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	San Mateo County Collaborative Performance Management System
Meaningful Goals.  Motivated People.  Maximum Results.



Performance Factor Expectations Worksheet

Supervisor Name:  Sandy Supervisor
Employee Name:   Edie Employee, Administrative Assistant
Date:  August 4, 201X
Reference Documents
What documents are already in place to communicate expectations about the desired level of performance for this employee?

 FORMCHECKBOX 

Job descriptions

 FORMCHECKBOX 

Performance standards

 FORMCHECKBOX 

Mandates or regulations

 FORMCHECKBOX 

Procedure manuals

 FORMCHECKBOX 

Department value statements

 FORMCHECKBOX 

Prior-year performance evaluations

 FORMCHECKBOX 

Other: Customer Satisfaction Targets/Objectives
 FORMCHECKBOX 

Other:      
 FORMCHECKBOX 

Other:      
Selection and Definition of Important Performance Factors

For this employee:

· Review detailed Performance Factor descriptions.

· Select the factors that are most critical to successful performance for this job, employee and performance period.  

· Provide comments (explanations, examples, etc.) as appropriate to describe expectations.

INDIVIDUAL CONTRIBUTION

	Factor
	Comments

	 FORMCHECKBOX 

Quantity
	Send daily calendar information for unit staff to the departmental Front Desk by 8:45 am each morning. Update all information in the database on a weekly basis. Ensure that file histories are updated within 5 days of receipt. Update schedule information as requested by managerial staff.

	 FORMCHECKBOX 

Quality
	Produce complete and error-free calendar and site reservation list on a regular basis. Accomplish administrative tasks carefully and thoroughly.

	 FORMCHECKBOX 

Innovation
	     

	 FORMCHECKBOX 

Level of Effort
	Keep up with form processing needs and put in the time necessary to respond to peak demand periods.



	 FORMCHECKBOX 

Commitment to Service
	Interact positively with internal and external customers. Ask appropriate questions when necessary to ensure that customer needs are met.

	 FORMCHECKBOX 

Attendance
	Be ready to perform as soon as the shift begins. Provide off hours support as required.

	 FORMCHECKBOX 

Attention to Safety
	     


PROFESSIONALISM

	Factor
	Comments

	 FORMCHECKBOX 

Adherence to County Standards and Policies
	Follow applicable County and Department standards.

	 FORMCHECKBOX 

Integrity
	Handle sensitive and confidential inquiries skillfully. Follow all unit standards of conduct, particularly those relating to honesty and trustworthiness.

	 FORMCHECKBOX 

Respect
	     

	 FORMCHECKBOX 

Cooperation
	Be an active participant on committees to plan and implement events.

	 FORMCHECKBOX 

Responsiveness
	Provide information to the public or County staff that is accurate, complete and timely.

	 FORMCHECKBOX 

Reliability
	Assume responsibility for following through on all assignments. Maintain deadlines and keep supervisor informed of any changes or needs. Keep composure during stressful periods.

	 FORMCHECKBOX 

Adaptability
	     

	 FORMCHECKBOX 

Ethical conduct
	     


PROBLEM SOLVING and JUDGMENT

	Factor
	Comments

	 FORMCHECKBOX 

Quality of job-related decisions
	Exercise discretion in processing documents for immediate action and forward pertinent correspondence directly to appropriate staff for their attention and follow up.

	 FORMCHECKBOX 

Organizational skills
	Manage several projects concurrently in an organized and efficient manner.

	 FORMCHECKBOX 

Leadership
	Follow up with managers responsible for projects, ensuring dates are kept and projects remain on schedule. Identify project delays and work cooperatively with the appropriate staff member to develop solutions to maintain project progress.



	 FORMCHECKBOX 

Creativity
	     


INTERPERSONAL SKILLS

	Factor
	Comments

	 FORMCHECKBOX 

Oral communication
	Express ideas clearly and to the point. 

	 FORMCHECKBOX 

Written communication
	Prepare written material that is positive, subject relevant and appealing to the target audience. All correspondence should follow the department’s guidelines, be accurate, and be free from errors.

	 FORMCHECKBOX 

Respects different cultures and values
	Be open-minded to other viewpoints.

	 FORMCHECKBOX 

Interpersonal communication
	Establish and maintain effective working relationships with the variety of people associated with the work.


JOB SPECIFIC CONTRIBUTION

	Factor
	Comments

	 FORMCHECKBOX 

Job specific knowledge
	Maintain knowledge of departmental administrative practices.

	 FORMCHECKBOX 

Job specific skills
	Maintain proficiency in the computer applications related to the department’s operations. 


MANAGING EMPLOYEE PERFORMANCE (for Managers and Supervisors)
	Factor
	Comments

	 FORMCHECKBOX 

Recommending or Selecting Talent
	     

	 FORMCHECKBOX 

Coaching and Developing Talent
	     

	 FORMCHECKBOX 

Leadership
	     

	 FORMCHECKBOX 

Maintaining High Standards of Performance
	     

	 FORMCHECKBOX 

Evaluating Performance
	     

	 FORMCHECKBOX 

Operating within Legal, Labor, and Policy Framework
	     

	 FORMCHECKBOX 

Managing the Work
	     


DISCRETIONARY FACTOR - OTHER (To be added by Supervisor)
Instructions: Add criteria applicable to the Department or Unit, not already covered by the Countywide categories.
	Factor
	Comments
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