, thereby
contributing to a positive team atmosphere that fosters
cooperation, trust, and inclusion.

Shows respect for diversity in the workplace by
demonsirating inclusiveness and sensilivity to individual
differences.

Demonstrates a high degree of professional behavior,
composure, and sound judgment when representing self
or unit, behavior consistenfly reflects organizationa and
IC values, including selfliess service, a commitment to
excellence, and the courage and conviction to express
own professional view.

» Consistently puts forth effort needed to excel in
understanding and solving moderately complex and
challenging issues; proposes highly innovative ideas to
ensure quality of products and services.

» Actively seeks and consistently considers the
perspectives, needs, and concerns of others; uses this
information to tailor own behavior to work more
effectively with others across situations and to foster a
team environment.

Serves as a role model of respectiul and inclusive
behavior to others.

Demonstrates exceptional professionalism, composure,
and sound judgment and promotes a positive image of
the work unit and organization to interna and/or
external parties, even in challenging and sensitive
situations.

Technical Expertise

Successful

Qutstanding

Participates in professional development activities in
order to expand professional knowledge, tradecraft, and
subject matter expertise.

With minimal guidance, develops, maintains, and applies
professional knowledge, tradecraft, and subject matter
expertise to perform assigned work activities.

Seeks and responds appropriately to feedback.

Stays current in professiond technical area of expertise
and uses this knowledge and skill to improve own
performance.

= Proactively seeks new opportunities for self-
development of professional knowledge, tradecraft, and
subject matter expertise.

» Applies depth and breadth of professional knowiedge,
tradecraft, and subject matter expertise to perform well
on complex and varied assignments.

o Seeks feedback and uses it to improve own and work
unit performance.

« Applies new approaches to perform ambiguous and
complex tasks.

UNCLASSIFIED
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Professional Work Category — Senior Band 4

Performance Standards for Senior Band 4 Employees in Professional Work Category

Accountability for Results

Successful

Qutstanding

» Takes respansibility for own actions and work unit
outcomes, whether or not they are successful; where
appropriate, acknowledges accomplishments of others.

Coordinates work across assigned projects or programs,
effectively balancing competing work demands to achieve
timely and positive outcomes; makes adjustments to
plans, priorities, and timelines to respond to changing
situations, demands, or obstacles.

Identifies and effectively advocates for the resources
necessary to support and confribute to mission
requirements; uses ime and resources in an efficient and
effective manner.

Coordinates projects across multiple work units and
ensures that meaningful results in support of
organizational goals and objectives are achieved,
ensures work adheres to applicable authorities,
standards, policies, procedures, and guidelines.

Takes responsibility for own and wark unit actions and
outcomes, even in the face of significant crificism or
challenges; proactively seeks to resolve complex
issues.

Persists in overcoming obstacles to accomplish
assignments; monitors the execution of plans and
schedules that have high organizational impact; rapidy
makes adjustments to plans, goals, and priorifies in
complex and difficult situations to meet deadines.

Anlicipates changes in workload requirements and
advocates for resources well in advance of when they
are needed; develops and implements flexible and
innovative approaches to stretch limited resources,
resuting in greater contributions to the organization.

Consistently takes action to achieve outcomes and
resuts that are superior in quality, quantity, andfor
impact to what would ordinarily be expected at this
level.

Communication

Successful

Outstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

Prepares a variety of written materials that are clear,
concise, organized, accurate, and in the correct format;
reviews andfor edits written materials to ensure they
meet expectations for organization, clarity, and accuracy;
provides effective guidance to others when reviewing and
editing written materials.

Communicates complex concepts and issues clearly and
effectively in an accurate, confident, and compelling
manner, conveying ideas and information in an
organized, logical fashion; responds to a range of
questions in a imely, accurate, concise, and courteous
manner.

Recognizes potential imglications of communications and
tailors communications to audience needs and level of
understanding; uses a variety of meda in communicalting
to facilitate audience understanding.

Adeplly reads interpersonal interactions and nonverbal
cues, and adjusts own style or behavior to more
effectively communicate with others.

Produces written communications that are of
exceptiona quality; provides insightful guidance to
others when reviewing and editing written materials.

Shows exceptional skill in presenting complex
information orally; deffly handes questions and
challenges, presentations are notable for clarity and
depth of information and analysis, even with highly
complex or unusual topics; presentations are used as
examples for others to follow.

Shows exceptional skill in tailoring communications to
fully meet audience needs and maximize their
understanding; takes other perspectives into account,
even when addressing controversial topics.

UNCLASSIFIED
19

SMART Performance Objectives C-19



Appendix C

Participant Guide

Performance Standards for Senior Band 4 Employees in Professional Work Category

Critical Thinking

UNCLASSIFIED

Successful

Qutstanding

* (Gains a complete understanding of complex situations or
problems that impact the organization by identifying key
issues and assumptions and collecting accurate and
relevant data from traditional and non-traditional sources.

Efficienty and effectively evaluates, analyzes, and
integrates complex datafinformation to identify issues,
relationships, and emerging trends and draw reasonable,
logical conclusions.

Develops and applies the most appropriate sdutions,
strategies, and/or procedures to effectively save difficult
or complex problems or issues that impact the
organization.

Makes sound and timely recommendations or decisions
in a variety of complex situations by considering the
costs, risks, and benefits and choosing courses of action
in which the benefits outweigh the risks.

» Takes inifiative and displays excepliond persistence in
finding critical, yet hard-to-obtain information.

Evauates, analyzes, and integrates datafinformation to
identify creative and workabie solutions for very difficult
and ambiguous problems; draws on evaluations and
interpretations to form sound condlusions and identify
reasonable, logical sclutions.

Evaluates the impact of events outside own
organization and uses this information to develop
alternalive strategies or processes.

Makes sound and timely recommendations or decisions
when circumstances are stressful, sensitive, highly
ambiguous, or complete information is not available;
considers future consequences of alternalives.

Engagement and Colfaboration

Successful

Qutstanding

Contributes to achieving work unit and crganizational
objectives by working cooperatively and building and
maintaining effective partnerships internal and external to
the organization; recognizes when others need
assistance and provides support to achieve
organizational goals.

Engages in open communicalion and information sharing
with other wark units or organizations to ensure that
others have the information necessary to accomplish
their goals.

Actively seeks diverse perspectives from coworkers,
peers, customersipartners and stakeholders internal and
external to the organization.

* Demonstrates exceptional skill in building and
maintaining a broad range of professional relationships
within and beyond own organization; leverages
professional networks to make greater contributions to
the mission.

Promotes open, candid, and regular exchanges and
sharing of information within and outside of cwn
organization; facilitates exchanges of information that
increase contributions to the mission.

Promotes the communication of diverse perspectives
within and among work units and organizations as a
means for developing deeper and mare innovative
insights to address issues and problems.

UNCLASSIFIED
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Peirformance Standards for Senior Band 4 Employees in Professional Work Category

Personal Leadership and Integrity

Successful

Qutstanding

Takes initiative and puts forth effort needed to identify
and interpret how emerging issues will affect
assignments within and across units; coordinates and
ensures the appropriate adaptation of products and
services as needed.

Treats everyone faily, honestly, and respectfully; creates
a positive team atmosphere that fosters cooperation,
trust, and inclusion by modeling and encouraging this
behavier in others.

Shows respect for diversity in the workplace by
demonsirating inclusiveness and sensitivity to indvidual
differences.

Demonstrates a high degree of professional behavior,
composure, and sound judgment when representing self,
unit, or organization, promoting a posilive image to
internal and external parties and consistenfly reflecting
organizational and IC values, including seifiess service, a
commitment to excellence, and the courage and
conviction to express own professional view.

» Consistently seeks opportunities tolearn about
emerqing issues; develops highly innovative and
integrative ideas for coordinating the adaptation of
products and services.

Proactively solicits ideas to gain an understanding of the
priorities, needs, and concerns of others and address
them as appropriate; tailors own behavior to work more
effectively with others and to foster a team environment
even in difficult situations.

Serves as a role model of respectful and inclusive
behavior and encourages others to do the same.

Consistently demonstrates exceptionally sound
judgment, professionalism, and composure, even in
highly challenging or sensitive situations; exemplifies a
strong commitment to IC values and strives to promote
a positive image of the IC.

Technical Expertise

Successful

Qutstanding

Seeks feedback and participates in challenging
professional development acliviies to continually develop
professional knowledge, tradecraft, and subject matter
expertise; applies lessons learned to improve work unit
and organizational performance.

Applies depth and breadth of professional knowledge,
tradecraft, and subject matter expertise to perform a wide
range of complex assignments that impact own
organization.

Stays currentin professional technical area of expertise,
and uses this knowledge and skill to improve own, work
unit, and organizational performance.

= Proactively seeks new opportunities and feedback to
continualy develop and expand professiona
knowledge, tradecraft, and subject matter expertise;
applies lessons learned to significanty improve work
unit and organizational performance.

« Applies depth and breadth of knowledge, tradecraft, and
subject matter expertise to perform exceptionally well on
the full range of complex or varied assignments that
impact the reputation, effectiveness, or efficiency within
and beyond own organization.

Tranglates new developments in own technical fidld into
concrete advances that significanty improve the work
unit and organization performance.
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Professional Work Category — Expert Band 5

Performance Standards for Expert Band 5 Employees in Professional Work Category

Accountability for Results

Successful

Qutstanding

Takes respansibility for own aclions and organizational
outcomes, whether or not they are successful; takes
responsibility for organizational resuits; where
appropriate, acknowledges accomplishments of others.

Coordinates work across assigned projects, programs, or
units, effectively balancing competing work demands to
achieve timely and positive outcomes; makes
adjustments to plans, priorities, and schedules to respond
to changing situations, demands, or obstacles.

Identifies and effectively advocates for the resources
necessary to support and confribute to mission
requirements; actively contributes to resource planning
efforts and competently defends resource requirements;
uses time and resources in an efficient and effective
manner.

Coordinates projects across multiple work units and
organizations and ensures that meaningful results in
support of organizational goals and cbjectives are
achieved, ensures work adheres fo applicable authorities,
standards, policies, procedures, and guidelines.

» Takes responsibility for own, work unit, and organization
actions and outcomes, even in the face of significant
criticism or challenges; proactively seeks to resclve
issues; actively promotes and communicates the
accomplishments of others.

Persists in overcoming obstacles to accomplish
assignments; monitors the execution of very complex or
sophisticated plans and schedules that have high
organizational impact; makes adjustments to plans,
goals, and priorities in complex and fluid situations to
achieve optimal oufcomes.

Anlicipates changes in workload requirements and
advocates for resources well in advance of when they
are needed; balances competing resource requirements
to ensure alignment with mission objectives; develops
and implements flexitle and innovalive approaches to
streteh limited resources, resulting in greater
contributions to the organization.

Consistently takes action to achieve outcomes and
resuts that are superior in quality, quantity, andfor
impact to what would ordinarily be expected at this
level.

Communication

Successful

Qutstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

Consistently prepares, reviews, and/or edits complex
written matenals, properly emphasizing key issues and
considering potential implications, ensures written
materials are thorough, logical, concise, complete,
accurate, consistent, and organized; provides effective
guidance to others.

Communicates complex, controversial, and sensitive
concepts and issues clearly and effectively in an
accurate, confident, and compelling manner, conveying
ideas and information in an organized, logical fashion;
responds to a range of questions in a timely, accurate,
concise, and courteous manner.

Recognizes potential implications of communications and
tailors communications to a wide range of audience
needs andlevel of understanding; uses a variety of
media in communicating fo facilitate audience
understanding.

Adeplly reads interpersonal interactions and nonverbal
cues and adjusts own behavior to more effectively
communicate with others.

Produces written materials that are of superior quality,
delivers exceptional guidance when reviewing that
improves the quality of the materials.

Shows exceptional skill in presenting even the most
complex information orally; presentations are notable for
clarity and depth of information and analysis, even with
highly complex or unusual topics; anticipates potential
issues, and communicates persuasively to make his/her
points; defly handes questions and chalenges;
presentations are used as examples for others to follow.

Shows exceplional skill in tailoring communications to
fully meet audience needs and maximize their
understanding across the organization; takes other
perspectives into account, even when addressing
controversial topics.
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Performance Standards for Expert Band 5 Employees in Professional Work Category

Critical Thinking

Successful

Qutstanding

Gains a complete understanding of a variety of highly-
complex or high-visibility issues that impact the work unit
and organization; places issues in alarger context by
identifying key issues and assumplions and cdlecling
accurate and relevant data; identifies sources for
specialized or uncommon data.

Expertly evaluates, analyzes, and integrates highly
complex data/information to detect issues, relationships,
emerging trends, and/or opportunities for action; draws
reasonable, logical conclusions.

Develops and applies creative and insightful solutions to
highly complex or visible problemsfissues thatimpact the
organization and IC; develops effective strategies to
address problems associated with new and emerging
issues.

Makes timely and logical recommendations or decisions
in highly complex, difficult, high pressure, and/or il-
defined situations by considering the costs, risks, and
henefits and choosing courses of action in which the
benefils outweigh the risks.

« Focuses on the most critical information needed to
define and understand issues; takes initiative and
displays exceptional persistence in finding critical, yet
hard-to-obtain information.

Identifies significant connections between seemingy
unrelated pieces of datafinformation to draw innovative
conclusions or to resclve the most difficut or ambiguous
problems; draws on evaluations and interpretations to
form sound conclusions and identify reasonable, logical
salutions.

Takes the initiative to resolve problems of particular
difficulty, sensitivity, or strategic importance in order to
maximize confributions to the organization and IC;
evaluates the impact of outside events and uses this
information to develop alternative strategies or
processes.

Makes decisions or recommendations in the most
sensitive, difficult, and ambiguous situations and
consistently offers sound counsel, effectively balancing
costs, benefits, and future consequences.

Engagement and Co,

aboration

Successful

Outstanding

Contributes to achieving organizational objectives by
modeling collaboration and building effective partnerships
internal and external to the IC; recognizes when others
need assistance and provides support to achieve
organizational or cross-organizationa goals.

Consistently models open, direct, candid, and regular
exchanges of information within and outside of the
organization; establishes communication processes that
ensure work activities are well-integrated across
organizations; cleary articulates and promotes the
importance and the value of information, skills, and
knowledge sharing; encourages sharing of knowiedge,
skills, and lessons learned within and across work units
and organizations.

Actively seeks diverse perspectives from coworkers,
peers, customers/partners, and stakehdders internal and
external to the IC; integrates these perspectives to
develop new and deeper insights on issues of interest.

= Demonstrates exceptional skill in building and
maintaining professional relationships internal and
external to the IC; leverages extensive professional
networks to maximize confributions to the mission.

Actively warks to ensure the continuous transfer of
knowledge and skills across the organization, IC, and
externally by serving as a resource or initiating and
overseeing the development of knowledge-sharing and
colaboration systems.

Promotes the communication of diverse perspectives
within and beyond the IC; fosters a climate in the
organization reinforcing the value of trust, respect, and
diverse perspectives; champions respect for and value
of individual differences and diversity, resulting in
greater information sharing.
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Performance Standards for Expert Band 5 Employees in Professional Work Category

Personal Leadership and Integrity

Successful

Qutstanding

Takes initiative and puts forth the effort needed to
understand difficult, chalenging, and ambiguous issues
that affect the organization and IC; proposes and
implements innovative programs and initiatives designed
to improve products and services.

Treats everyone faidy, honestly, and respectully; creates
a positive team atmosphere that fosters cooperation,
trust, and inclusion by modeling and encouraging this
hehavior in others.

Shows respect for diversity in the workplace by
demonstrating inclusiveness and sensitivity to individual
differences.

Represents self, unit, or organization in a manner that
enhances its image and reputation through his/her
judgment, professionalism, composure, credibility,
preparation, and commitment, even in challenging or
sensifive situations, thus promoting the IC image and
core values, including selfless service, a commitment to
excellence, and the courage and conviction to express
own professional view.

« Consistently seeks opportunities tolearn about
emerging issues; excels at understanding and
develaping solutions for highly complex, high stakes
issues across the organization and IC; champions the
implementation of improved products and services
throughout the IC.

Proactively solicits ideas to gain an understanding of the
priorifies, needs, and concerns of others internal and
external to the IC and address them as appropriate;
tailors own behavior to work mare effectively with others
and to foster a team environment, even in dfficult
situations.

Serves as a role model of respectful and inclusive
behavior and encourages others to do the same.

Consistently sets an example of excellence as a
representative of the organization or IC; is called upen
to hande the most difficult, politically sensilive, or highly
visible situations in a manner embodying exceptional
professionalism, composure, judgment, and
demonstration of the IC core values.

Technical Expertise

Successful

Qutstanding

Develops, maintains, and applies expert{evel
professional knowledge, tradecraft, and subject matter
expertise to perform a full range of highly complex work
aclivities; applies expertise to improve own and
organizational performance; serves as recognized
authority in area of expertise within the IC.

Continually seeks information and feedback to enhance
technical and professional competencies; identifies and
pursues challenging development opportunities and
applies lessons learned to improve the organization and
IC.

Stays currentin professional technical area of expertise
and uses this knowledge and skill to improve own, work
unit, organizationd, andfor IC performance.

« Serves andis constited as a recognized authority within
and beyond the IC for depth and breadth of professional
knowledge, tradecraft, and subject matter expertise,
applies experlise to hande the most complex and
difficult assignments.

Proactively identifies new methods of obtaining
information and organizational feedback that lead fo
concrete improvements that have a broad
organizational and community impact,

Translates new developments in own technical fidd into
concrete advances that have a broad organizational
and community impact.
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Technician/Administrative Support Work Category — Entry/Developmental Band 1

Performance Standards for Entry/Developmental Band 1 Employees in Technician/Administrative Support Work Category
Accountability for Results

Successful

Qutstanding

Accepts responsibility for own actions, whether or not
they are successful.

Adheres to schedules and, with guidance, organizes and
prioritizes own tasks to complete assignments in a timely
and effective manner, making adjustments as needed.

With guidance, gains a hasic understanding of available
resources and the process for acquiring the resources
needed to accomplish own work; uses time and
resources efficiently.

Takes action to achieve meaningful results in support of
organizational goals and objectives.

= Proactively takes responsibility for own aclions, even
when faced with challenges or criticism.

Takes appropriate initiative to make adjustments to
plans, goals, and priorities to meet deadines.

Takes initiative to expand knowledge of available
resources and the process for acquiring them; makes
meaningful suggestions for increasing efficiency in the
use of resources.

Consistently takes action to achieve outcomes and

resuts that far exceed expectations for quality, quantity,

and/or impact.

Successful

Communication

Outstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

With direction, prepares written materials that meet
expectations for organization, clarity, accuracy, grammar,
and spelling.

With guidance, communicates clearly and concisely,
conveying ideas and information in an arganized, logical
fashion; responds to routine inguiries in a timely,
accurate, and courteous manner.

With guidance, effectively adjusts communications for
audience level of understanding; uses appropriate media
in communications.

Adeptly interprets nonverbal cues and adjusts persona
style or behavior to effectively interact with others.

Incorporates feedback to consistently produce written
materials that exceed expectations for organization,
clarity, and quality.

Responds to inquiries in a timely, accurate, concise,
and courteous manner, explaining technical information
in a manner that is easy to understand.

With minimal guidance, tailors communications to meet
audience needs.

Critical Thinking

Successful

Outstanding

Seeks and uses appropriate guidance to gain a basic
understanding of straightforward situations or problems
and collect information from routine sources.

With guidance, evaluales, analyzes, and integrates basic
datafinformation to identify issues and clear trends and to
draw reasonable, logica conclusions for straightforward
problems.

With guidance, applies well-defined and established
strategies, and/or procedures to effectively save
straightforward probiems.

With guidance, makes sound and timely
recommendations in well-defined, low-risk situations
affecting own work.

Demonstrates persistence in gathering informalion that
is difficult to locate.

With minimal guidance, eveluates, analyzes, and
integrates basic datafinformation to identify clear issues
and clear trends and to draw reasonable, logical
conclusions for a vanety of problems.

Suggests alternative solutions when the original course
of action will not work.

Makes sound, timely, and effecfive recommendations
with minimal guidance.
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Performance Standards for Entry/Developmental Band 1 Employees in Technician/Administrative Support Work Category
Engagement and Collaboration

Successful

Qutstanding

Interacts collaboratively within own work unit to
accomplish shared goals; willingly assists others.

Recognizes responsibility to provide information and
willingly shares knowledge, skills, andlessons learned in
own work unit.

Considers diverse perspectives from coworkers, peers,
and customers/partners internal and external to the work
unit.

» Builds effeclive partnerships that contribute to work unit
outcomes, seeks opportunities to assist others.

« Seeks opportunities to share relevant knowledge and
skills in own work unit.

o Actively seeks diverse perspectives from coworkers,
peers, and customersipartners and uses this information
to enhance own work.

Personal Leadership and integrity

Successful

Qutstanding

Treats everyone faily, honestly, and respectfully.

Demonstrates awareness of factors relevant to own work
and, with guidance, adapts products and services as
needed.

Shows respect for diversity in the workplace by
demonstrating inclusiveness and sensitivity to indvidual
differences.

Demonstrates professional behavior and good judgment
in routine interactions with others; behavior consistently
reflects organizational and IC values, including selfiess
service, a commitment to excellence, and the courage
and conviclion to express own professional view.

o Actively seeks and considers the perspeclives, needs,
and concerns of others and adjusts own interpersonal
style accordingly.

» Demonstrates a more complete understanding of
factors relevant to work unit assignments; proposes
innovative ideas for improving products and services.

» Exemplifies respectful and inclusive behavior.

« Demonstrates a high degree of composure in
interactions with others, even in challenging and
sensitive situations.

Technical Expertise

Successful

Qutstanding

Parficipates in developmental opportunities to acquire or
enhance appropriate knowledge, tradecraft, and subject
matter expertise.

Demonstrates progress in applying basic knowledge,
tradecraft, and subject matter expertise to perform
straightforward work activities with guidance.

Responds appropriately to feedback to enhance technical
skills.

Uses acquired professiona knowledge, fradecraft, and
subject matter experfise to continually improve own
performance.

« Takes initiative to expand or enhance own knowledge,
tradecraft, and subject matter expertise.

+ Applies knowledge, tradecraft, and subject matter
expertise to perform more advanced tasks with minimal
supervision.

» Seeks and responds appropriately to feedback to
enhance technical skills.

» Applies new approaches to perform more advanced
tasks.
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Technician/Administrative Support Work Category — Full Performance Band 2

Performance Standards for Full Performance Band 2 Employees in Technician/Administrative Support Work Category
Accountability for Results

Successful

Qutstanding

Accepls responsibility for own aclions, whether or not
they are successful.

Plans, organizes, and priontizes own work activities to
complete assignments in a imely and effective manner
and makes adjustments to respond to changing
situations, demands, or obstacles.

Identifies and advocates for resources necessary to
support and contribute to mission requirements; uses
time and resources efficienfly and effectively.

Takes action to achieve meaningful results in support of
organizational goals and objectives; ensures work
adheres to applicable authorities, standards, policies,
procedures, and guidelines.

» Proactively takes responsibility for own actions and work
unit outcomes, even in the face of significant criticism or
challenges.

Persists in overcoming obstacles and takes aclion
necessary to accomplish assignments; takes
appropriate initiative to make adjustments to plans,
goals, and priarities to meet deadlines.

Anticipates changes in workload requirements and
advocates for resources well in advance of when they
are needed; suggests flexible and innovalive
approaches fo stretch limited resources.

Consistently takes action to achieve outcomes and
results that far exceed expectations for quality, quantity,
andfor impact.

Communication

Successful

Qutstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

Prepares routine and complex written matenals that are
clear, concise, organized, in the correct format, and that
contain proper spelling and grammar.

Communicates cleary and concisely, conveying ideas
and information in an organized and logical fashion;
responds to a range of inquiries in a imely, accurate,
concise, and courteous manner.

Effectively tailors communications for audience level of
understanding; uses a variety of media in communicating
to facilitate audience understanding.

Adeplly interprets nonverbal cues and adjusts personal
style or behavior to effectively interact with others.

Rapidy adapts to feedback to consistently produce
written materials that exceed expectations for
organization, clarity, and quality.

Shows exceptional skill in presenting complex
information; explains technical information in a manner
that is easy to understand.

Shows exceptional skill in tailoring communications to
fully meet audience needs and maximize their
understanding.
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Performance Standards for Full Performance Band 2 Employees in Technician/Administrative Support Work Category
Critical Thinking

Successful

Qutstanding

» (ains a thorough understanding of moderately complex
situations or problems by identifying key issues and
assumptions and callecting accurate, relevant, and
complete information.

Evaluates, analyzes, and integrates moderately complex
datafinformation to identify issues, trends, and
relationships and draw reasonable, logical conclusions.

Applies effective sclutions, strategies, andfor procedures
to solve moderately complex problems that directly
impact immediate work environment.

Makes sound and timely recommendations or decisions
for dealing with moderately complex issues.

» Takes initiative to identify additional sources of
information from non-routing or nontradiional sources
for a more comprehensive understanding of issues and
problems.

Evaluates, analyzes, and integrates datafinformation to
iclentify issues, trends, and relationships and draw
reasonable conclusions for ill-defined problems.

Identifies potential future problems that may directly
impact the work environment and recommends
solutions and alternative courses of action.

Makes sound and timely recommendalions or decisions,
even in stressful or sensitive situations.

Engagement and Collaboration

Successful

Qutstanding

Contributes to achieving work unit goals by working
collaboratively with others and building effective
partnerships across units; readily provides assistance to
others when needed.

Recognizes responsibility to provide information and
actively seeks opportunities to share knowledge, skills,
andlessons learned within and beyond the work unit.

Actively seeks diverse perspectives from coworkers,
peers, customers/partners and stakeholders, internal or
external to the work unit.

» Demonsirates exceptional skill in building and managing
professional relationships.

« Seeks opportunities to increase knowledge and skill
transfer within and beyond the work unit; encourages
and promotes knowledge and skill shaning by providing
quidance to others and developing informal knowledge
sharing channels.

* Promotes the communication of diverse perspectives
interna and external to the work unit.
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Performance Standards for Full Performance Band 2 Employees in Technician/Administrative Support Work Category
Personal Leadership and Integrity

Successful

Qutstanding

Treats everyone faiy, honeslly, and respectfully,
contributes to a positive team atmosphere which fosters
cooperation, trust, and inclusion.

Takes initiative to interpret emerging issues that affect
work unit assignments and, with minimal guidance,
develops innovalive sdutions for adapting products and
services as needed.

Shows respect for diversity in the workplace by
demonsirating inclusiveness and sensilivity to individual
differences.

Demonstrates a high degree of professional behavior,
composure, and sound judgment when representing self
or unit, behavior consistenfly refiects organizationa and
IC values, including selfliess service, a commitment to
excellence, and the courage and conviction to express
own professional view.

» Actively seeks and consistently considers the
perspectives, needs, and concerns of others; uses this
information to tailor own behavior to work more
effectively with others across situations and to foster a
team environment.

Consistently excels in understanding and sclving
moderately complex and challenging issues; proposes
highly innovalive ideas to continually improve products
and services.

Serves as a role model of respectful and inclusive
behavior.

Demonstrates exceptional professionalism, composure,
and sound judgment and promotes a positive image of
the work unit and organization to interna and/or
external parties, even in challenging and sensitive
situations.

Technical Expertise

Successful

Qutstanding

Participates in professional development activities in
order to develop and expand knowledge, tradecraft and
subject matter expertise.

With minimal guidance, applies knowiedge, fradecraft,
and subject matter expertise to perform assigned work
activities.

Seeks and responds appropriately to feedback to
enhance technical skills.

Stays currentin professiona technical area of expertise
and uses this knowledge and skill to improve own
performance.

» Proactively seeks new opportunities for self-
development of knowledge, tradecraft, and subject
matter expertise.

» Applies depth and breadth of knowledge, tradecraft, and
subject matter expertise to perform well on complex and
varied assignments.

» Seeks feedback to enhance technicd skills and to
improve work unit performance.

= Applies new approaches to perform more complex
tasks.
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Technician/Administrative Support Work Category — Senior Band 3

Performance Standards for Senior Band 3 Employees in Technician/Administrative Support Work Category

Accountability for Results

Successful

Outstanding

» Takes responsibility for own actions and work unit
outcomes, whether or not they are successful, where
appropriate, acknowledges accomplishments of others.

Coordinates work across assigned projects or programs,
effectively balancing compeling work demands to achieve
timely and positive outcomes; makes adjustments to
plans, priorities, and timelines to respond to changing
situations, demands, or obstacles.

Identifies and effectively advocates for resources
necessary to support and confribute to mission
requirements; uses lime and resources efficiently and
effectively.

Coordinates projects across multiple work units to
achieve meaningful results in support of organizationa
goals and objectives; ensures work adheres to applicable
authorities, standards, policies, procedures, and
guidelines.

= Takes responsibility for own and work unit actions and
outcomes, even in the face of significant criicism or
challenges; proactively seeks to resolve complex
issues.

Persists in overcoming obstacles to accomplish
assignments; monitors the execulion of plans and
schedules that have high organizational impact; rapidy
makes adjustments to plans, goals, and priorifies in
complex and difficult situations to meet deadines.

Anlicipates changes in workload requirements and
adapts or advocates for resources well in advance of
when they are needed; develops and implements
fiexible and innovative approaches to stretch limited
resources, resulting in greater contributions to the
organization.

Consistently takes action to achieve outcomes and
resuts that far exceed expectations of quality, quantity,
and/or impact.

Communication

Successful

Qutstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

Prepares a variety of written materials that are clear,
concise, organized, accurate, and in the correct format;
reviews andfor edits written materials to ensure they
meet expectations for organization, clarity, and accuracy.

Informs leadership of issues that impact the work unit;
communicates complex concepts and issues clearly and
effectively in an accurate, confident, and compelling
manner, conveying ideas and information in an
organized, logical fashion; responds to a range of
inquiries in a timely, accurate, concise, and courteous
manner.

Recognizes potential implications of communications and
tailors communications to audience neads and level of
understanding; uses a variety of meda in communicafing
to facilitate audience understanding.

Adeplly interprets nonverbal cues and adjusts personal
style or behavior to effectively interact with others.

Produces written materials that are of exceptional
quality; provides insightful guidance to others when
reviewing and edting written materials.

Anlicipates potential issues that may impact the work
unitand proactively informs leadership; shows
exceptional skill in presenting complex information;
deftly handes inquiries and challenges; presentations
are notable for clarity and depth of information and
analysis with highly complex or unusual topics,
presentations are used as examples for others to follow.

Shows exceplional skill in tailoring communications to
fully meet audience needs and maximize their
understanding; takes other perspectives into account
when addressing controversid fopics.
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Performance Standards for Senior Band 3 Employees in Technician/Administrative Support Work Category

Critical Thinking

Successful

Qutstanding

Gains a compl ete understanding of complex situations or
problems that impact cwn or other work units by
identifying key issues and assumplions and calecling
accurate and relevant data from tradiional and non-
traditional sources.

Efficiently and effectively evaluates, analyzes, and
integrates complex datafinformation to identify issues,
relationships, and emerging trends and draw reasonable,
logical conclusions.

Evaluates, identifies, and applies the most appropriate
solutions, strategies, andior procedures to effectively
solve difficult or complex problems or issues thatimpact
the organization.

Makes sound and timely recommendations or decisions
in a variety of complex situations by considering the
costs, risks, and benefits and choosing courses of action
in which the benefits outweigh the risks.

Takes initiative and dsplays exceptional persistence in
finding critical, yet hard-to-obtain information.

Evaluates, analyzes, and integrates data/information to
identify creative and workable solutions for very difficult
and ambiguous problems; draws on evaluations and
interpretations to form sound conclusions and identify
reasonable, logical sclutions.

Evaluates the impact of events oulside own
organization and uses this informalion to develop
alternalive strategies or processes.

Makes sound and timely recommendations or decisions
when circumstances are stressful, sensitive, highly
ambiguous, or complete information is not available,
considers future consequences of alternalives.

Engagement and Co

faboration

Successful

Qutstanding

Contributes to achieving work unit and crganizational
objectives by working cooperatively and building and
maintaining effective partnerships internal and potentially
external to the organization; recognizes when others
need assistance and provides support to achieve
organizational goals.

Engages in open communication and information sharing
with other work units or organizations to ensure that
others have the information necessary to accomplish
their goals.

Actively seeks diverse perspectives from coworkers,
peers, customers/partners and stakehalders internal and
external to the organization.

« Demonstrates exceptional skill in building and
maintaining a broad range of professional relationships
internal and externd to the organization; leverages
professional networks to make greater contributions to
the mission.

Promotes open, candid, and regular exchanges and
information sharing internal and external to own
organization; facilitates exchanges of information that
increase contributions to the mission; works to ensure
the continuous transfer of knowledge and skills by
serving as a resource for iniiating and overseeing the
development of knowledge-sharing and collaboration
systems.

Promotes the communication of diverse perspectives
within and among wark units and organizations as a
means for developing deeper and more innovative
insights to address issues and problems.
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Performance Standards for Senior Band 3 Employees in Technician/Administrative Support Work Category

Personal Leadership and Integrity

Successful

Qutstanding

Treats everyone faidy, honestly, and professionally;
creates a positive team atmosphere which fosters
cooperation, trust, and inclusion by modeling and
encouraging this behavior in others.

Takes initiative to identify and interpret how emerging
issues will affect organizational goals; coordinates and
ensures the appropriate adaptation of products and
services as needed.

Shows respect for diversity in the workplace by
demonsirating inclusiveness and sensilivity fo individual
differences.

Demonstrates a high degree of professional behavier,
compasure, and sound judgment when representing self,
unit, or agency, promoting a positive image to internal
and externd parties and consistently reflecting
organizational and IC values, induding selfless service, a
commitment to excellence, and the courage and
conviction to express own professional view.

= Proactively solicits ideas to gain an understanding of
priarities, needs, and concerns across the organization
and address them as appropriate; tailors own behavior
to work more effectively with others even in difficult
situations.

Consistently seeks opportunities o learn about
emerging issues; develops highly innovative ideas for
coordinating the adaptation of products and services
internal and external to the organization.

Serves as a role model of respectful and inclusive
behavior and encourages others fo do the same.

Consistently demonstrates exceptionally sound
judgment, professionalism, and composure, even in
highly challenging or sensitive situations; exemplifies a
strong commitment to IC values.

Technical Expertise

Successful

Qutstanding

Seeks feedback and participates in challenging
professional development acliviies to develop
knowledge, tradecraft, and subject matter expertise;
applies lessons learned to improve work unit and
organizational performance.

Applies depth and breadth of knowledge, tradecraft, and
subject matter expertise to perform a wide range of
complex assignments.

Stays currentin professiona technical area of expertise
and uses this knowledge and skill to improve own, work
unit, and organizational performance.

« Proactively seeks new opportunities and feedback to
develop knowledge, tradecraft, and subject matter
expertise; applies lessons learned to significanty
improve work unit and organizational performance.

o Applies depth and breadth of knowledge, tradecraft, and
subject matter expertise to perform exceptionally well on
complex and varied assignments.

Translates new developments in own technical fiddd into
concrete advances that significanty improve work unit
and organizational performance.
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Supervision/Management Work Category — Supervisor Band 3

Performance Standards for Supervisor Band 3 Employees in Supervision/Management Work Category

Accountability for Results

Successful

Qutstanding

Takes responsibility for cwn actions and the actions of
work unit, whether or not they are successfu; hods
employees accountable for their actions and recognizes
their accomplishments.

Coordinates work for an assigned project or program;
balances competing work demands to achieve timely and
positive outcomes; effectively manages employee
assignments to ensure they can be completed
successfully and on time; adjusts plans, pricrnities, and
timelines to respond to changing situations, demands, or
obstacles.

Identifies and advocates for resources necessary to
support and contribute to mission requirements; uses
time and resources efficiently and effectively.

With minimal guidance, ensures that the work unit
achieves meaningful results in support of organizational
goals and ohjectives; ensures work adheres to applicable
authorities, standards, pdicies, procedures, and
guidelines.

o Takes responsibility for own and work unit actions, even
in the face of significant criticism or challenges;
proactively seeks to resdve issues, brings employee
accomplishments to the attention of others.

Persists in overcoming obstacles and takes aclion
necessary to accomplish assignments; motivates
employees to do the same; effeclively leverages
resources o overcome challenges.

Anticipates changes in workload requirements and
advocates for resources well in advance of when they
are needed; suggests flexible and innovative
approaches fo stretch limited resources.

Leads the work unit to produce outcomes and results
that far exceed expectations for quality, quantity, and/or
impact.

Communication

Successful

Outstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

Ensures written materials meet expectations for
organization, clarity, accuracy, grammar, and spelling.

Crally communicates clearly and concisely, conveying
ideas and information in an organized and logical fashion;
responds to a range of questions in a timely, accurate,
concise, and courteous manner.

Effectively tailors communications for audience level of
understanding; uses a variety of media in communicating
to facilitate audience understanding.

Uses effective communication skills to build cohesive
work units, develop individual skills, and improve
performance.

Adeptly interprets nonverbal cues and adjusts persona
style or behavior to effectively interact with others.

Produces written materials that far exceed expectations
for organization, clarity, and quality.

Shows exceptional skill in presenlting complex
information orally, effectively conveys information in a
variety of situations, explaining main ideas and
subardinate paints clearly and concisely; deftiy handles
questions and challenges.

Shows exceptional skill in tailoring communications to
fully meet audience needs and maximize their
understanding.

» Demonstrates exceptional skill in using communication
to build cohesive and high performing work units.
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Performance Standards for Supervisor Band 3 Employees in Supervision/Management Work Category

Critical Thinking

Successful

Qutstanding

= (Gains a thorough understanding of moderately complex
situations or problems by identifying key issues and
assumptions and callecting accurate, relevant, and
complete information.

Evaluates, analyzes, and integrates moderately complex
datafinformation to identify issues, trends, and
relationships and draw reasonable, logical conclusions.

Develops effective solulions, strategies, and/or
procedures to solve moderately complex problems that
direclly impact immediate work environment.

Makes sound and timely recommendations or decisions
for dealing with moderately complex issues.

Establishes a work environment where employees feel
free to engage in open, candid exchanges of informafion
and diverse points of view.

Takes initiative to identify addtional sources of
information from non-routine or nontraditional sources,
and appropriately framing the issue for more
comprehensive understanding.

Evaluates, analyzes, and integrates datafinformation to
identify issues and draw reasonable conclusions for
ambiguous or ill-defined problems.

Identifies potential future problems that may directly
impact the work environment and recommends
solutions and alternative courses of action.

Makes sound and timely recommendations or decisions,
even in stressful, ambiguous, or sensilive situations.

Actively seeks diverse viewpoints and promotes a
climate that facilitates critical review of ideas.

Engagement and Collaboration

Successful

Qutstanding

Contributes to achieving arganizational goals by working
collaboratively and building effective partnerships across
work units.

Ensures employees understand their responsibility to
provide information and creates opportunities to share
knowledge, skills, and lessons learned within and beyond
the work unit.

Actively seeks diverse perspectives from coworkers,
peers, customers/partners, and stakeholders.

Fosters an environment that promotes engagement,
integration, and knowledge sharing.

» Demonslrates exceptional skill in building and
maintaining relationships with a wide range of
individuals and work units across the organization.

« Seeks opportunities to increase knowledge and skill
transfer within and beyond the work unit; champions
information exchange by developing informal knowledge
sharing channels.

« Promotes the communication of diverse perspectives
within and beyond the work unit.

* Demonstrates exceptional skill in creating a climate that
fosters engagement, integration, and knowedge
sharing.
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Performance Standards for Supervisor Band 3 Employees in Supervision/Management Work Category

Leadership and Integrity

Successful

Qutstanding

Takes initiative to identify and understand emerging
issues that affect work unit assignments and, with
minimal guidance, develops and proposes innovative
solutions for adapting products and services as needed.

Treats everyone faily, honeslly, and respectfully; creates
a positive team atmosphere that fosters cooperation,
trust, and inclusion.

Demonstrates professional behavior, composure, and
sound judgment when representing self or unit; behavior
consistently reflects organizational and IC values,
including selfless service, a commitment to excellence,
and the courage and conviclion to express own
professional view.

With minimal guidance, fosters a shared vision and
mission within own work unit and ensures employees
understand how their work contributes to organizational
objectives.

Fosters a work environment and organizational culture
that values and promotes equal opportunity, diversity (of
both persons and points of view), and collaboration;
demonsirates inclusiveness and sensitivity to individual
differences.

Recognizes and rewards indvidual excellence, enterprise
focus, innovation, and collaborative action.

= Excels in understanding and solving moderately
complex and challenging issues; develops and
proposes innovative ideas andfor solutions to ensure
quality of products and senvices.

Actively seeks and consistently considers other
perspectives, needs, and concerns; uses this
information to tailor own behavior to work more
effectively with others across situations and to foster a
team environment.

Demonstrates exceptional professional behavior,
composure, and sound judgment and promotes a
posifive image of the work unit and organization to
internal andfor external parties, even in challenging and
sensitive situations.

Motivates employees to make significant confributions
to the organization's mission, going above and beyond
what is expected of them.

Establishes practices to ensure equal opportunity,
diversity, and collaboration within the organizafion;
serves as arole model of respectful and inclusive

behavior to others.

Develops and implements innovative methods of
recognizing and rewarding individual excellence,
enterprise focus, innovation, and collaborative action.
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Performance Standards for Supervisor Band 3 Employees in Supervision/Management Work Category

Management Proficiency

Successful

Qutstanding

Develops and applies the managerial and professional
knowledge, tradecraft, and subject matter expertise
needed to perform assignments.

Stays currentin managerial and professional knowledge,
tradecraft, and subject matter expertise, and uses this
knowledge and skill to improve own and work unit
performance.

Seeks and responds appropriately to feedback and
participates in developmental opportunities to expand
managerial and professional knowledge, fradecraft, and
subject matter expertise.

With guidance, plans for, acquires, organizes, integrates,
develops, and prioritizes the human, financial, material,
information, and other resources necessary to
accomplish the work unit mission and objeclives.

Sets clear performance objectives and provides candid
and useful feedback and coaching to improve
performance; in accordance with applicable palicies and
procedures, addresses performance and conduct
problems in a fair, timely, honest, and respectful manner.

Accurately and fairly eveluates individual employee
contribulions to organizational results and links rewards
to the accomplishment of those results.

= Applies depth and breadth of managerial and
professional knowledge, fradecraft, and subject matter
expertise to perform more effectively on complex o
varied assignments.

Uses acquired expertise to apply innovative approaches
and ideas to improve own and work unit performance.

Proactively identifies new opportunities for self-
development of managerial and professional
knowledge, tradecraft, and subject matter expertise,
uses feedback to improve own and work unit
performance.

Manages work unit human, financial, material,
information, and other resources in anticipation of
changes; effeclively addresses problems regarding the
acquisition, organization, integration, and development
of resources.

Demonstrates exceptional skill in coaching and
mentoring employees; identifies potential performance
problems before they become serous and gives eary
feedback to eliminate these problems.

Uses the performance management system to reinforce
and foster superior performance.
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UNCLASSIFIED

Supervision/Management Work Category — Supervisor/Manager Band 4

Performance Standards for Supervisor/Manager Band 4 Employees in Supervision/Management Work Category

Accountability for Results

Successful

Outstanding

Takes responsibility for own actions and the actions of
the work unit, whether or not they are successful; halds
employees accountable for their actions and ensures

their accomplishments are recognized at higher levels.

Coordinates work across assigned projects or programs;
balances competing work demands to achieve timely and
positive outcomes; effectively manages employee
assignments to ensure they can be completed
successfully; adjusts plans, pricrities, and timelines to
respond to changing situations.

Identifies and effectively advocates for the resources
necessary to support and confribute to mission
requirements; uses ime and resources efficiently and
effectively.

Ensures that the work unit achieves meaningful results in
support of organizational goals and objectives; ensures
work adheres to applicable authorities, standards,
pdlicies, procedures, and guidelines.

= Takes responsibility for own and work unit actions and
outcomes, even in the face of significant criicism or
challenges; proactively seeks to resolve complex
issues; provides opportunities for employees to
showcase their accomplishments externally.

Persists in overcoming abstacles to accomplish difficult
and complex assignments, motivates the work unit to do
the same; effectively leverages resources to overcome
challenges.

Anticipates changes in workload requirements, and
adapts or advocates for resources well in advance of
when they are needed; develops and implements
flexible and innovative approaches to stretch limited
resources, restlfing in greater contributions fo the
organization.

Leads the work unit to produce outcomes and resuts
that far exceed expectations for quality, quantity, andior
impact.

Communication

Successful

Qutstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communicafions.

Prepares a variety of written materials that are clear,
concise, organized, accurate, and in the correct format;
reviews and edits written materials to ensure they meet
expectations for organization, clarity, and accuracy;
provides effective guidance to others when reviewing and
editing written materials.

Orally communicates complex concepts and issues
clearly and effectively in an accurate, confident, and
compelling manner, conveying ideas and information in
an organized, logical fashion; responds to a range of
questions in a fimely, accurate, concise, and courteous
ranner.

Recognizes potential implications of communications and
tailors communications to audience needs and level of
understanding; uses a variety of media to influence
decision-making and facilitate aucience understanding.

Uses effective communicalion skills to build cohesive
work units, develop individual skills, and improve
performance.

Adeplly interprets nonverbal cues and adjusts persenal
style or behavior to effectively interact with others.

Produces written materials that are of exceptional
quality, provides insightful guidance to others when
reviewing and edting written materials.

Shows exceptional skill in presenting complex
information orally; deffly handes questions and
challenges; presentations are notable for clarity of
presentation and depth of information and analysis,
even with highly complex or unusual topics;
presentations are used as examples for others to follow.

Shows exceptional skill in tailoring communications to
fully meet audience needs, maximize their
understanding, and influence decision-making; takes
other perspectives into account, even when addressing
confroversial tapics.

Demonstrates exceptional skill in using communication
to build cohesive and high performing work units.
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Performance Standards for Supervisor/Manager Band 4 Employees in Supervision/Management Work Category

Critical Thinking

Successful

Qutstanding

Gains a complete understanding of complex situations or
problems that impact cwn or other work units by
identifying and framing key issues and assumptions and
callecting accurate and relevant datafinformation from
traditional and non-traditional sources.

Efficiently and effectively evaluates, analyzes, and
integrates complex datafinformation to identify issues,
refationships, and emerging trends and draw reasonable,
logical conclusions.

Develops sdutions, strategies, and/or procedures to
effectively solve difficut or complex problems or issues
thatimpact the organization.

Makes sound and timely recommendations or decisions
in a variety of complex situations by considering the
costs, risks, and benefits and choosing appropriate
courses of action.

Establishes a work environment where employees fed
free to engage in open, candid exchanges of information
and diverse points of view.

= Takesinitiative and displays exceptiona persistence in
finding critical andfor hard-to-obtain information and
appropriately frames the issue for a more
comprehensive understanding.

Evaluates, analyzes, and integrates datafinformation to
identify creative and workable solutions for very difficult
or highly ambiguous problems; makes connections
between pieces of divergent information that are difficult
to recognize; draws on evauations and interpretations
to form sound conclusions and identify reasonable,
logical solutions.

Evauates the impact of events oulside own
organization and uses this information to develop
alternalive strategies or processes.

Makes sound and timely recommendations or decisions
when circumstances are highly ambiguous, complete
information is not available, or decisions may be
unpopular; considers costs, risks, benefits, and future
consequences of ternalives.

Actively seeks diverse viewpoints and promotes a
climate that facilitates crifical review of ideas; models
effective methods for communicating about complex,
sensitive, or controversial issues that impact the
organization.

Engagement and Collaboration

Successful

Qutstanding

Contributes to achieving work unit and crganizational
objectives by working cooperatively and building and
maintaining effective partnerships internal and external to
the organization; effectively leverages these relationships
and uses professiona networks to address complex
organizational issues.

Promotes regular, open communication and information
sharing within and across work units; facilitates
exchanges of information or skilled resources related to
achieving crganizational results.

Actively seeks diverse perspectives from coworkers,
peers, customers/partners, and stakehdders internal and
external to the organization.

Creates an environment that promotes engagement,
integration, and knowledge sharing.

« Demonstrates exceptional skill in building and
maintaining a broad range of professional relationships
internal and externa to own organization; leverages
professional networks to make greater contributions to
the mission.

Ensures open, candid, and regular exchanges and
sharing of information within and outside of own
organization; facilitates exchanges of information that
increase contributions to the mission.

Promotes the communication of diverse and innovalive
perspectives within and among work units and
organizations as a means for addressing issues and
problems.

+ Demonstrates exceptional skill in creating a climate that
fosters engagement, integration, and knowledge
sharing.

UNCLASSIFIED
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Performance Standards for Supervisor/Manager Band 4 Employees in Supervision/Management Work Category

Leadership and Integrity

Successful

Qutstanding

Takes initiative to identify and understand emerging
issues that affect work unit assignments and, with
minimal guidance, develops and implements innovative
solutions for adapting products and services.

Treats everyone fairly, honestly, and respectfully; creates

a positive team atmosphere that fosters cooperation,
trust, and inclusion by modeling and encouraging this
behavior in others.

Demonstrates a high degree of professional behavior,
composure, and sound judgment when representing self
or unit, promoting a positive image to internal and
external parties and consistently reflecting organizational
and IC values, indudng selfless service, a commitment
to excellence, and the courage and conviction to express
own professional view.

Creates a shared vision and mission within own work. unit

and organizalion; ensures employees understand how
their work conlributes to organizational objectives.

Promotes a work environment and organizational culture
that values and promotes equal apportunity, diversity {of
both persons and points of view), and collaboration;
demonsirates inclusiveness and sensitivity to individual
differences.

Recognizes and rewards individual excellence, enterprise

focus, innovation, and collaborative action.

Consistently seeks opportunities to expand knowledge
of emerging issues; develops and implements highly
innovative ideas andior solutions for adapting products
and senvices beyond the immediate organization that
promote continuous improvement.

Solicits ideas to gain an understanding of priorities,
needs, and concerns across the organization and
address as appropriate; tailors own behavior to work
more effectively with others and to foster a team
environment, even in difficult situations.

Consistently demonstrates exceptional professional
behavior, composure, and sound judgment and
promotes a positive image of the work unit and
organization fo internal and/or external parties, even in
challenging and sensitive situations, exemplifies a
strong commitment to IC values and actively strives to
promote a positive community image.

Motivates employees to make significant contributions
to the organization's mission, going above and beyond
what is expected of them.

Establishes practices to ensure equal opportunity,
diversity, and collaboration within the organization;
serves as a roe modd of respectful and inclusive

behavior to others.

Develops and implements innovative methods of
recognizing and rewarding individual excellence,
enterprise focus, innovation, and collaborative action.
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Performance Standards for Supervisor/Manager Band 4 Employees in Supervision/Management Work Category

Management Proficiency

Successful

Qutstanding

Develops and applies the managerial and professional
knowledge, tradecraft, and subject matter expertise
needed to perform complex assignments.

Stays currentin managerial and professional knowledge,
tradecraft, and subject matter expertise, and uses this
expertise to improve own, work unit, and organizational
performance.

Seeks feedback to develop managerial and professional
knowledge, tradecraft, and subject matter expertise;
participates in challenging development activities that
offer feedback opportunities and applies lessons learned
to improve work unit and organizational performance.

Plans for, acquires, organizes, integrates, develops, and
prioritizes the human, financial, material, information, and
other resources necessary to accomplish the work unit
mission and objectives.

Sets clear performance objectives and provides candid
and useful feedback and coaching to improve
performance; in accordance with applicable palicies and
procedures, addresses performance and conduct
problems in a fair, timely, honest, and respectful manner.

Accurately and fairly evaluates individual employee
contributions to organizational results and links rewards
to the accomplishment of those results.

= Applies depth and breadth of managerial and
professional knowledge, fradecraft, and subject matter
expertise to far exceed expectations on complex or
varied assignments that have an impact beyond the
immediate organization.

Trandlates innovalive approaches and ideas into
concrete advances that impact work unit and
organizational performance.

Identifies new oppartunities to develop managerid and
professional knowledge, tradecraft, and subject matter
expertise; translates feecback into concrete
improvements that are directly linked to work unit and
organizational performance.

Manages work unit resources in anticipation of changes;
consistently develops new and innovative ways to
maximize resource acquisiion and value in support of
the organization's mission and objectives, effectively
addresses complex problems regarding the acquisition,
organization, integration, and development of human,
financia, matenal, information, and other resources.

Demonstrates exceptional skill in coaching and
mentoring employees; inspires employees through
feedback and coaching to perform beyond set
objectives and standards; identifies potential
performance preblems before they become serious and
gives early feedback to eliminate these problems.

Uses the performance management system to reinforce
and foster superior performance.
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Supervision/Management Work Category — Supervisor/Manager Band §

Performance Standards for Supervisor/Manager Band 5 Employees in Supervision/Management Work Category

Accountability for Results

Successful

Outstanding

Takes responsibility for own actions and the actions of
the organization, whether or not they are successful,
hods employees accountable for their acions and
provides opportunities for employees to showcase their
accomplishments internally and externally.

Coordinates work across assigned projects, programs, or
organizations, effectively balancing competing work
demands to achieve timely and posifive outcomes;
effectively manages employee assignments to ensure
they are completed successfully; adjusts plans, priorities,
and timelines to respond to changing situations,
demands, or obstacles.

Identifies and effectively advocates for the resources
necessary to support and contribute to mission
requirements; actively contributes to resource planning
efforts and competently defends resource requirements;
uses time and resources efficiently and effectively.

Coordinates projects across multiple work units and
organizations and ensures that meaningful results in
support of IC goals and objectives are achieved, ensures
work adheres to applicable authorities, standards,
pdicies, procedures, and guidelines.

= Takes responsibility for own, work unit, and
organizational actions and outcomes, even in the face
of significant criticism or challenges; proactively seeks
to resolve issues; actively promotes and communicates
the accomplishments of others.

Persists in overcoming obstacles to accomplish
assignments; monitors the execution of complex of
sophisticated plans and timelines that have high
organizational impact; adjusts plans, goals, and
priorities in complex and fluid situations in order to
achieve optimal outcormes.

Anlicipates changes in workload requirements, and
adapts or advocates for resources well in advance of
when they are needed; balances competing resource
requirements to ensure aignment with mission
objectives; develops and implements flexible and
innovative approaches to strefch limited resources,
resuting in greater contributions to the organization.

Leads the organization in achieving outcomes and
results that far exceed expectations for quality, quantity,
and/or impact.
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Performance Standards for Supervisor/Manager Band 5 Employees in Supervision/Management Work Category

Communication

Successful

Qutstanding

Interprets and appropriately responds to written, verbal,
and non-verbal communications.

Consistently prepares and edits complex written
materials, properly emphasizing key issues and
considering the pdlitical and legal implications; ensures
written materials are thorough, logica, concise, complete,
accurate, consistent, and organized.

Orally communicates complex, controversial, and
sensifive concepts and issues cleary and effectively in an
accurate, confident, and compelling manner, conveying
idleas and information in an organized, logical fashion;
responds to a range of questions in a limely, accurale,
concise, and courteous manner.

Recognizes potential implications of communications and
tailors communications to audience needs and level of
understanding; uses a variety of media to influence
decision-making and facilitate audience understanding.

Uses effective communicalion skills to build cohesive
work units andfor organizations, develop individual skills,
and improve performance.

= Adeplly interprets nonverbal cues and adjusts personal
style or behavior to effectively interact with others.

Produces written materials that are of superior quality,
delivers exceptional guidance when reviewing that
improves the quality of the materials.

Shows exceptional skill in presenting even the most
complex information orally; defily handes questions and
challenges, presentations are notable for clarity and
depth of information and analysis, even with highly
complex or unusual topics; anticipates potential issues,
and communicates persuasively to make hisfher points;
presentalions are used as examples for others to follow.

Shows exceptional skill in tailoring communications to
fully meet audience needs, maximize understanding
across the organization, and influence decision-makers;
takes other perspectives into account, even when
addressing confroversial topics.

Demonstrates exceptional skill and serves as a roe
model in using communication to build cohesive and
high performing work units and/or organizations.
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Performance Standards for Supervisor/Manager Band 5 Employees in Supervision/Management Work Category

Critical Thinking

Successful

Qutstanding

= (ains a complete understanding of a variety of highly-
complex or high-visibility issues thatimpact the work unit
and organization; places issues in a larger context by
identifying and framing key issues and assumptions and
collecting accurate and relevant datafinformation;
identifies sources for specialized or uncommon
datafinformation.

» Expertly evaluates, analyzes, and integrates highly
complex data/information to detect issues, relationships,
emerging trends, or opportunifies for action; draws
reasonable, logical condusions.

= Develops creative and insightful sclutions to highly
complex or visible problemsfissues thatimpact the work
unit, organization, and IC; develops effective strategies to
address problems associated with new and emerging
issues.

+ Makes sound, imely, andlogical recommendations or
decisions in highly complex, difficult, high pressure,
and/or ill-defined situations by considering the costs,
risks, and benefits and choosing appropriate courses of
action.

» Eslablishes a work environment where employees feel
free to engage in open, candid exchanges of information
and diverse points of view.

Focuses on the most crifical information needed to
understand, define, and re-define issues as needed,
displays exceplional persistence in finding critical ancfor
hard-to-obtain information.

Identifies significant connections between seemingly
unrelated pieces of datafinformation to draw innovative
conclusions or to resclve the most difficut or ambiguous
problems; draws on evaluations and interpretations to
form sound conclusions and identify reasonable, logical
sclufions.

Takes the initiative to resalve problems of particular
difficulty, sensitivity, or strategic importance in order to
maximize contributions to the work unit, organization,
and IC; evaluates the impact of outside events and uses
this information to develop alternalive strategies or
processes.

Makes sound, timely, and logical recommendations or
decisions in the most sensitive, difficult, and ambiguous
situations and consistently offers good counsel,
effectively balancing costs, risks, benefits, and future
conseguences.

Actively seeks diverse viewpoints and promotes a
climate that facilitates criical review of ideas: modes
effective methods for communicating about complex,
sensitive, or controversial issues that impact the
organization and IC.
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Performance Standards for Supervisor/Manager Band 5 Employees in Supervision/Management Work Category

Engagement and Collaboration

Successful

Qutstanding

Contributes to achieving organizational objectives by
modeling collaboration and flexibility and building and
maintaining effective partnerships internal and external to
the arganization; uses these networks to deal with
complex organizational and cross-organizational issues.

Establishes communication processes that ensure work
aclivities are well-integrated both internally and externally
as appropriate; initiates and oversees the development of
knowledge sharing and collaboration systems and
ensures that relevant information is being fransferred and
integrated.

Actively seeks diverse perspectives from coworkers,
peers, customersipartners, and stakehdders internal and
external to the organizafion; integrates these
perspeclives to develop new and deeper insights on
issues and problems.

Creates an environment that promotes engagement,
integration, and knowledge sharing.

= Leverages internal and external relationships to create
synergy and influence decision making; understands the
palitical and cultural environment within the crganization
and the IC to effectively promote cross-functional and
cross-organizational teamwork; implements effective
strategies for getting the most complex, interdependent
programs accomplished across organizational units.

Seeks, encourages, and facilitates opportunities and
processes to exchange information internal and external
to the organization to successfully leverage related
efforts.

Promotes the communication of diverse perspectives
internal and external to the organization; fosters a
climate in the organization reinforcing the value of trust,
respect, and diverse perspeclives; champions respect
for and value of individual differences and diversity,
resulting in greater information sharing.

Demonstrates exceptional skill in creating a climate that
fosters engagement, integration, and knowledge sharing
in which input is regulary sought, valued, and used to
significantly improve work processes, products, and
services.
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Performance Standards for Supervisor/Manager Band 5 Employees in Supervision/Management Work Category

Leadership and Integrity

Successful

Qutstanding

« Takes initiative to identify and understand difficult,
challenging, and ambiguous issues that affect units
internal and external to the organization; implements
innovative initiatives designed to improve products and
services.

= Treats everyone fairly, honestly, and respectfully; creates
a positive team atmosphere that fosters cooperation,
trust, and inclusion by modeling and encouraging this
behavier in others.

+ Represents self, unit, organization, or the IC in a manner
that enhances its image and reputation through histher
judgment, professional behavior, composure, credibility,
preparation, and commitment, even in challenging or
sensifive situations, thus promoling a positive IC image
and the core values, including selfiess service, a
commitment to excellence, and the courage and
conviction to express own professional view.

+ Creates a shared vision and mission within own
organization and ensures employees understand how
their work confributes to organizational objectives.

» Enables a work environment and organizational culture
that values and promotes equal opportunity, diversity (of
both persons and points of view), and callaboration;
demonsirates inclusiveness and sensitivity to individual
differences.

* Recognizes and rewards individual excellence, enterprise
focus, innovation, and collaborative action.

= Consistently seeks opportunities to expand knowledge
of emerging issues; excels at understanding and
developing solutions for highly complex, high-stakes
issues internal and external to the organization;
facilitates the implementation of initiatives designed to
improve the organization andfor IC.

Sdlicits ideas to gain an understanding of priorities,
needs, and concerns internal and externd to the
organization and address them as appropriate; tailors
own behavior to work more effectively with others and
foster a team environment, even in difficult situations.

Sets an example of excellence as a representative of
the organization or IC; is called upen to hande the most
difficult, politically sensitive, or highly visible situations in
a manner embodying exceptional professionalism,
composure, judgment, and demonstration of the IC core
values.

Motivates employees to make significant conlributions
to the organization's mission, going above and beyond
what is expected of them.

Establishes practices to ensure equal opportunity,
diversity, and collaboration within the organizafion;
serves as a rde mode of respectful and inclusive

behavior to others.

Develops and implements innovative methods of
recognizing and rewarding individual excellence,
enterprise focus, innovation, and collaborative action.
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Performance Standards for Supervisor/Manager Band 5 Employees in Supervision/Management Work Category

Management Proficiency

Successful

Qutstanding

Develops and applies the managerial and professional
knowledge, tradecraft, and subject matter expertise
needed to perform highly complex or varied assignments
that have an impact within and beyond the immediate
organization.

Stays currentin managerial and professiona knowledge,
tradecraft, and subject matter expertise, and uses this
expertise to improve performance of oneself, work unit,
others across the organization, and across the IC.

Seeks feedback from mulliple sources to enhance
managerial and professional knowledge, tradecraft, and
subject matter expertise; participates in challenging
development activities that offer feedback opportunities
and applies lessons learned to improve work unit and
organizational performance.

Plans for, acquires, organizes, integrates, develops, and
priontizes the human, financial, matenal, information, and
other resources necessary to accomplish the
organization's mission and objectives.

Sets clear performance objectives and provides candid
and useful feedback and coaching to improve
performance; in accordance with applicable palicies and
procedures, addresses performance and conduct
problems in a fair, timely, honest, and respectful manner.

Accurately and fairly eveluates individual employee
contributions to organizational results and links rewards
to the accomplishment of those results.

Consistently applies depth and breadth of managerial
and professional knowiedge, tradecraft, and subject
matter expertise to far exceed expectations on the most
complex or varied assignments at this level; applies
knowledge to improve organizational and IC
performance.

Translates new developments in own technical field into
concrete advances that have a broad organizational
and IC impact.

Identifies new opportunities to develop managerid and
professional knowledge, fradecraft, and subject matter
expertise; translates feedback into concrete
improvements that have broad organizational and IC
impact.

Manages work unit resources in anficipation of changes;
consistenty develops new and innovative ways to
meaximize resource acquisifion and value in support of
organizational and IC mission and objeclives, effectively
addresses the most complex, controversial, and
sensitive problems regarding the acquisition,
organization, integration, and development of human,
financid, matenial, informalion, and other resources.

Demonstrates exceptional skill in coaching and
mentoring employees; inspires employees through
feedback and coaching to perform beyond set
objectives and standards; identifies potential
performance problems before they become serious and
gives early feedback to eliminate these problems.

Uses the performance management system to reinforce
and foster superior performance.
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Suggestions for Wording SMART Performance Objectives

Using appropriate verbs can help make performance objectives clearer. By using specific words, you
ensure less misinterpretation by your Rating Officials. Listed below are descriptive verbs that are
commonly associated with specific field areas and skills. These lists are not exclusive or exhaustive,
so feel free to add your own verbs. These verbs are also useful when describing accomplishments at

the end of the year.

Field Area/Skills

Management/
Leadership Skills

Research & Writing
Skills

Teamwork &
Interpersonal Skills

Examples of Associated Action Verbs

Achieve, administer, arrange, articulate, assign, attain, author,
chair, compete, conceive, conduct, contract, convene,
coordinate, create, delegate, design, develop, direct, earn,
effect, employ, execute, facilitate, initiate, institute, instruct,
intervene, invent, investigate, manage, master, model,
organize, oversee, plan, present, preside, protect, recommend,
regulate, represent, resolve, shape, solve, specify, supervise

Analyze, annotate, appraise, assess, author, brief, calculate,
catalog, categorize, chart, code, collect, compare, compile,
compose, compute, conduct, consolidate, contact,
correspond, create, critique, define, derive, design, determine,
develop, devise, diagnose, direct, discover, dispense, display,
distribute, draft, edit, elicit, estimate, evaluate, examine,
exhibit, expand, experiment, explore, forecast, formulate,
identify, illustrate, inquire, inspect, interpret, interview,
inventory, investigate, measure, model, observe, outline,
predict, present, process, produce, publish, question, record,
regulate, report, reproduce, research, review, revise, search,
solicit, solve, study, summarize, survey, synthesize, test

Articulate, arrange, brief, clarify, collaborate, communicate,
contact, convene, coordinate, delegate, elicit, employ,
encourage, enlist, exchange, explain, facilitate, foster,
influence, initiate, inquire, instruct, interpret, interview,
introduce, mediate, motivate, negotiate, participate, represent,
resolve, respond, shape, share, solicit

SMART Performance Objectives
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Field Area/Skills

Financial Skills

Technical Skills

Teaching/Training
Skills

Sales & Public
Relations Skills

Examples of Associated Action Verbs

Acquire, activate, administer, analyze, apply, assess, brief,
calculate, catalog, categorize, code, compile, compute,
conduct, define, deliver, derive, design, develop, devise, draft,
formulate, implement, inspect, install, master, monitor,
operate, process, program, protect, provide, publish, record,
regulate, repair, report, reproduce, respond, search, share,
simulate, solve, test, train, translate, tutor, update, write

Acquire, activate, administer, analyze, apply, assess, brief,
calculate, catalogue, categorize, channel, code, compile,
compute, conduct, define, deliver, derive, design, develop,
devise, draft, formulate, implement, inspect, install, master,
monitor, operate, process, program, protect, provide, publish,
record, regulate, repair, report, reproduce, respond, search,
share, simulate, solve, support, test, train, translate, tutor,
update, write

Adapt, advise, assign, coach, collaborate, communicate,
conduct, counsel, critique, demonstrate, design, develop,
direct, educate, encourage, evaluate, examine, facilitate, guide,
implement, inform, inquire, institute, instruct, introduce,
investigate, judge, lecture, model, monitor, motivate, organize,
outline, participate, perform, persuade, plan, prepare,
prescribe, present, program, report, research, respond, review,
revise, rewrite, schedule, teach, train, tutor

Articulate, communicate, contact, convene, correspond,
deliver, demonstrate, develop, dispense, display, earn,
entertain, exhibit, expand, facilitate, formulate, increase,
inform, introduce, inventory, locate, maintain, market,
promote, publicize, purchase, recommend, recruit, represent,
respond, route, schedule, shape, share, solicit, survey

Administer, arrange, assemble, brief, catalog, categorize, code,
collect, compile, contact, coordinate, correspond, distribute,

Administrative/ . . . .

Detail Skills edit, execute, group, identify, inventory, locate, monitor,
regulate, respond, retrieve, schedule, summarize, update,
verify
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Worksheet: Your Job’s Major Categories.
Instructions:

e Think about the work you will do in the performance evaluation period.

e Begin by listing duties, tasks, and activities. Then collect tasks into clusters.

e Finally, tie clusters together into major work categories or “Big Buckets.”

Duties, Tasks, and Activities Clusters Major Work Categories

SMART Performance Objectives E-1
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Appendix F

Writing SMARTer Objectives

Writing SMART performance objectives is a critical component of the performance management
cycle. If your objectives adhere to the SMART framework, you will know exactly what is expected
of you, and your supervisor will be able to accurately assess and rate your performance at the
end of the cycle. Below is some helpful information for making your SMART objectives even
SMARTer... Remember. ..

S

Specific

An observable or venfiable accomplishment is described. Specificity
helps ensure that managers, supervisors, and employees share the same
expectations. Additionally, the objective should be specific about the
results, not about the way in which it is achieved.

-
| R | |
IJ'-_-'| |
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A method or procedure to assess and record the behavior or action on
which the objective focuses and the quality of the outcome. When defining
the measurability aspect of your performance chjective, remember to write
it at the successful performance level (i.e., rating of 3).

i

Achlievabile

A performance objective is something you can do that supports a8 work

unit goal. The performance objective should be sufficiently challenging,

but not so complex that it cannot be accomplished. Consider whether the
performance objective can be accomplished with the resources, personnel,
and time available.

The performance objective should be important to your organization.
Managers/supervisors must clearly understand their own performance
objectives before they can effectively work with their employees to
establish their performance objectives.

T

Time-Bound

A performance objective starts and ends at a specific time. Wiite
performance objectives so that they can be accomplished during a single
evaluation period. If a project will take multiple years to complete, look for
ways to divide the project into smaller accomplishments that can he
achieved within the designated evaluation period.

Quick Tips

¥

Avoid using 100% as a measure unless law or policy dictates the objective or the
objective ensures safetyfsecurity. Setting a standard of 100% does not give the

»  employee an opporiunity to exceed the measure unless another measure (e.g., time,
accuracy, cost) is used.

Because objectives are written to the successful performance level, supenvisors should
be prepared to explain to employees what employees need to achieve excellent or
outstanding ratings.

Do not confuse Performance Elements and training with performance objectives. The
Performance Elements should be used to measure how objectives are accomplished;
training activities should be incorporated into the Individual Development Plan (IDF).

See revarse for examples.

SMART Performance Objectives
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Example SMART Objective #1

Analyze the effects of U_N_-imposed
sanctions on the [X country] industrial
sector and present the results of

that analysis in a finished and
appropriately coordinated Intelligence
Report for release to the policy-
making community. The complete
product will reflect engagement with
other analysts and stakeholders and
will incorporate the coordinated views
of other analysts and collectors
throughout the IC.

Example SMART Objective #2

Meet prescribed deadlines 100% of
the time. Submit weekly standard
report entries (e.g., WAR, SAR)
every week. Ensure timely delivery
of completed comespondence
packages. Route program proposals
and briefings through appropriate
chain of command.

Example SMART Objective #3

Inventory and maintain accountability
for all assigned property, equipment,
and telephones. Resolve and
document any discrepancies in
accordance with current standard
operating procedures.

Example SMART Objective #4

For all requirements, prepare a
project timeline and estimated
completion date to clearly identify
critical development milestones.
Original estimate should be within
98% of actual completion date.
Supports your units mission.

Example SMART=+ Objective #1

Analyze the effects of LN -imposed

sanctions on th_le;[xinﬂyj_immamaj
sector by 21July and present the resulis
in a fimished and appropnately coordinated
Intelligence Report for release to the
policy- making community. Completed
product will reflect engagement with other
analysts and stakeholders; will incorporate
the coordinated views of other analysts
and collectors throughout the |C;

Example SMARTz+ Objective #2

Meet prescribed deadlines for reporting ™ |
and comrespondence at least 95%,gf
the time. Submit weekly standard report
entries (e.g., WAR, SAR) by COB=———]_
Thursday. Ensure delivery of completed
comespondence package

. Route program
proposals and briefings through
appropriate chain of command
(e.g., 555,
OF041). T—

Example SMARTz+ Objective #3

Inventory and maintain accountability for
all assigned property, equipment, and
telephones.

. Document
discrepancies within 24 hours of —————_
identification and initiate an investigation
in accordance with cumrent standard
operating procedures.

Example SMARTzr Objective #4

For all mission-related requirements that
excead 80 hours, prepare a project
fimeline and estimated completion date

and clearly identify critical development
milestones. Coordinate and complete a -
comprehensive review of all project tasks
MLT ten business days after requirement -7
generation. Oniginal estimate should be

within three weeks of actual completion = |

date.

Time-bound

Time-bound

Relevant

F-2
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Answer Key: Analyzing Performance Objectives

(= /\T Is it SMART? What needs
S changing?

Job Title/Grade: Intelligence Analyst, GG-09 Needs more

Work Category: Professional information about
Work Level: Entry/Developmental the types of

With guidance and supervision (A), drafts written ~ products,
intelligence products on assigned topics (S) that timeframes, and
meet division analytic standards (M) and comply relevance.

with production guidance (M). Products will reflect
engagement with other analysts and stakeholders
(M) and incorporate their coordinated views.

= C‘hﬁ Job Title/Grade: Executive Officer, GG-13 Outcomes could be
»—~=-% Work Category: Supervision/Management more specific. Tie
- Work Level: Full Performance outcomes to how
Manages the Command Executive staff office, th?Y .affect the
including four employees (S). Oversees all mission.

administrative support for the Commanding
General so that command/executive functions flow
unimpeded by administrative problems (M). All
admin support functions (including interactions
with CG’s subordinate directors, command
budgets, and public relations) (S) are conducted in a
manner that enhances command group operations
(M). Independently creates processes and directives
that assure high-functioning operations (M).
Communications with staff activities are timely, (T)
clear, and appropriate (M) to keep the command
group well informed (R).
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Answer Key: Analyzing Performance Objectives

==

22—

"/
o

>

>

Is it SMART?

Job Title Grade: Intelligence Production
Specialist, GG-13

Work Category: Professional

Work Level: Full Performance

Coordinate and integrate work of individuals,
functions, or agencies into comprehensive
intelligence product (S). Produce scheduled and
unscheduled intelligence products (S) such as MIRs,
baseline assessments, briefings, and other written
products in appropriate form (M) written to the
intended audience (M). Interact with customers to
understand their needs and meet their requirements
(). Comply with web production process (M) and
Analytical Tradecraft SOP where appropriate (M).
Weritten products are technically correct and meet
the customers’ needs (M), requiring only minor,
cosmetic changes (M). Establish timelines with
supervisor and/or SME and meet deadlines (T).

What needs
changing?

Nothing relates this
performance
objective to the
organization’s goals
or mission.

SMART Performance Objectives
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Answer Key: : Analyzing Performance Objectives

— //_7
C-.%)Q Is it SMART? What needs

(&= changing?
Job Title/Grade: Intelligence Analyst, GG-14 = Analysis
Work Category: Professional products could

Work Level: Senior be specified in

Performs geospatial analysis (S) using cutting edge, more detail,
state-of-the-art analytical techniques (M) to .
determine needs for changes in agency standards

and specifications (S). Analysis covers new and

unique situations to solve novel or obscure

problems (M) related to intelligence or maritime
environment (S). Problems identified fit with

current event requirements and overall mission of
organization (R). Uses independent judgment (M).
Briefings to top leadership are thorough, well
substantiated, and directly link to mission
enhancement (R).

Significance of
outcomes could
tie more closely
to specific
mission
enhancements.

Job Title/Grade: Intelligence Analyst, GG-14 Nothing relates this

("
C%\jg Work Category: Professional performance
5 Work Level: Senior objective to the
Complete analysis of effects of UN-imposed sanctions ~ Otganization’s goals
on Iraqi industrial sector (S) and present results in of mission.

finished and appropriately coordinated Intelligence
Report (M) for release to the policy-making
community by 31 August (T). Product will use
available intelligence from all relevant sources, reflect
engagement with other analysts and stakeholders in
subject of analysis (§), incorporate coordinated views
of those other analysts and collectors through the IC
(S), be presented in product style appropriate to the
question (M), and be submitted timely (T).
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YOUR JOB’S MAJOR CATEGORIES.
Instructions:

Think about the work you will do in the performance evaluation period.
Begin by listing duties, tasks, and activities. Then collect tasks into clusters.
Finally, tie clusters together into major work categories or “Big Buckets.”

Duties, Tasks, and Activities Clusters

Major Work Categories

SMART Performance Objectives
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