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Chapter 1

Overview of the Performance Appraisal

System

Purpose of the
Performance
Appraisal System

Description of the

System

. The Administrative Professional and Support Staff (APSS) appraisal

system applies to all General Schedule (GS) and Wage System (WS)
employees in GAO. This manual explains the system and supersedes
the June 1990 edition of Performance Appraisal System for Admin-

istrative Professional and Support Staff.

This manual is compnsed of 6 chapters Chapter 1 provides an

_overview of the perfonnance appraisal system. Chapters 2 and 3

explain general performance appraisal policies and provide guidance
and instructions on the performance management cycle. Chapters 4

. through 6 contain specific performance dimensions and standards.

\

The primary purpose of the APSS apprajsal system is to provide a
systematic and uniform method to evaluate job performance of staff

_on the basis of job-related criteria. The appraisal is an integral part

of the performance management cycle and should be used to

adwse employees of the standards upon which their performance

will be based,

help employees understand thelr responsibilities and how their work
contributes to GAO’s goals and performance measures,

provide feedback to employees on how well they are meeting

_expectations and on improving performance,

help supervisors and managers recogmze and deal with performance
problems, and
provide a basis for performance-based actions.

“Within the APSS appraisal system, there are three separate perfor-

mance dimension subsystems. Each of the APSS job series has been
assigned to one of the following three performance dimension
subsystems: -

General Schedule positions, excluding Secretary GS-318 and Office
Automation Clerk/Assistant GS-326, are described in

chapter 4;

Secretary GS-318 and Office Automation Clerk/Assistant GS-326
positions are described in chapter 5; and

Wage System positions are described in chapter 6.
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Chapter 1 )
. Overview of the Performa.nce Apprmsal System

The dimensions in-each Chap_ter are valid only for the job series
covered by that chapter. Supervisors must use the appropriate
chapter and performance dimensions when appraising employees.

Each of the chapters includes a menu of the performance dimen-
sions for the particular subsystem, allowing supervisors to tailor

'the performance appralsal to individual employee positions. To
help supervisors select the appropnate dimensions, each chapter
prov1des the followmg

. ‘Required Performance Dimensions. Each of the subsystems
requires that employees must be rated on three dimensions,
listed as “Required” in each chapter. In addition, if the ratee has
“supervisory responsibilities, the ratee should be rated on the
supervisory dimension.

e Suggested Performance Dimensions. This list provides a

starting point for selecting performance dimensions to appraise

- individual employee performance. It lists those dimensions that Q
apply to most individuals within a job series. The list serves as a '
guide and can be modified. In some instances, a supervisor may
feel that one or more of these dimensions are not appropriate for
an individual employee or that other dimensions are appropriate.
The supervisor makes the final decision on dimensions that are
selected. If there is not a list of suggested dimensions for a job
series, the supervisor should select appropriate performance
dimensions from the Menu of Performance Dimensions.

* Menu of Performance Dimensions. The menu is a list of all
performance dimensions for each of the appraisal subsystems.
The supervisor selects from this menu those additional perfor-
mance dimensions that represent the ratee’s job duties.
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Performance ,
Dimension Standards

Chapter 1
Overview of the Performance Appraisal System

The performance dimension standards used in this appraisal system
are the result of a thorough job analysis and GAO staff input and
review. They represent agreed-upon standards that are content-
valid, behavioral, legally defensible, and fair. Each performance
dimension standard has three parts: '

¢ Performance dimension definitions, which describe the types of
activities rated under the dimension. The definition and the perfor-
mance appraisal number appear at the top of the page. :

¢ Behavioral summary statements, which describe typical behavior for
three performance levels: Unacceptable, Fully Successful, and
Outstanding.

» Rating scale of 1 to 5, where
1 = Unacceptable
2 = Needs Improvement
3 = Fully Successful
4 = Exceeds Fully Successful, and
5 = Outstanding.
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Chapter 2

The Performance Management Cycle

/
{
\

The performance management cycle consists of four phases: (1)
selecting dimensions; (2) setting and communicating expectations;
(3) monitoring performance and providing feedback; and (4)
preparing and delivering the performance appraisal.

Selectlng Dlmensmns A fundamental step in the APSS performance management cycle is

- the selection of dimensions on which each employee will be rated
during the appraisal year. Each supervisor selects specific dimen-
sions on which to rate each employee based on his or her key
duties. These dimensions and the accompanying standards are the
basis for the ratee’s performance expectatlons

As dlscussedv in chapter 1, the APSS appraisal system consists of
menus of performance dimensions, which allows the supervisor to

tailor the performance appraisal to each employee’s position. Each '

subsystem of the APSS appraisal system contains certain required
dimensions and suggested dimensions for each position. The
supervisor selects those dimensions best suited for rating each
position. Raters must use only the performance dimensions from
the applicable chapter because the performance dimensions are
valid only for the positions covered in that chapter.

 For each appraisal subsystem requlred dimensions (1, 2, and 3)

must be used (see chapter 4 for GS positions, chapter 5 for Secre-

- tary GS-318 or Office Automation Clerk/Assistant GS-326 positions,
and chapter 6 for WS positions). Required performance dimensions

~cannot be deleted, and are displayed automatically on the auto-
mated appraisal form-GAO Form 247. (See appendix I for a sample

of the form.) If the ratee has supervisory responsibilities, the super-
visory dimension is also required, and should be selected on the
appraisal form.

The rater also should review the ratee’s job duties and compare
them to the list of Suggested Performance Dimensions for the

~ specific position. Then, the rater should carefully review the defini-
_ tions and behavioral summary statements that accompany each

dimension. A rater should not select a performance dimension
solely by its heading, as this could result in selecting dimensions

~ that are inappropriate for the ratee’s job duties. Only by reviewing

the standards can the rater be sure that the suggested dimensions
are appropriate for rating the employee’s performance.
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. Chapter 2 '

The Performance Management Cycle

)

" To assure-that the ratee’s key Jeb duties are represented, the rater
‘should review the entire menu of performance dimensions to deter-

mine whether any additional performance dimensions are appropri-

- " ate. Also, the rater should solicit and consider ratee input about

approprlate performance dimensions.

- All selected performance d1mensrons are con51dered cntlcal—that

is, of sufficient importance that unacceptable performance in that
component constitutes unacceptable performance of the job and
may be the basis for reduction in grade or removal. Thus, the se-
lected dlmensmns should only cover the key areas of job content.

To record the selected drmensmns and produce a complete appraisal

. form, the rater should use the automated version of GAO Form 247
.available on the LAN. Using the menu, the rater can choose the

selected dimensions and print a listing of only those dimensions
selected for the rating period.. The rater should then complete GAO

| . .Form 247, Part A. ‘The rater.should give the ratee a copy of: (1) /

Parts A and B of GAO Form 247, (2) the computer-generated list of
the selected dimensions, and (3) a copy of each of the selected
dimension standards.

Setting and -
Communicating
Expectations

Performance expectatlons mclude what a ratee will do, when the
ratee will do it, and how well it should be done. What the ratee will

~ do and when it is done are usually determined by assigned work.

‘How well a ratee performs is measured by written performance
standards set forth in this performance appraisal manual. At a
minimum, the ratee should be able to perform at the fully successful -

" level, as described in the performance standards.

When communicating expectations, the rater should explain how
the ratee’s work can contribute to GAO's overall goals and perfor-
mance measures. ‘GAQ's goals and performance measures can be
found in GAO's Strategic Plan and the GAO Performance Report.

’ ’Expectati()n setting should occur at least once a year at the begin-

ning of the rating cycle, and when an employee is reassigned to a
substantially different position. Often, objectives, timeframes,
outcomes, and products may not be fully known at the beginning of

' the apprarsal cycle. Expectatlons should be revised or clarified as Q
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Chapter 2
The Performance Management Cycle

)

more information is obtained or when circumstances negate or .
substantially modify prior agreements. Occasionally, after expecta-
tions have been set, an employee will not have an opportunity to
perform duties or produce accomplishments related to a perfor-
mance dimension during the appraisal period. In this situation, the
rater should revise the performance expectations and communicate

" the change to the ratee. Any changes to the expectations should be

documented. (See chapter 3, Policies and Responsibilities, for
guidance on setting expectations in special situations.) -

.Expectation-sett‘ihg discussions should occur at an agreed upon
meeting time. While the rater has the ultimate responsibility to

‘determine ratee expectations, expectation discussions should be a
dialogue. The rater should solicit input from the ratee, and the ratee

is responsible for seeking clarification of any matters that are not
understood. ‘

q)x;ectation-Setting
Session

Project/Assignment
Information and
Responsibilities

Performance Standards:

Three types of information should be discussed during the expecta-

tion-setting session: project/assignment information and responsi-

bilities, performance standards, and contributions to goals and
performance measures. The level of detail appropriate for the
expectation-setting discussion will depend upon the ratee’s prior
knowledge concerning the project or assignment, the experience
level of the ratee, and the information available to the rater about
the project or assignment.

The rater should provide as much assignment-specific information
as available, such as the ratee’s responsibilities, tasks, project/
assignment objectives, anticipated products, and timeframes. It is

~expected that the rater will amplify and clarify initial expectations

during subsequent on-the-job discussions with the ratee. Further
expectation meetings should be held when changes have been so
substantial as to constitute a new assignment.

Each ratee must know the performance standards and critical
elements of his or her position. Therefore, a rater should confirm
that a ratee knows or understands '

¢ the dimensions on which he or she will be assessed,

that all dimensions being assessed are critical, and
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Chapter 2 ‘
The Performance Management Cycle

e that performance will be assessed based on the standards set forth
- in this. performance appraisal manual.

The rater should instruct the ratee to become familiar with the
performance standards, if a ratee does not understand the standards.
he or she has the respon51b1hty to seek clarification from the rater.

Contributions to Goals and This is a good time for the rater to remind the ratee how his or her

Performance Measures work contributes to GAO’s goals and performance measures. To the
extent possible, raters should specify by example how a ratee’s work
can directly affect unit teamwork, communications, work products,
timeliness, as well as quality, customer satisfaction, and other goals

“set forth in GAO’s Strategzc Plan and the GAO Performance Report.

Documenting the The rater and ratee should initial GAO Form 247, blocks 6 and 7, to

' Expectation-Settmg ~ indicate that the rater has communicated expectations to the ratee
Process regarding job duties. ‘
. . , ‘Once expectations are established, the rater should monitor perfor-
MOIlltOI'lng R mance and provide feedback to the ratee ‘on his or her performance.
Performance and Feedback can reinforce good performance or help the employee
Providing Feedback correct problems. The feedback should allow the ratee to know
4 LUVIUALL 5 LA IN

current strengths and developmental needs and how his or her
nerformance could be imnroved., Howeaver feedhack ic not solelv

IR AVALIIRAILT LA T LA VUM, AUV TV ULy AUTUUVALN A0 AU SULCLY

the responsibility of the rater. The ratee is responsible for actively
seeking and receiving feedback.

A number of feedback techniques may be used, ranging from day-to-
day discussion to periodic feedback sessions. At least one formal
progress review of expectations and of the progress displayed in
meeting them is advised unless circumstances dictate otherwise.
Scheduling this session about midway through the appraisal period
is suggested.

When monitoring performance, the rater is encouraged to keep brief
notes on the ratee that reflect both positive accomplishments and

instances where r]nvnlnnmnnfn] needs are prnsent This facilitates

more accurate and complete performance appraisals.

(\



,q
{
\

Preparing and
Delivering the -

- Chapter 2
The Performance Management Cycle

The fourth phase of‘ the performance management cycle consists of
preparing the appraisal form and conducting the performance
appraisal session. co

Performance

Appraisal

-Prepering the Ratee As the rating period nears completion, the ratee may choose to
Statement of provide a statement of contributions. He or she may describe job-
Contributions - related contributions and provide this information to the rater for

inclusion on the appraisal form, GAO Form 247, Part B.

~ The ratee statement of contributions provides an opportunity for the

ratee to highlight examples of his or her performance, work prod-
ucts or accomplishments, or any ‘other information that he or she
believes the rater should consider. A ratee statement of contribu- -
tions is optional. The statement must be typed and cannot exceed
one and one half pages

Rating the Employee’s

Performance

Using the appropnate performance standards, the rater evaluates
the ratee’s performance in each performance dimension. In rating
performance, the rater should consider all pertinent data, including:
the dimensions; performance standards; the employee statement of
contnbutlons if any; and any supemsory notes ‘

The rater should carefully consider and review the available perfor-
mance information for each performance dimension. The rater
should review the Fully Successful behavioral summary statements
and then the Unacceptable and Outstanding statements and
compare the ratee’s performance to the three sets of statements. In
choosing Unacceptable, Fully Successful, or Outstanding, the rater
should determine that the performance level fully represents the
ratee’s predominant behavior; that is, the ratee’s overall work behav-
ior in that dimension during the entire appraisal period. Raters
should not choose a performance level that represents the ratee’s
behavior in only a few instances or only once in a while. If the
behavioral statements shown are not fully illustrative of the ratee’s
predominant performance, the rater should use the interim levels.
For example, the rater should use
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Chapter 2
The Performance Management Cycle

- Exceeds Fully Successful when the ptedominant performance fbr
‘the period exceeds the Fully Successful standard but does not fully

meet the Outstanding standard;

Needs Improvement when predominant performance for the
period exceeds the Unacceptable standard but does not fully meet
the Fully Successful standard.

The performance standards are not all inclusive-a ratee need not
perform all of the activities or the exact activities described in the
standards to be rated at a certain level. If the ratee has not per-
formed the activities listed for a given performance level, but has
demonstrated predominant performance that is highly similar or of
equal quality to that level, the ratee may be rated at that level. The
standards help clarify each performance level by describing typical
behavior. Rating employee performance always requires some

- judgment by the rater.

The performance standards apply to positions without regard to

-level of responsibility or complexity of work. Rating performance

using these standards assumes that assigned duties and responsibili-
ties are appropriate to the position’s responsibilities.

The rater should record the ratmgs for each dimension on GAO
Form 247, Part C. ‘

Preparing Summary
Comments

The rater is required to provide a Rater’s Summary Statement in Part
B of GAO Form 247.. He or she is not required to provide a written
narrative for each of the selected levels of performance of each
dimension rated but should write an overall summary statement
about the performance of the ratee during the rating period. The
rater should highlight those areas that resulted in any Outstanding
or Needs Improvement ratings. Additionally, raters should provide
.detailed explanations, with examples, on dimensions rated Unac-
ceptable. (Note: An employee rated Unacceptable must be placed
in a formal performance improvement opportunity period.  See GAO
Order 2432.1, Dealing With Unacceptable Performance.)

TN

0
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Chapter 2
The Performance Management Cycle -

Reviewing the
- Performance Appraisal

- Except when the rater is the unit head, the appraisal must be

reviewed, approved, and signed by a reviewing official before it is
presented to the ratee. The reviewing official should ensure that
the rater understands the performance appraisal system and how
to properly prepare performance appraisals. Specifically, the
reviewing official reviews the rating, ensures fair and consistent
use of the standards, and requests additional information, if
hecessary. : -

The reviewer may retﬂrﬁ the appfaisal to the rater for justification

| - or a change in the appraisal if it does not comply with instructions

or standards. Disagreement between the rater and reviewer
should be resolved before discussing the appraisal with the ratee.
In those instances when a disagreement about a rating cannot be

‘ resolved and the reviewer has knowledge of the ratee’s perfor-

mance or believes the rater has not properly applied the stan-

' dards, the reviewer may assume responsibility for the rating on

the dimension(s) in disagreement. In this instance, the reviewer
will (1) obtain approval from the next higher responsible official
(if the reviewer is not the unit head) and document the reasons
for the change; and (2) change the appraisal. The appraisal form
presented to the ratee will include only those ratings approved by
the reviewer. ‘ .

If the rater and ratee agree to change the appraisal after it has
been sigried by the reviewer, the appraisal must again be reviewed
and approved by the reviewer. The reviewing official and the
rater sign and date GAO Form 247, block 10.

Conducting the
Performance Appraisal
Session

At the completion of the appraisal cycle, the rater should hold a
formal appraisal session with the ratee to discuss the completed
appraisal. As a general rule, the ratee should be given a copy of
the appraisal at least 24 hours before the appraisal session so that
he or she may review it prior to the session.

The rater should use this session to address both the ratee’s
strengths and areas needing improvement. He or she should be
specific enough for the ratee to respond with any additional
pertinent facts.
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Chapter 2

"The Performance Management Cycle

After the appraisal session, the ratee signs and dates GAO Form 247,

Part A. By signing, the ratee does not necessarily indicate agree-
ment with the appraisal but-acknowledges that he or she has re-
ceived and read it.

Ratee Comments

The ratee may submit comments within 5 calendar days of the
appraisal session. When comments are submitted, the rater must
check the appropriate box in Part A and append these comments to
the performance appraisal. Ratee comments become a permanent
part of the appraisal. The appraisal is final after 5 calendar days of
the rating being presented to the employee, unless the rater extends

‘the comment period. If the comment period is extended, the ap-

praisal is final at the time the comments are due.

S



Chapter 3

Policies and Responsibilities

/

o)

This chapter contains key performance appraisal policies and a

Policies - summary of related responsibilities.
Who Is Appraised and If 2 permanent employee has been on duty at least 30 staff days,
When Appraisals‘ Are Due then the employee must receive a performance appraisal at the

end of the appraisal year. The GAO appraisal year is October 1
'through September 30. Exceptions to this policy are as follows:

¢ In cases of promotion or permanént reassignment of the ratee, the

ratee receives a performance appraisal by the date of promotion or
reassignment. The ratee is appraised against the existing selected
dimensions. A new appraisal period begins on the date of promo-
tion or reassignment. At this point, dimensions should be reviewed,
and a new set of dimensions selected as necessary. This period
continues until the next date of promotion, reassignment, or the end

- of the appraisal year, whichever comes first.
¢ When an employee has been officially detailed or temporarily

assigned to a different position for longer than 90 calendar days,
expectations should be set for the new position. Upon completion
of the detail or temporary assignment or the end of the appraisal
year, whichever comes first, the rater of the employee while on the
detail or temporary assignment must prepare a written performance
appraisal to be sent to the ratee’s home unit, with a copy given to
the ratee.

All temporary employees should be appraised when the appoint-
ment is reasonably expected to exceed 120 days.

The utility of performance appraisal information depends upon its
timeliness. All appraisals should be completed—written, reviewed,
and discussed with the ratee—at the conclusion of the appraisal
period, or as soon as possible thereafter. :

Who Prepares the
Appraisal ‘

™

The performance appraisal form should be prepared by the person
who is in the best position to assess the ratee’s performance. Usu-
ally, this is the ratee’s immediate supervisor-the same person who
sets expectations and assigns and reviews work. However, there
may be circumstances which make it more appropriate or desirable
for another person to assume the rating responsibility. In those
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Chapter 3
Policies and Responslblhtles

More Than One Superviéor
During a Rating Period

-cases, the designation of a rater other than the immediate supemsor

should be done at the beginning of an assignment and must be
acceptable to the ratee.

The 1mmed1ate supemsor as of the date that a performance ap-
praisal is due is responsible for preparmg the appraisal. In situa-
tions where the immediate supervisor worked with the employee for
such a short penod of time that it makes sense for a former supervi-
sor to complete the appraisal; then the former supervisor should
prepare the appraisal. If an employee has worked for more than one
supervisor during the appraisal year and has not received an ap-
praisal from the former supervisor(s), the current rater should

" obtain input on the employee’s performance during the earlier

assignments.

Signing the Appra:lsal
Form

- The rating should be reviewed; approved, and signed by the re-

viewer before the rater discusses the appraisal with the ratee. After:@
the rater discusses the appraisal with the ratee, the ratee signs the »
appraisal form. By signing, the ratee does not necessarily indicate
agreement with the appraisal, but acknowledges that he or she has
received and read it. If the ratee refuses to sign the appraisal form,
the rater should note this on GAO Form 247, block 10.

Grievance Procedures for

Ratees who are dissatisfied with their performance appraisal may

Performance Appraisals file a formal grievance as per GAO Order 2771.1, Administrative
Grievance Procedure.
Majntajning Records The rater or unit §h6u1d retain all performance appraisals to docu-

ment the performance appraisal process. See GAO Order 0413.1,
Supplement, GAO’s Comprehensive Record Schedule, for require-

ments.

U
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Chapter 3
Pohcles and Responsxblhtles

Summary of
Responsibilities of
the Ratee, Rater, and
Reviewing Official

Ratee Responsibilitiecs ~  The ratee is responsible ‘fdr .

* participating with the rater in determining expectations;

* seeking clarification of expectations from the rater or suggesting
modification to expectations when circumstances have changed,

* seeking and being receptive to feedback;

* becoming familiar with the applicable performance standards

¢ informing the rater of any circumstances that he or she believes

. should be considered when appraising performance;

f ; - * preparing a Ratee Statement of Contributions for inclusion on the

" appraisal, if he or she chooses,

* reviewing the appraisal for accuracy and completeness and signing
the appraisal form to indicate that it has been reviewed and dis-
cussed with the rater; and

* adding any comments to the form that he or she considers pertinent.

Rater Responsibilities The rater is responsible for preparing the ratee’s performance
~ appraisal. Specifically, this responsibility includes

¢ establishing and discussing expectations with the ratee at or
near the beginning of the appraisal period and updating them as
needed;

* monitoring ratee performance and providing feedback and

¢ appraising performance against performance standards at the end
of the appraisal period.

Page 18
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Chapter 3
Policies and Responsibilities

Reviewing Official
| Responsibilities

The reviewing official is responsible for

ensuring that the rater understands the performance appraisal
system, knows how to properly prepare performance appraisals, is
knowledgeable about applicable performance standards, and mam-
tains reasonable consistency in applying standards;

checking each appraisal to ensure that it complies with instructions
and standards; '

returning the appraisal to the rater for justification or a change in
the rating if warranted,;

approving or disapproving of any rating change that the rater and
ratee agree to during the appraisal session; and

assuming responsibility for the dimension(s) on the rating when
there is a disagreement between the reviewer and rater where the
reviewer has knowledge of the performance of the ratee and/or

‘believes the rater has not properly applied the standards.



Chapter 4

Performance Appralsal Materials for

General Schedule (GS) Positions
(Excluding Secretary GS-318 and Office Automation

Clerk/Assistant GS—326)
Requu'ed All employees must be rated on these dlmenswns
Performance L. Teamwork and Interpersonal Behavior

2.  Service Orientation .

Dimensions

8. Individual Work Productivity

All supervisoxy emplOyeeS niust also be rated on dimension:

' 4. Coaching and Motivating

All employees Whose use of a computer is a critical work act1v1ty ‘
" should be rated on d1mens1on

5. Applying Computer Capabilities
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.Chapter 4

Performance Appraisal Materials for
General Schedule (GS) Positions

L ]
Suggested
Performance
Dimensions for
Specific Job Series

The following list provides a starting point for selecting
performance dimensions to appraise individual employee- .
performance. This list is a guide. Supervisors should add or delete

‘dimensions as necessary to ensure that the selected dimensions
- reflect the important job activities and responsibilities of the

employee’s position.

0018 Safety Management :

6.  Acquiring and Applying Specialized Knowledge
18. ° Checking, Examining, and Recording

19. Inspecting

0080 Security' Administration

11. Communicating Orally
18. Checking, Examining, and Recording
27. Maintaining Security

0180 Psychology Q
6.  Acquiring and Applying Specialized Knowledge ' ‘

11. Communicating Orally

16. Intervention '

0201 Personnel Management
7.  Gathering Information

9.  Analysis and Review

11.  Communicating Orally

0203 Personnel Clerical and Assistance
18. Checking, Examining, and Recording

0212 Personnel Staffing

11.  Communicating Orally

18. Checking, Examining, and Recording
28. Personnel Operations

0230 Employee Relations
6.  Acquiring and Applying Specialized Knowledge
7. . Gathering Information .
11.  Communicating Orally

0235 Employee Development
6.  Acquiring and Applying Specialized Knowledge

~ 7. Gathering Information

11. Communicating Orally
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Chapter 4
Performance Appraisal Materials for-
General Schedule (GS) Positions

0260 Equal Employment Opportunity

6.  Acquiring and Applying Specialized Knowledge
9.  Analysis and Review

18. - Checking, Examining, and Recording

0301 Miscellaneous’ Administration and Program

There are no Suggested Dimensions for this job series
because of the many different positions included in the series.

' 0303 Miscellaneous Clerk and Assistant

18. Checking, Examining, and Recording

0305 Mail and File
20. ‘Handling and Processing Materials and Mail

0334 Computer Systems Analyst

5. Applying Computer Capabilities

11.  Communicating Orally

37.. Computer Programming

38.  Operating, Testing, and Maintaining Systems and Equipment

0335 Computer Clerk and Assistant

18. : Checking, Examining, and Recording
34. Filing and Organizing

36. Accessing and Updating Computer Files

0340 Program Management

6. - Acquiring and Applying Specialized Knowledge
7. Gathering Information

11. - Communicating Orally-

0341 Administrative Officer
11.  Communicating Orally

8.  Checking, Examining, and Recording
31. Preparing Financial Records/Accounts

0342 Support Services Administration
18. Checking, Examining, and Recording

0343 Management Analyst

6.  Acquiring and Applying Specialized Knowledge
7..  Gathering: Information

9.  Analysis and Review

11.  Communicating Orally

t2.  Writing

Page 22
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Chapter 4 .
Performance Appraisal Materials for
General Schedule (GS) Positions -

0350 Equipment Operator
18.. Checking, Examining, and Recording
19. Inspecting
20.- -Handling and Processing Materials and Mail

-. 0351 Printing Clerical =

18. Checking, Examining, and Recording

20. Handling and Processing Materials and Mail
31, Preparing Financial Records/Accounts

0356 Data ‘Transcriber-
18. Checking, Examining, and Recording
36. Accessing and Updating Computer Files

0361 Equal Opportunity Assistance
. 7.  Gathering Information
9. Analysis and Review
18. - Checking, Examining, and Recording

0391 Communications-Management
6... . Acquiring-and -Applying Specialized Knowledge
24. Technological Systems Design and Analysis

0393 Communications Specialist

6.  Acquiring and Applying Specialized Knowledge
11. .~ Communicating Orally

24. Technological Systems Design and Analysis

0501 General Accounting Clerical and Administrative
18. Checking, Examining, and Recording

31. Preparing Financial Records/Accounts

36. Accessing and Updating Computer Files

0503 Financial Clerical and Assistahce
18. Checking, Examining, and Recording
31. Preparing Financial Records/Accounts

0510 Accountant

9.  Analysis-and Review

11.  Communicating Orally

22. Developing and Managing Projects, Programs, and Systems

0525 Accounting Technician »

18. Checking, Examining, and Recording
31. Preparing Financial Records/Accounts
36. Accessing and Updating Computer Files

PRV
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0530 Cash Processing

18. Checking, Examining, and Recording
27. Maintaining Security

31. Preparing Financial Records/Accounts

0540 Voucher Exammmg

18. Checking, Examining, and Recordmg
31. Preparing Financial Records/Accounts
36. Accessing-and Updating Computer Files

0544 Payroll

- 18. Checking, Exémining, and Recording

20. ' Handling and Processing Materials and Mail
31. . Preparing Financial Records/Accounts

0560 Budget Administration

7. Gathering Information

11.  Communicating Orally

30. Preparing and Evaluating Budget Proposals

0590 Time and Leave
18.  Checking, Examining, and Recording
31. Preparing Financial Records/Accounts

0856 Electronics Technician

6. Acqumng and Applying Specialized Knowledge

24, Technological Systems Design and Analysis

38. Operating, Testing, and Maintaining Systems and Equipment

0904 Law Clerk -
7. - Gathering Information
9.  Analysis and Review

' 0950 Paralegal Specialist

7.  Gathering Information
9. Analysis and Review
18. - Checking, Examining, and Recording

0986 Legal Clerk and Technician
18. Checking, Examining, and Recording

0990 General Claims Examining
18. . Checking,. Exammlng, and :Recording

0998 Claims Clerical

18. Checking, Examining, and Recording
35. - Typing/Word Processing

Page 24
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1035 Public Affairs

7.  Gather Information
11.  Communicating Orally
12.  Writing ,

15. Copy Editing

17. Representing GAO

1071 Audio-Visual Production

11.- . Communicating-Orally

22. Developing and Managing Projects, Programs, and Systems
26. Developing Functional and Aesthetic Products and Spaces

1082 Writing and Editing

13.  Message Design and Communication
14. Substantive Editing

15. Copy Editing

1084 Visual Information

6. Acquiring and Applying Specialized Knowledge

11. Communicating Orally .
18. .Checking, Examining, and'Recording g >
26.  * Developing Functional-and Aesthetic Products and Spaces '

1087 Editoria'l Assistance
18. ' Checking, Examining, and Recording

" 1101 General Business and Industry

6. Acquiring and Applying Specialized Knowledge
11.  Communicating Orally

18. Checking, Examining, and Recording

1102 Contract and Procurement ,

6.  Acquiring and Applying Specialized Knowledge

11.  Communicating Orally

. 12.  Writing

17. Representing GAO

18.  Checking, Examining, and Recording

32. Administering, Evaluating, or Monitoring Procurement

1105 Purchasing

6.  Acquiring and Applying Specialized Knowledge

11. Communicating Orally - ’

18. -:Checking, Examining, and Recording

32. Administering, Evaluating, or Monitoring Procurement

- 1106 Procurement Cierical and Assistance
18. Checking, Examining, and Recording
31. Preparing Financial Records/Accounts ;o

36. Accessing and Updating Computer Files \)
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1401 information Generalists

6. - Acquiring and Applying Specialized Knowledge
7.  Gathering Information -

9.  Analysis and Review

12.  Writing

1410 Librarian .

7.  Gathering Information

11. - Communicating Orally

33. Developing and Maintaining Information Resources

1411 Library Technician

7.  Gathering Information

11.  Communicating Orally

18. Checking, Examining, and Recording

33. Developing and Maintaining Information Resources
34. Filing and Organizing

1412 Technical Information Specialist

7.  Gathering Information

11. Communicating Orally

33. Developing and Maintaining Information Resources

1664 Printing Management

6.  Acquiring and Applying Specialized Knowledge
11. Communicating Orally

18. Checking, Examining, and Recording

1701 General Education and Training :
6.  Acquiring and Applying Specialized Knowledge
7.  Gathering Information

9.  Analysis and Review

10. Analyzing Information Statistically

1750 Instructional Systems Specialist

11.  Communicating Orally

22, Developing and Managing Projects, Programs, and Systems
25. Designing Training Courses

1810 General Investigating
7.  Gathering Information
8.  Collecting Evidence

9. . Analysis and Review

1811 Criminal Investigator
7. Gathering Information
8.  Collecting Evidence
9.  Analysis and Review

Page 26
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iy
I
2005 Supply Clerical and Technician
20. Handiing and Processing Materials and Mait
2132 Travel
7. . Gathering Information
18. Checking, Examining, and'Recording
31. Preparing Financial Records/Accounts
\
/
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' Teamwork and Interpersonal Behavror

Serv1ce Onentatlon

- Individual Work Productivity .

Coaching and Mouvatmg

‘ Applymg Compuber Capablhtles

Acqulrmg and Applying Spemahzed Knowledge e -

W Gathenng Information . -
Collectmg Evidence

Analysis and Review.

;. Analyzing ] Information Statlstlca]ly

Commumcatmg Orally

.. Writing
. Message Desrgn and Commumcatlon

Substantive Editing

Copy Editing

Intervention

Representmg GAO ‘ o
Checking,: Examining, and Recordmg

. Inspecting

Handling and Processmg Matenals and Maﬂ

. Managing - - ‘ ‘
. Developing and Managing Prq;ects Programs, and Systems

Administrative Schedu]mg and Coordinating

. Technologlcal Systems Desrgn and Analysxs

- Designing Trammg Courses , o

. 'Developmg Functional and Aesthetlc Products and Spaces
. Maintaining Security i

Personnel Operations - ‘
Developing and Implementmg Personnel Programs Pohmes

and Procedures

. Preparing and Evaluating Budget Proposals

.~ Preparing Financial Records/Accounts

. Admnustenng, Evaluating; or Monitoring Procurements
. Developmg and Maintaining Information Resources

Filing and Organizing
Typing/Word Processing

. Accessing and Updating Computer F‘lles

Computer Programming
Operatmg, Testmg, and Mamtarmng Systems and Eqmpment
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1.Teamwork and blnterpersonal Behavior

Establishing constructive and solid interpersonal relationships with customers, both internal and external, and coworkers; treating
others with courtesy, tact, and respect; working effectively with others; working to resolve disagreements, attempting to persuade

“others and reach consensus; abiding by and supporting group decisions; collaborating with customers and/or coworkers; facilitating
team interaction and maintaining focus on group goals. A

Frequently:

Treats customers and/or coworkers with discour-
tesy or disrespect; acts in a condescending manner;
does not maintain confidences; is intolerant of
others' needs, perspectives, duties, or responsibili-

ties; does not support Affirmative Action or EEO

goals.

Displays demandirtg, rigid, hostile, or overly defer-

ential behavior when dealing with customers and/or
coworkers; reacts angrily in difficult, frustrating, or

provocative srtuatuons is unable to reso|ve dis- -

agreements.

Fails to attend or postpones meetings or group-

discussions; when attending, does-not accept input
from others or make constructive contributions;
refuses to focus on overall goals or resolve dis-
agreements.

Fails to support cooperative projects or those
chosen by group consensus, putting own interests
ahead of the group’s; participates in team activities
in an unproductive manner by refusing to exchange
information, belittling the suggestions of others, or
failing to abide by group decisions; has difficulty
recognizing role as a team player.

~ Usually: - -

Treats customers and/or coworkers with courtesy
~ and respect; is discreet when discussing confiden-

tial matters; supports Affirmative Action and EEO
goals. -

Works well with customers and/or ooworkers ad-y
_justs to different worklng styles, approaches, and .

perspectives; expresses own views as appropnate

Leads or perticipates.in group meetings and

conferences; is successful in incorporating own

ideas into the group agenda; offers constructive
input when asked or shares useful opinions with
individuals later.

Supports team endeavors by ensuring that the
viewpoints of all parties are heard; negotiates or

mediates disputes; abides by group decision or -

final authority; acts as a team player.

- (Continued on Next Page)

Almost Always:

Treats customers and/or coworkers with dignity;
seeks to understand and demonstrate respect for
others’ needs, perspectives, and responsibilities;
maintains confidences; develops constructive work- -

- ing relationships with others; supports and furthers
‘Afflrmatnve Actron and EEO goals

Is patlent and courteous when dealing with custom- .

ers and/or coworkers even in frustrating, difficuit, or
provocative situations; anticipates potential con-

flicts and addresses them directly and effectively; is -
gracious, yet asserts own views when dealing with

others

When Ieadrng or participating in meetings or. group
discussions; helps keep group focused; discusses

and resolves issues in a productive and organized .

fashion; motivates others to contribute opinions
and suggestions; presents creative alternatives;
ends conversations or meetings on a constructive
and positive note. '

Actively promotes team endeavors by providing -

- validinput and constructive feedback and ensuring :

a productive and regu_lar exchange of information; -
successfully negotiates or mediates disagreements,

-reaches consensus, and supports group decisions;

sets an example of maturity, fairness, and support. -

10/1/97 -
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Frequently:

» Criticizes others with no substantive basis or

constructive suggestions for change or improve-

ment; offers criticism or unsolicited advice that is

tactless or inappropriate. . .

~ Unacceptable

Needs Improvement

1.Teamwork and Interpersonal Behavior

Usually:v

Offers valid and constructiVely-Worded criticism.

Almost Always:

Acknowledges others’ viewpoints while tactfully

and persuasively guiding them toward well-grounded

and incisive perspectives, recommendations, con-

- clusions, etc.; offers criticism coupled with compel-

ling rationale for change.

Fully Successful Exceeds Fully Successful. - -Outstanding

1011/97
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Eliciting and attending to the job-related needs, requests, feedback, and concems of customers, both intern
requests for service; providing accurate, thorough, and prompt information, products, explanations, or refe
the needs of the customer and the work group or organization; informing others of the status of their reque:
to expedite the provision of services; being responsive and accessible. -

Frequently:

Is unwilling or inaccessible when asked to provide
explanations, service, or advice to others; does not
volunteer to provide information or referrals, even
when the customer is faced with an obvious

difficulty.

Does not clarify requests for information or service
or negotiate how needs can best be served given
practical constraints on time and staff availability.

Provides information, products or assistance that is
inaccurate, incomplete, or out-dated.

Does not display a helpful or cordial attitude; fails

to calm or reassure confused, frustrated, or de-
manding customers.

Usually:

Willingly provides explanations and service to-

others; when necessary, makes appropriate refer-
rals.

Questions customers to clarify their specific needs
and negotiates how these needs can best be met.

Provides information, products, and/or assistance
that is sufficiently complete and correct; seeks to
ensure that the customer understands the informa-
tion provided or obtains the service and/or products
needed.

Is pleasant when greetin'g or assisting others; deals
with difficult and demanding customers politely.

(Continued on Next Page)
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Frequently:

Is insertsitive to the time  constraints or other .

special requirements of customers; does not pro-

vide information, products and/or assistance
. promptly; fails to ensure that others receive re-

quested information, products, and/or service.

Z§ 9%eq

2. Service Orientation

Usually: =~ = " }'Almost Always:

Provides information, products, and/or service within Acts promptly and proactlvely to expedrte requests
a reasonable time frame; follows up to ensure that - -or service; is keenly aware of the time constraints _
others receive requested mformatron products +.and other special requirements of the Gustomer and

and/or.service. , . s : persrstently follows upto ensure that they are met.

""Un:acceptéble  Needs Improvement ~  Fully Successful E)?ceeds Ful'ly'"s:i‘lioc._es“sml ~ Outstanding

10/1/97
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3. IndividualWork Productivity

Organizing and prioritizing own work logically and efficiently using current technology, where applicable; completing assigned tasks
thoroughly and on time; helping coworkers, even when busy; keeping others up-to-date on work status; seeking challenging
.assignments or added responsibilities when these efforts contribute to overall goals; producing high-quality work under time or
resource constraints; responding to criticism constructively; giving appropriate consideration to policies, procedures, and regulatlons

in carrying out assignments and projects.

Frequently:

Underestimates the time required or spends more

time than is necessary to complete tasks; places

less important tasks before high-priority work; does

not complete important tasks and fails to meet

deadlines; allows work to become backlogged; will

not use new and more efficient procedures or
technologies, where applicable.

Fails to keep supervisor or coworkers informed
about work status orplanned absences; interrupts
others with unimportant questions; refuses to

delegate tasks, when necessary; fails to communi- -

cate through proper channels; shows up late or
misses staff meetlngs requires excessive supervn-
sion.

Is reluctant or refuses to take on additional work or
help coworkers, even when not busy; relies exces-.
sively on assnstance from others.

Puts personal or social activities ahead of getting f

the job done; is easily distracted or fails to remove
self from distractions; leaves tasks incomplete.

 Usually:

‘Manages own work effectively; works on most

important or urgent tasks first, completing work
within reasonable time frames; uses new and more
efficient procedures or technology, where appli-
cable.

Keeps supervisors and coworkers informed about

~-work status and consults them on problems; gives

supervisor sufficient notice of planned absences;

follows proper channels; attends staff meetings on "

time; requires minimal supervision.

Accepts additional work assignments and. helps

-.coworkers, if not too busy; carries a falr share of
- the workload : : :

Puts in the time and effort needed to accomplish
assignments; follows through on assigned tasks.

(Continued on Next Page)

Almost Always:

Prioritizes own workload, effectively juggling tasks
to accomplish high-priority assignments; handles
urgent work with unusual speed and efficiency; sets .

- and meets challenging time frames; works diligently

to develop new and more effective ways to accom-
plish work, and implement new uses of current
procedures and technology, where applicable.

‘Discusses work status and crltlcal problems wnth

supervnsor and relevant coworkers; makes complete
arrangements for accomplishing duties during ab-
sence, anticipating all possible obstacles; consci-
entiously follows proper channels of communica-
tion; attends.and participates enthusiastically in
staff meetings; reqmres minimal, if any, supervi-
sion. _

Actively pursues additional responsibilities, requesting

‘challenging, novel, or unusual assignments; volun-
- - tarily pitches intohelp coworkers, even when busy;
-carriesa substantuai workload. o .

‘Eagerly contnbutes whatever addmonal tlme and
effort required -to ensure a timely, high-quality

product; concentrates and works persistently on the
assignment at hand, even if interrupted frequently.

. 101/97 -
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Frequently:

Reacts to 'c':ons<truct|ve feedback with hostility or
defensiveness; attempts to shift blame or respons1-
bifity for mlstakes :

Is lax ébout' fdllowihg important policies or proce-
dures; inappropriately ignores policies or proce-
dures without consulting the supervisor.

Unaccéptable

Needs Improvement .

3. IndividualWork Productivity

Usually:

Accepts constructive criticism; responds positively
to suggestions for improvement; acknowledges
own mistakes and takes corrective action.

Follows policieé'ahd procedures;f checks with su-

pervisor to ensure adherence to appropriate

Fully Successful

Exceeds Fully Successful

~ AlmostAlways: -

Is highly responsive and open to feedback, encout-
aging others to provide suggestions for improve-
ment; takes responsibility for own: mlstakes and

: dlllgently avonds fecurrence.

: Is.:well-versed.m and correctly-applies all policies

and procedures; follows pertinent policies and

‘procedures rigorously, but departs from standard
“procedure, obtaining superwsory approval when -
- warranted ' _

Outstanding K
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4. Coaching and Motivating

Assigning and delegating tasks clearly and equitably while taking account of subordinates’ interests an
priorities, policies, and goals of GAQ; setting clear performance standards and specific goals with others; v
feedback, goal setting, recognition, awards, and promotions; providing timely, tactful, and constructive fe
appraising others fairly and objectively; taking disciplinary action when appropriate; planning or conductlnc
acfivities with others; disseminating necessary information.

Frequently:

Provides minimal background information on work
assignments; fails to explain project objectives;

mrarsicdan litdla $anly Airantinn Ar vuamira lame

PIVVIUCOS Il Lasn lJ]lUbllUll Ui vayuo, ullblGal
information about performance expectations, leav-
ing staff with many questions; is inaccessible to
staff.

Does not delegate work effectively, giving assign-
ments to individuals who lack required experience
or training or failing to give skilled employees

important tasks; makes work assignments in a.
-random or biased fashion; fails to monitor del-

egated tasks.

. divsahe with
UUCD 1 |Ul Ucd‘ \l\)‘ |°l| U\Alvc

mance. or motivational problems; threatens or
ridicules employees; provides little feedback or
provides feedback that is vague, negative, or
untimely; fails to recognize or reward extra effort or
high-quality work; gives-orqefs without supportor
explanation; corrects employees’ work without ex-
plaining what went wrong or how to improve.

mnlavaa na
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Usually:

Sets work priorities and goals for employees;
provides written or oral job expectations to staff;

r-Walda o Neld v mbion e mmmmenbon fomens

holds grGup of individual meetings; accepts input

from staff; is available for employees’ questions.-

Delegates work appropriately; keeps track of progress
on delegated tasks.

Noale wi

rewards good performance provndes adequate
feedback on how to perform tasks correctly; deals
effectively with most employees.

(Continqed on Next Page)
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Frequently:

Displays disinterest in or fails to become appropri-
ately involved with staff problems, difficult interper-
sonal situations, or troubled employees; does not
help others address these issues.

Makes performance evaluations that are not sup-
ported by examples of performance or. tied to
performance standards; appraises and disciplines

“unfairly, and/or untimely with no advice for i improve-
ment; focuses on the negatives and fails to mention

the positives during performance reviews.

Leaves training and developmental activities strictly
to the initiative:of employees; does not identify
training deficiencies or needs of staff; fails to
advise employees on training options or provide
appropriate training opportunities; views time spent
intraining as‘shifking’job responsibilities, ignoring

~ potential merits of training.

Unacceptable

Needs Improvement

4. Coaching and Motivating

Usually:

Adequately deals with staff problems, difficult
interpersonal situations, and troubled employees;

advises others when they are addressmg these .
_issues.

Observes and appraises performance timely and
effectively; identifies performance examples to

. justify ratings; takes disciplinary or adverse action .
when necessary; conducts performance reviews.
openly, listening to employees’ pomts of view.and -

providing balanced feedback.

Informs employees of available training programs

and helps employees plan ways to meet perfor-
mance improvement goals; encourages staff to

develop individual training plans.

| Exceeds Fully Successful

Almost Always:

Ensures early identification of staff problems, .
successful confrontation and resolution of difficult

interpersonal situations, and. prompt referral of
employees to counseling when appropriate; will-

. ingly works with others to successfully accomphsh

these activities.

_ Evaluates job performance accurately, timely, and
.objectively based on performance standards; sup-

ports evaluations with relevant examples of perfor-

.- mance; skillfully discusses performance evaluation
-with employees, identifying strengths and areas
- needing improvement; deals directly and objec-
tively with performance problems; maintains a

helpful, constructive attitude, establishing two-way
communication.

. Supports and encourages employee'develobmen-

tal activities; counsels employees about training
needs, informing them of available training courses

-and other opportunities; provides opportunities for

a broad spectrum of both formal and on-the-job
training; skillfully tailors developmeént plans and
activities to .the skill and knowledge level of

‘employees; is eager to discuss career advancement

and the developmental expenences required.

Outstanding

1011/97
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5. Applying chputer Capabitities‘

Settmg up tasks to use computer functions effICIentIy using computers to manlpulate summarize, or prepare presentations of
information; selecting and using appropriate software for task accomplishment, combining computer functions or software crea tively
and effectively to enhance task quality and timeliness; using computer networks/groupware or other emergent capabllmes to

streamline work productivity.

Frequently:

Avoids fearning about computertechnology imple-
mented by GAO; fails to learn how to use new
computer equrpment or software until long after
implementation by GAO; fails to refer to manuals to
learn or answer questlons about computer equip-
ment or software; requires excessive assistance
from others.

{s unable to use computer functions or software
packages; lacks knowledge of available software,
overrelying on one software package for all work or
performing tasks manually, is unable to use the
computer to share information electromcally, per-
form job tasks, or generate alternative ways to
present information; fails to set up tasks in a way
that utilizes computer functions effectively.

Unacceptable

Needs Improvement

Usually:

Leams computer technology implemented by GAO;
learns to use new computer equipment or software;
refers to the appropriate manuals, attends tralnlng
courses, and practices new skills. .

Uses computer functions and software packages
properly; develops practical ways to use computer
capabilities; is knowledgeable about a few differ-

"ent software packages; sets up tasks to. utilize .
. computerfun_ctions appropriately.

Fully Successtul

Exceeds Fully Successful

Almost Always: -

Adapts readity' to computer technology upda'te’s and
software innovations; strives to master new-com-
puter equipment or software as soon as possible -

- afterimplementation by GAO; refers to the appro-

priate -manuals and attends training courses to -
learn or answer questions about differentcomputer
equipment or software; updates and fine-tunes own
computer skills.

Adeptly applies computer tunctior\s and software
packages in ways that minimize clerical assistarice

-needs, economize time, and enhance efficiency; -
-develops innovative ways to use computer capabili-
_ties to enhance work quality and streamline produc-:

tivity;: actively seeks opportunities to apply. ad--
vances in computer technology to existing methods -
and procedures; capitalizes on the strengths of
different software packages, integrating different
packages to ensure that the final product is of the
highest quality; sets up tasks to utilize computer
functlons efﬂcuently

Outstanding
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6. Acquiring and Applying Specialized Knowledge

o

Keeping current in one’s job-related area of specialization or responsibility; applying knowledge effectively to enhance job
performance and products; providing sound advice and consultation; bringing knowledge to bear in the exercise of competent
judgment; adhering to the standards of one’s profession or job.

Frequently:

Lacks knowledge about policies, procedures, regu-
lations, or legislation that applies to own area of

specialization or responsibility; fails to keep up with

changes in policies, procedures, regulations, or
legislation that affect own area of responsibility or
specialization; fails to recognize how changes in
policies, procedures, regulations, or legislation
affect own area of specialization or responsibility,
and is, therefore, unable to help GAO respond
appropriately.

Makes little or no effort to increase own knowledge
and skills; ignores training opportunities and devel-
opmental activities; relies excessively on others to
keep informed in area of specialization.

Lacks knowledge or understandmg in own area of
~specialization or responsibility;.applies principles .
mapproprlately or overlooks important technical -
considerations: when. making decisions, .exercising .

judgment, or responding to questions; is not sought
oout for job-related advice; fails to adhere to the
standards of own job or profession.

Usually:

Is knowledgeable about policies, procedures, regu-

lations, and legislation that apply directly to own

area of specialization or responsibility; is aware of
changes in policies, procedures, regulations, and
legislation and how they affect own area of
responsibility or specialization.

Almost Always:

Is knowledgeable about all policies, procedures,
regulations, and legislation that apply directly, as
well as indirectly, to own area of specialization or
responsibility; stays abreast of changes in policies,
procedures, regulations, and legislation that affect,
even indirectly, own-area of responsibility or spe-
cialization; quickly and accurately recognizes how
changes in policies, procedures, regulations, and
legislation -affect own area of responsibility or
spec:ahzahon and takes actlon to ensure that GAO

s responds appropnately

Attends training courses and participates in other
developmental activities when encouraged to do

$0 by a supervisor; tra_cks key written sources to.

keep abreast of developments in area of special-
ization. .

. Appropriately-applies knowledge relevant to own :
.area of specialization: or. responsibility;: makes -
. decisions, exercises:-judgment; and: responds to

. area;.adheres to the standards of own job or -
-professnon

(Continued on Next Page)

_questions.in.ways that.are technically correct; is-: -
recognized as knowledgeable -in ‘'own specialty:

: Actively.n pursues opportunities to enhance own
knowledge and skills; seeks out additional training
-and requests challenging assignments; reads nu-
merous written sources, contacts sources outside
GAQ, and attends professional development activi-
ties (e.g., seminars, conventions) to remain highly

" informed in area of specialization.

;;Demonst(ates exceptional - depth and breadth of
- knowledge in own area of specialization or respon-
« sibility;makes-décisions; exercises judgment, and
responds:to-questions in ways.thatillustrate solid
conceptual and practical understanding of a spe-
-.cialized topic; is recognized as knowledgeable in
own spec1alty area and is sought out for job-related
advice; ensures that the standards of own ]Ob or
profession are upheld

10/1/97
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Frequentiy:

Provides advice or consultation that is too techni-
cal, impractical, superficial, inaccurate, or mislead-
ing; allows personal views, interests, or biases to

influence judgment; is unable to recognize even’

major flaws in the. reasoning or arguments of others
when own specialty area is involved.

6. Acquiring and Applying Specialized Knowledge

Usually: S Almost Al

Provides-advice or conéultation that:is accurate, .. Provides

- objective, and appropriate for:the situation; recog- - - technicall

nizes flaws in the reasoning or arguments of othersr - straints, a
~.whenown specialty area is involved. 1 ... even subt|

others whe

Unacceptable Needs Improvement Fully Successful Exceeds Fully ngﬂcgs”s‘
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7. Gathering information

Determining the kind of information required for a project, assignment, or case and the strategy for obtaining it; identifying missing or

ambiguous information; oblaining all essential information; identifying and de veloplng key information sources; researching relevant

sources or using other fact-finding methods to gather or clarify :nformatlon, ensuring that information is both current and accurate;
_ overcom/ng obstacles to obtaining information.

Frequently:

Gathers information that is incomplete, inaccurate,
outdated, or misleading; rarely identifies additional
information; does not persist in identifying missing,
obscure, or difficult to locate material; does not
gather information within necessary time frames.

Fails to limit the amount and kind of information to
be gathered, thus includes irrelevant information;
does not specify the deadline for the materiat to be
gathered; does not develop a strategy to pinpoint
the most essential data.

* Fails to conduct ‘or does not prepare adequately for

_ mformatlon gathenng interviews; because inter-
views are poorly prepared or organized, important
data is not elicited.

Does not know which data base to search or

accesses inappropriate data bases when searching

for information; is unable to locate required infor-
" mation (e.g., uses incorrect code words).

- Usually: .

Relies on standard sources and conventional meth-
ods to gather accurate, complete, and current
information; obtains information within a reason-
able time frame.

Gathers useful information and weeds out irrel-

evant or inappropriate material; considers the tlme
in which mformatlon must be gathered.

Interviews others and gathers necessary informa-

tion; is adequately prepared for mformahon-gather-

ing interviews.

Is sufficiently knowledgeable about relevant data : -

bases to search for, retrieve, and access informa-

_tion effectively; uses standard search tunct|ons
properly

(Continued on Next Page)

Almost Always:

Gathers accurate, complete, and current informa-
tion in a timely manner; gathers information thor- '
oughly; resourcefully overcomes obstacles when
gathering missing, obscure, or difficult-to-locate
material. _ : '

Accurately defines limits on the amount and kind of
information to be gathered, pinpointing the most

- useful and relevant materials; determines appropri-

ate time frames and gathers information accord-
ingly; develops strategies to identify and highlight
pertment datain the most expedltlous manner.

Successfully ehcuts complete information-from oth-
ers, tacttully. probing. for essential data; is thor-
oughly.prepared and well orgamzed for mtormatlon-
gathermg interviews. . ;

,Searches for retrieves, and: accesses aIl requested

_computerized mformatlon,w:th expert:speed; effi-
..clency, and accuracy; is skilled in'using anumber of
. search methods to locate needed information. -
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Frequently:

Relies on a limited number of readily available
information or reference sources; does not ensure
the most current information is obtained. -

Designs forms, questionnaires, etc., such that
essential lnformatlon is lost, mlsrepresented or
difficult to interpret.

Unacceptable

Needs iImprovement

7. Gathering Information

Usually:

Maintains a list of important and current informa-
tion and reference sources as an aid |n data

B gathenng

Designs, effective forms, questlonnalres etc., to

collect information.

Fully Successful

Exceeds Fully Successful

| Almost Always:

Develops key information and reference sources
through research, professional organizations, con-

. ferences, and personal contacts; compiles a com-

plete list of these sources for future: reference:"
reviews information and reference sources to en-
sure the most current informatior is obtamed

Desugns forms questlonnalres etc., that. focus
precisely on the data gathering need and maximize
efficient use of respondent time.

Outstanding

10/1/97
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8. Collecting Evidence

Collecting evidence to objectively prove or disprove allegations of criminal or administrative violations of laws or regulations; taking
depositions or sworn statements; eliciting case-relevant information from others in hostile as well as cooperative environments;
maintaining cover during surveillance, and handling surveillance equipment appropriately; obtaining evidence that is germane to the
allegations and will be admissible in court; ensuring adherence to rules of evidence, rules of discovery, ethical standards, and GAO -

authority.

Frequently:

Is lax about following GAO authority, rules of
evidence, rules of discovery, or ethical standards
when conducting investigative procedures; pro-
duces evidence that is inadmissible.

Does not appropriately investigate crlmlnal or
administrative aliegations; conducts cursory re-
search on the necessary provisions of laws or
regulations; when conducting background investi-
gations, research, or other checks; fails to obtain
all requisite information or to verify information
adequately; does not obtain the required evidence.

Fails to locate or interview key witnesses; does not
probe for additional information from hostile or
vague witnesses; intentionally misleads witnesses

to gather negative information; has only limited .

access to sources of sensitive information; loses
objectivity while conducting an investigation.

Conducts searches carelessly or without_'adeqdate

explanation to those involved, creating disruption

and failing to obtain useful evidence.

Usually:

Follows GAO authority, rules of evidence, rules of

discovery, and ethical standards in conducting
investigative procedures.

Investigates criminal and administrative allega-

tions completely; researches pertinent provisions

of laws and regulations; conducts background
investigations, research, and other checks, verify-

ing information obtained; obtains the _reQUired'

evidence.

Locates and interviews pertinent witnesses; inter-
views witnesses in hostile as well as cooperative
environments; asks for clarification when needed;
respects sources of sensitive information; remains
objective.

Conducts searches acceptably, treating those in-
volved with respect and courtesy.

(Continued on Next Page)

" Almost Always:

Conscientiously complies with GAO authority, rules
of evidence, rules of discovery, and ethical stan-
dards; ensures that investigative procedures always
result in evidence that is admissible. ‘

Conducts probing investigations into allegations of
criminal and administrative contraventions of laws
or regulations; thoroughly researches all necessary
provisions of laws and regulations; meticulously

“conducts background investigations, research, and

other checks, carefully verifying all information;
obtains all necessary ev1dence

Can be counted on to locate and interview all

‘witnesses; skillfully interviews witnesses, listening

for:suggestions of conflicting information or undue

-influence; is especially adept at probing hostile or
-evasive witnesses to obtain clarification of vague or
‘meaningless:responses; develops and:gains the

confidence. of sources of sensitive lnformatlon

- maintains complete objectivity.

Conducts searches purposefully, systematucally and
professionally, minimizing disruption and maximiz-
ing the collection of useful evidence.

10/1/97
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Frequently:

Fails to prepare a surveillance plan or conducts
limited surveillance; is detected during surveillance;

mishandles surveillance equipment.

" Unacceptable

Usually:

8. Collecting Evidence

Almost Always:

Prepares a surveillance -plan; maintains cover Devises effective and efficient surveillance plans;
during surveillance for the prescribed period of maintains:cover-during surveillance even for ex-

time; provides timely surveillance memos; handles  tended periods of time; conducts surveillance that -
surveillance equipment appropriately. . yields:exceptionallythorough information; identifies

Needs ImproVerﬁ‘ént

surveillance. equipment that. will best meet the-
needs of the situation, ensures that equipment is
. ready for use, and handles.it expertly. -+

3 o SR S 5
Fully Sui;__cessml E"’)(ceg\ds,"Ful]y Successful  Outstanding
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9. Analysis_ and Review

Interpret/ng and evaluating information to plnpomt relevant issues and recommend viable options that resolve a problem or
determine a course of action; assessing ambiguous or novel situations to develop workable solutions; analyzing evidence to
determine whether a violation of law, regulation, or GAO standard has occurred, synthesizing diverse types or large amounts of
information; identifying problems and suggesting revisions and improvements in another’s work products; choosing and applying
appropriate analytical methodologies; formulating, evaluating; or revising policies and procedures to be consistent with applicable

statutory, regulatory, and GAO standards; assessing work products for possible conﬂ/cts with GAO policy, recommending new
directions that meet both present and fulure needs.

Frequently:

Does not demonstrate an understanding of the

question, assignment,. project, or case; fails to
identify the key issues; overlooks obvious omis-
sions, inconsistencies, errors, or conflicts with GAO
policy in others’ work products; has difficulty main-
taining focus on essential matters; is unable to
draw analogies or make appropriate distinctions.

Consolidates information poorly, presenting a dis-
jointed picture; fails to provide an accurate or

complete assessment of a situation; presents a._
limited number of opttons or makes recommenda- s
* tions that ‘are ‘not fully supported by fact ‘or

consrstent with available guidance; lacks creattvrty

in analysis; fails to apply the correct analytlcal )

- methodology

Fails to give appropriate consideration to findings

~of tact; weight of evidence, laws, regulations, or

*- GAO standards when drawing conclusions, result-

- ing in extensive discussion and revision; draws
“conclusions based on incomplete, inaccurate or
outdated information; is poorly prepared for chal-

lenges.

Usually:

Demonstrates an adequate understanding of the -
question, assignment, project, or case; identifies
the important issues; identifies problems requiring -

correction in others’ work products; focuses on
relevant matters; is able to draw analogies and
make distinctions.

Consolidates information acceptably; provides a .
_reasonably complete and accurate assessment of -

a situation; chooses an appropriate analytical

methodology, conducts solid analyses and makes '

pmdent recommendatrons

_Integrates facts, evidence, laws, regulations, and
" GAO standards to draw sound conclusions based

on approprlate and up-to-date mformatron

(Continued on Next Page)

Almost Always':

Demonstrates an exceptlonal understanding of the
question, assignment, project, or case; expertly
pinpoints 'the key issues; identifies all. omissions,

“inconsistencies, errors, and potential conflicts with

GAO policy in others’ work products; maintains
focus on the most relevant matters; adeptly draws
analogies and makes precise dlstlnctlons

Skiltfully ¢ consolidates information from a. vanety of
sources;. rovrdes an accurate and complete as-
sessment of & a srtuatton presents options, weighs
alternatlves and makes creative recommendations

,Asupported by fact, consistent with avarlable gurd-

ance, and presented in the most relevant terms and

_form; chooses ‘and applies.. the correct analytlcal
' methodology, accompanred witha persuasrve ratro-
" naleforitsuse.

Uses htghly competent judgment in_integrating

‘flndmgs 'of fact, weight of evidence, laws,, regula-
tions, and GAO standards to arrive at conclusions
‘that can withstand rigorous scrutiny; draws sound
“conclusions based on accurate, thorough, and

current information; prepares for possible chal-
lenges.

10/1/97



oy °deg

Frequently:

Releases proprietary or sensmve mformatlon inap-
propriately.

Evaluates, formulates, or revises policies and

procedures incompletely, .inconsistently, inaccu-
rately, or without consultation; mirrors previous
policies or procedures without regard for new or

changing demands or suggests options that are

impractical; fails to question policies or procedures
that appear rnappropnate |acks a broad perspec-
tive.

‘Unacceptable

Needs Improvement

9. Analysis and Review

Usually:

Reviews information requests, denylng mappropn-»

ate access to proprietary or sensrtlve mformatlon

Evaluates, formulates, or revises policies and
procedures to be consistent with available guid-
ance; queries policies and procedures that are
clearly in conflict with existing standards; is aware
of most intended consequences of a change in

-polrcy or procedure.

Fully Successful

Exceeds Fully Successful

Almost Always:

Analyzes mtormatlon requests conscrentlously ensur— :
ing the appropnate release of all propnetary or.-
sensitive information. ,

Metlculously evaluates formulates or revises poli-
cies and procedures to be consrstent ‘with appli-
cable statutes, regulations, and GAO standards
and acceptable to GAO managemenl and staff;
queries policies and _procedures that may be in

~ conflict with existing gurdance or appear inappro- .

priate; antrcrpates both intended and unintended
consequenoes ofa change in policy or procedure. -

Outstanding
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10. Analyzing Information Statistically

Interpreting information that requires knowledge of statistical procedures such as déscriptiv.e summaries, group comparisons,
correlation, forecasting, significance testing, etc.; correctly and appropriately analyzing data in accordance with statistical principles
and theories; summarizing, organizing, and describing results in a clear and useful manner to aid decision making.

Frequently:

Chooses an inappropriate research methodology,

data analysis, or software package; offers no

" justification for‘or is unable to justify these deci-

sions; makes errors in statistical computation;
overlooks mistakes when checking data.

Interprets, summarizes, or reports statistical analy-
ses incompletely, incorrectly, or in a confusing

manner; presents data in a format that is not
pertinent to the needs of the organization.

" Unacceptable

Needs Improvement

Usually:

Selects a research methodology, data analysis, or B

software package appropriate to the task; explains

the rationale for these decisions; performs statisti-

cal procedures adequately; corrects errors inanaly-

ses when checking data. a

Interprets, summarizes, or reports statistical analy-

ses correctly; presents data in an understandable

fashion that satisfies the needs of the organiza-
tion. '

3

Aimost Always: '

Identifies the most appropriate research methodol-

ogy; selects technically sound, efficient data analy-

ses and provides a convincing rationale for the

_ decision; uses statistical software packages ex-
- pertly; accurately performs analyses resulting in
- descriptive summaries, group comparisons, correla-

tions, forecasting,, significance tests, etc.; rigor-

~ously checks all analyses to ensure the data are -
. correct... .. ‘ ERNEIE

: Inferprets: stétist_ical-fnaterial expertly; s.Ummar}izes

. and reports statistical analyses clearly and com-
pletely; provides data in a format that is especially
. relevant and meaningful to the organization.

_ : 4 )
Fully Successful Exceeds Fully Successful Outstanding

5

10/1/97



Ly a8ed

11. Communicating Orally

Speaking clearly and concisely in meetings, conferences, formal and informal training, and/or one-on-one comrmunications;
discussing issues and responding to questions articulately and persuasively, explaining compllcated or technical information in an
organized and easy to understand manner, tailoring oral communications to the audience; using visual alds and brlefmg materials

effectively.

Frequently:‘

Has difficulty establishing two-way communication;
does not ask for or actively listen to others’
viewpoints; is not aware of or attentive to own or
others’ non-verbal behavior; fails to ask questions
to clarify understandmg

Lacks organization, focus, clarity, or conciseness
when speaking in impromptu or planned situations;
does not impart necessary or correct information;
conveys information in a vague or confusing man-

ner so that the message is difficult to understand; -

has difficulty responding appropriately to unantici-
pated questions or comments.

Uses terms difficult for the listenerto comprehend;
loses listener attention and interest; is ineffective in
eliciting listener involvement.

‘Usually:

Participates in one-on-one communication by lis--

tening to others and fol|owung up with appropriate
questions. -

4 Speaks inan orgamzed and mformatlve manner, -
conveying a clear and understandable message; -
responds appropriately to unanticipated questions’

and comments.

Tailors language effecfively to the listener; main-
tains listener attention and mterest ehcsts listener
. mvolvement '

(Continued on Next Page)

Almost Always:

Encourages an exchange of ideas in one-on-one
communications by inviting others’ perspectives
and actively listening to others; demonstrates open-
ness and interest via appropriate non-verbal behav-
iors; paraphrases and asks queshons to clanfy and
facilitate understanding. .

Is well organlzed artlculate and concnse when
speaklng in lmpromptu or planned situations; high-
I|ghts key points and leads the listener, sequen-
tially, to an exceptional level of understanding,
maintains emphasis and focus, even in stressful
situations; responds quickly and accurately to unan-
tmpated questlons and comments

Is hlghly skilled at explalmng even dlfflcult or
techmcal concepts to those unfamiliar with them

~ develops and sustains listener aftention and inter-
“est;is hlghly effectlve in eIncntmg Ilstener involve-

ment,

10197
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Frequently:

Delivers presentations poorly, in a style that is
inappropriate for the purpose, listener, or time
requirements; may read an-entire-presentation;
-makes poor use of demonstration techniques,

- audio-visual -aids, or sample/briefing materials;
becomes so nervous when speaking to Iarg_e or ::
small-groups that the listener is distracted and

inattentive to the content.

"Unacceptable

Needs Improvement

11. Communicating Orally -

Usually:

Delivers a satisfactory presentation suitable fdrthe :
purpose, listener, and time requirements; uses-

demonstration techniques, ‘audio-visual aids, or

sample/briefing materials adequately; is comfort- -
able in verbal interactions with large and small

groups; refers to notes appropriately. -

Almost Always:

‘Has an exceptional presentation style, carefully

tailored to the concerns and time requirements of

the 'listener; is -polished and poised in verbal

interactions with any type, level, or size of audi-

ence; uses demonstration techniques, audio-visual
' aids, or 'sample/briefing materials expertly; pre-
. sentsinformation without overreliance on notes.

Fully Successful Exceeds Fully Successful  Outstanding
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~ 12.Writing

Writing materials that are logical, well-organized, and tailored to the intended audience and purpose; ensuring that materials are
- thorough, clear, concise, and accurate; adapting to specialized, innovative, or unexpected requirements in style, focus, or emphasis;
illustrating data graphically when appropriate; using the correct formal and punctuation, and checking all citations for thoroughness

and accuracy.

Frequently:

Writes materials that are poorly organized, illogical,

or fail to highlight key concepts; does not obtain’

editorial, proofreading, or production assistance
when required.

Fails to write materials appropriately for the in-
tended purpose or audience; materials lack clarity,
generating many additional questions; does not
specify to whom questions or other may be di-
rected; is frequently unable to rewrite drafts to
meet editorial standards or review requirements.

Uses incorrect grammar, format punctuation, etc.;
includes unclear, inaccurate, incomplete, or out-of-
date citations, reference materials, attachments, or
enclosures; fails to customize material or conform
to any special requirements; fails:to-use graphic
illustrations or examples or includes them in a

manner that detracts from or fails to-support the

text.

Unécceptable

Needs |_mproi:eme'nt

~ Usually: |

Writes well-organized, logical materials that cover
essential topics; obtains editorial, proofreading,
and production assistance as required.

Writes materials that are appropriate.for the

intended purpose and audience; written materials
are clear, generating few: additional questions;
specifies to whom questions or other feedback may
be directed; rewrites drafts, meeting editorial stan-
dards and review requirements.

Uses correct grammar, punctuation, format, etc.,’

and includes an acceptable list of citations, refer-
ence materials, attachments, -and.enclosures; cus-

tomizes material and conforms:to'special-require--:

ments; includes graphic illustrations or examples
that support text. - B S

Fully Successful Exceeds Fully Successful

Aimost Always:

Writes materials that discuss relevant issues thor-
oughly and are well-organized, logical, concise,
complete, current and accurate; effectively consoli-
dates a variety of perspectives into a cohesive
whole; obtains editorial, proofreading, and produc-
tion assistance as necessary. ensuring a pro-

fessional product.

Writes materials using the appropriate language,
tone, and emphasis; tailors materials to the in-
tended purpose and audience, leading to excep-
tional understanding; specifies to whom questions
or other feedback may be directed; rewrites drafts
quickly and completely, meeting editorial standards
and review requirements.

Writes materials that incorporate correct grammar,

punctuation; format, etc., using accurate, com-

. plete, and Current citations, reference materials, -

attachments, and enclosures; customizes material
and conforms to all special requirements; selects,

- organizes, and illustrates data 'grapﬁicallyfor by

example when their inclusion supports and en-
hancesthetext.

Outstanding 10/1/97
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13. Message Design and Communication

Providing early assistance, in report conferences or other leam sessions, to effect/vely outline and structure the message conveyed in written
or visual communications; conveying information in a form appropriate for target audiences or wide distribution; communicating complex,
technical, sensitive, or controversial material in a compelling manner; designing, drafting, editing, orproducmg documents, publications, or
visual communications that effectively, clearly, and fairly convey the message to the target audience in a style or structure su:table for the

purpose

Frequently:

Fails to understand the message or structure of the

- written or visual communication, so is of limited
use in report conferences or other team sessions;
is not able to envision the product as a consoli-
dated whole or effectively convey abstract con-
cepts in a workable and polished form.

Has limited intéraction with the author, client, or

other involved staff; fails to query clients about the
structure, emphasis, or tone of the message; is
unable to provide sound technical advice.

Designs, drafts, or edits written or visual communi-
cations based on a surface analysis; as a result,
products are not clearly related to the message,
conclusions, or recommendations; fails to provude
or consider suggestions for lmprovement

. Al,n_effectlvely tallors or adapts ,GAO communica-
tions to the intended audience(s); presentation or
. visual form of the communication is inappropriate

for the target audience.

Usually:

Provides early assistance in report conferences
and other team sessions to structure and outlines
the message of a written or visual communication;
is able to envision a logical and cohesive end-
product; convoys abstract concepts in a workable
form.

Works collaboratively with the author, cl'ié'n‘f, and

other involved staff; queries clients about the
structure,-emphasis,; and tone ‘of the message;
provides technical advice when asked.

Designs, drafts, or edits written or visual communi-

cations effectively; provides and consuders sugges-:

tions for. lmprovement

Almost Always:

'Uses conceptual and analytical skills to provide

early and capable assistance in outlining the
structure and message to be conveyed in a written

- or visual communication; grasps the overall picture

clearly and suggests effective means to communi-
cate even the most abstract or complicated con-
cepts in a meaningful, workable, and polished form.

‘Works collaboratively and ‘intensively with the

author, client, and other involved staff; asks insight-

“ful questions to clarify'the structure, emphasis, and

tone of the message; provides expert technical
advice on the communication of highly complex,
sensitive, or controversial material.

Designs, drafts, or edits written or visual communi-
cations that evidence superior craftsmansh|p, care-

~fully provides and: considers suggestlons for im-
:provement-and skillfully mcorporates them when

C appropnate

Effectively tariors or adapts GAO comm'anlcatnonS-
to the intended audience(s); ensures appropnate :

presentatlon or visual form.

(Continued on Next Page) - -

‘Expertly tallors and adapts GAO communications
to the intended audience(s); ensures highly profes-

- sional presentation or visual form.

10/1/97 -
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Frequently: =

Ineffectively d{raft,s»,’, éynthesizes, or rewrités GAO . Applies the GAO dimensions of quality,(accurate, »
reports or other special documents for Congress, objective, complete, and clear) when drafting,
the Executive Branch, or the highest levels of GAO synthesizing, or rewriting GAO reports and other

management.

13. Message Design and Communication

Usually: . Almost Always:

Expertly drafts, synthesizes, or rewrites GAO
reports and other special documents for Congress,
the Executive Branch, or the highest levels of GAO
special documents for Congress, the Executive management resulting in‘exceptional written work
Branch, or the highest levels of GAO management.  which apply the GAO dimensions’ of ‘quality

. o R -~ " (accurate; objective, complete, and clear). :

Unacceptable © Needs Improvement  Fully Successful Exceeds Fully Successful Outstanding
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14, Substantive Editing

Editing or recommend/ng revisions in written documents for logic, focus, effective organization, clarity, relevance of material strength
of evidence, persuasiveness, length, and overall tone and balance; revising documents lo ensure excellence in the communication of

‘a position.

Frequently:

Reviews, edits, or recommends revisions to written

documents .in.a manner that makes little, if any,
improvement to the substance of the document or
is editorially incorrect; makes editorial changes that
‘may after the technical accuracy of the document;

~ provides minimal editing or copy edits a document .

fthat requrres substantial revision.

Fails to commiunicate with the author dunng the
editing process; makes revisions that are ambigu-
ous, lack clarity, or are based primarily on personal
style preference; provides no guidance when the
author is handling a major rewrite on his/her own;
presents little or no rationale for recommended
changes, impeding collaboration, acceptance, or
learning.

Unacceptable

Needs Improvement

Usuelly:

Reviews, edits, or recommends revisions to written
documents in a manner that improves their quality
(e.g., organization, clarity, overall tone, focus) and
is editorially correct; ensures that editorial changes
do not alter technical accuracy; edlts at the level
requrred :

Communicates with the author at regular mtervats ,

throughout the editing process;. presents the au-
thor with an explanation for suggested revisions.

Fully Successful

Exceeds Fully Successful

Almost AIWays:

Exercises expertjudgment in reviewing, editing, or
recommending revisions to written documents; makes

. _suggestions _that significantly .improve the final
. product and are editorially excellent; ensures that
- editorial- changes enhance but do not alter the
- technical accuracy of the document; supplres a

seasoned editat the level requnred

'Drscusses with the author the extent ot the edrt

requrred atthe. outset of the project and throughout
the edltrng process; honors the author's valid
writing style; tactfully and persuasively presents the

- author: with an articulate rationale for. suggested

revisions, facrlltatrng collaboration, acceptance, and

_ learning..

. Outstanding

10/1/97
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15. Copy Editing .

Copy editing written documents in accordance with appropriate editorial style; meticulously checking grammar, éynta)c, punctuation,
citations, format, elc., to ensure professional editorial and publication standards for written products; constructing style sheets to aid
in the editing process; annotating drafts clearly, ensuring consistency in printed work.

Frequently:

Hastily copy edits written documents, missing
errors in grammar, syntax, spelling, punctuation,
citations, or format; when corrections are made,
does not amend all relevant materials affected by
the changes. '

Fails to identify written documents that do not

conformto appropnate editorial style or publication
standards; lacks knowledge of editorial style or
_publication standards and does not consult edito-
rial style manuals when editing; makes unclear
corrections on draft copies; fails to use appropriate
editorial style when annotating drafts.

Usually:

Carefully copy edits written documents, correcting
errors in grammar, syntax, spelling, punctuation,
citations, and format; when corrections are made,
ensures that relevant materials are amended.

Identifies written documents that do not conformto
appropriate editorial style and publication stan-
dards; applies knowledge of editorial style and
publication standards to editing tasks, reviewing
editorial style manuals when necessary; makes

_clear corrections on draft copies.

(Continued on Next Page)

Almost Always:

Promptly and metnculously copy edits written docu-
ments, correcting all errors in grammar, syntax,
spelllng, punctuation, citations, and format, even
under time pressure; when corrections are made,
ensures that all relevant materials are amended
and all appropriate people are informed; chooses

an effective copy editing method, after considering

the importance of the document, time constraints,
and availability of other personnel.

Meticulously identifies all written v’docum'ents thait' -

~do not conform to appropnate editorial style and .

publication standards; proficiently applies extensive
knowledge.of editorial style and publication stan-
dards to editing tasks, conscientiously consulting
editorial style manuals before and during editing
tasks; makes clear corrections on draft. copies~ .

~ using appropnate editorial style.

10/1/97
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Frequently:

' Prepares stylé sheets that are so disorganized-or

lacking in detail that they are useless as a guide to
other editors; fails to use aids such as style sheets;

inconsistent.

* Unacceptable

Needs Improvement

15. Copy Editing

Usually:

Prepares appropriate: editing aids such as style
- sheets, that guide other editors and ensure consas— ;
- tency within a written document. :
as a result, written documents are often internally

Fully Successful

Exceeds FulljSucéessfﬂl'

: ~7A|ihost.Alw.ay_s:(

Adeptly prepares and uses aids such as style

‘~sheets to enhance the quality of edit work, thus

maximizing consistency within written documents
and skillfully guiding the efforts of other editors;
when asked to take over an editing task, locates

- -and uses style sheets prepared by the original

editor so' editing is consistent throughotit the

~document and there is no duplication of effort;
* incorporates an author's use of unconventional
.- wording or style into a style sheet, after asking the
-~ author to verify that the usage is intentional.

. Outstaﬁding ‘

10/1/97
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16. Intervention

Using diagnostic intervention to implement the appropriate treatment, individual or group counsellng method, referral, or psycho-
educational approach needed to remedy or resolve employee difficulties; helping supervisors recognize staff problems, confront
" difficult interpersonal situations, or refer troubled employees to counseling when necessary, maintaining confldentlallty and abiding

by ethical standards.

Frequently:

Uses employees’ time poorly, makes employees
wait, failing to consider their job duties and
responsibilities; does not listen well and thus does
not collect all necessary diagnostic lnformatlon
fails to put employees at ease.

Has difficulty combining various assessment data
to arrive at a realistic picture of employees’
presenting problems.

Chooses an ineffective counseling approach or
makes an inappropriate referral; has difficulty
gaining the consent of employees to participate in
suggested treatments.

Unsuccesstlly implements counseling theories-or

techniques; becomes visibly upset when employees
show a lack of progress or.become discouraged;-
fails to recognize problems that are best handled

outside the GAO counseling community.

- Usually: .

Keeps scheduled appoihtments when possible;
listens to employees and collects necessary diag-
nostic information; puts employees at ease.

‘Uses diagnostic assessment tools appropriately to -

determine the nature of employees’ problems.

Chooses treatments or referrals that are appropri-
ate for the employees’ difficulties and in which
employees agree to participate.

Successfully implements counseling theories and

techniques;- makes effective referrals; is aware of
which-problems are adequately managed within .

the GAO counsehng community.

(Continued on Next Page)

Almost‘A|ways:

Makes the best possible use of employees’ time;
actively listens to employees’ discussion of career
or personal problems; skillfully probes for essential

_and enlightening diagnostic information while main-
- taining a relaxed atmosphere. .

-Expertly-combines information from interviews,

behavioral observation, standardized tests, and
other sources to arrive at'a professional assess-
ment of the nature and extent of employees’
personal or career problems, even in the most
difficult and complex diagnostic situations.

Applies competent, professional judgment to choose -
a highly effective treatment, counseling method,
referral, or psycho-educational approach to remedy
employees’ difficulties; tactfully and persuasively

- convinces employees to participate i ln the chosen

approach

Successfully |mplements mnovahve and state-of— '
the-art counseling theories and techniques that
ameliorate employees’ presenting problems; recog- -
nizes situations that require immediate and profes-
sional crisis intervention; identifies probiems out-
side the scope of GAQ’s area of expertise and

" makes referrals based on a thorough review of the
treatment community. :
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Frequently:

Displays disinterestin helping supervisors become -Helps supervisors'deal with staff problems, difficult *
more actively involved in staff counseling and

referral. i

" Unacceptable

Usually:

'Need‘s' lmprovemeht‘ o

16. Intervention

interpersonal situations, and troubled employees.

Almost Always:

Willingly works with supervisors to ensure early
identification of staff problems, successful confron-

.. tation and resolution of difficult interpersonal situa-

4

tions, and prompt referral of troubled employees to
counseling when appropriate. '

5

Fully Successful Exceeds Fuilj'['siucéeés‘fm - Outstan&ing
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17.Representing GAO

Dealing effectively and efficiently with other government agencies, business and professional groups, colleges and universities, efc.;
providing convincing support for a point of view within the GAO community; demonstrating prafess:onallsm in all contacts, both

official and unofficial.

Frequently:

Displays an uncooperative or disinterested attitude
in professional relationships; is a poor advocate for
GAO's interests.

‘Serves as an ineffective representative of GAQ in
dealings with government, business, professional
groups, colleges and universities, or the media.

Does not contribute to the exchange of information

when attending meetings or conferences, creating
an unfavorable impression of GAO.

Unai:ce‘pta’ble :

: - Needs Improvement .

Usually:

Demonstrates interest in building professional rela-

tionships both within and outside of GAQ; consid- -

ers GAO’s interests when advocating a point of
vuew

Is an effective GAO representative in interactions
with government, business, professional groups,
colleges and universities, or the media.

Actively participates in 'meetihgs and conferences
when representing GAO.

, Fully’:Succ'essfulv :

Exceeds Fully SuéceSSfuI :

Almost Always:

Sets an example of maturity, excellence, and -
integrity as a representative of GAO; skillfully builds
rapport and develops positive professional relation-
ships both within and outside of GAO; persuasively
advocates for GAO's interests.

Is highly credible, polished, and prepared when
dealing with government, business, professional
groups, colleges and universities, or the media,
enhancing GAO's reputation. '

SuCCessfuIIy impacts meetings and conferences by
exchanging data, discussing common problems,

suggesting initiatives, etc.; successfully promotes
GAQ’s public image.

-Outstanding -
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18. Checking, Examining, and Recording

Selecting and completing forms accurately and completely; carefully examining, recordlng, verifying, checking, and proofing
information to ensure accuracy and completeness; correcting errors and problems; updating logs, records, and files regularly,

obtaining needed approval or signatures.

Frequently:

Overlooks or misses errors, even when there is little
time pressure; forwards or processes inaccurate
forms, records, documents, etc.

Completes forms slowly or carelessly; selects an
inappropriate form for the situation; does not
double-check work; overlooks important information
on paperwork; fails to respond to forms, orders, or
advances that require immediate attention.

Omits appropriate or obtains inappropriate informa-
tion, signatures, or approvals; forwards materials
without verifying that critical information is present
or accurate. '

Fails to take action to correct errors or problems;

corrects errors only in the material at hand, making

“.no attempt to correct the problem in other areas

that may also be:affected.

Allows logs, records,>or files to become outdated,

) making retrieval and tracking of accurate informa-

tion difficult or impossible; fails to note important
change-of-status information.

Usually:

Detects and corrects errors; forwards or processes
forms, records, and documents correctly.

Selects and completes forms appropriately and
correctly; attends to important information on
paperwork, making sure that action is taken within
areasonable time frame.

Almost Always:

Has a good‘eye for detail;’ detects and corrects all -

. errors, even under time pressure; notices errors or

inconsistencies that others have missed; forwards
or processes forms, records, and documents in a
timely and accurate manner.

Selects-and completes appropriate forms quickly
and carefully; double-checks work, processing pa-
perwork that is virtually error-free; attends to and
follows through on important information in paper-

.. work, ensuring that any needed action is taken

Checks forms for appropriate information, signa-
tures, and approvals, obtaining additional informa-
tion when needed.

Takes action to correct e‘rrors and problems identi-
fied in forms, records, and documents; attempts to

correct errors and problems in other areas that are .
~obviously affected.

.-Updates logs and records accurately.

(Continued on Next Page)

quickly; expedites forms, orders, or advances that
requure lmmedlate attention.

Obtains all -appropriate information, signatures,
and approvals promptly; conscientiously verifies v
that all information is present and accurate before -

forwarding materials.

“Takes prompt, thorough action to correct any errors
~and problems identified ‘in forms,’ récords,-and
- documents; goes to extraordinary- lengths to'ensure

that important errors and problems are corrected in
= all areas that could be affected. . ‘

.Keeps logs, records, and files that are so accurate

and up to date that information is readily available
at any point in time; updates logs, files, and
records, noting every important change-of-status.
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18. Checking, Examining, and Recording

Frequenﬂﬁ: , , - ‘Usually: k Al_mostAIwa\”r,é_:v,-,,

Makes computation errors (by hand or by calcula- Makes calculations (by hand or calculator) and
tor) and fails to catch these mistakes; does not catches mlstakes
question figures or notice that figures look wrong. _

“Ensures that calculations’ (by hand or by calculator)
are-virtually error-free, questlomng and recalculat- -
ing-figures that “look-wrong;' double:checks the -

-~ acouracy of calculatlons Identlfylng and correctlng
- allerrors:: h

1 2 , 3 4 5
Unacceptable Needs Improvement Fully Successful - Exceeds Fully Successful - Outstanding

s 101097
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19. Inspecting

Thoroughly inspecting property, equipment, and work space quality; identifying present or potential defects, faults, and hazards and
following up to ensure correction; ensuring procedures are followed fo meet all safety standards and codes.

Frequently:

Conducts only cursory inspections,-ignoring or
overlooking areas that are inconvenient to access;

_fails to review background information on areas to
be inspected, and is, therefore, uninformed about
potential problems.

Does not conduct physical inventories or performs
only a quick ‘walk through' inspection; fails to note
missing items or items in poor condition.

Is unobservant, overlooking or ignoring aspects of
the workplace that may present safety hazards or
code violations; lacks knowledge of safety codes or

standards so is unable to rectify present or poten- -
. tial'hazards or violations.

Usﬁally:

Conducts inspections effectively, checking areas
carefully; checks background information on areas

to be inspected before conducting the inspection -

tour.

Conducts physical inventories adéqhately; notes
missing items and items in poor working condition.

Notices safety hazards and code violations; uses
working knowledge of safety codes and standards
to search for, correct, or remove potential hazards
orviolations.

(Continued on Next Page)

Almost Always:

Conducts inspections thoroughly, accessing and
examining even out-of-reach areas; takes whatever
steps are necessary for thorough inspection, per-
forming physically awkward, unpleasant, or strenu-
ous activities; is aware of all potential problems,
gathering background information on the area to be
inspected; carefully checks for potential problems
throughout the mspectuon

Is exceptlonally thorough and accurate when con-

ducting physical inventories; carefully inspects and
notes condition of all office equipment, furniture,
machinery, etc.; promptly takes action to locate,
repair, or replace inventory items that are missing,
broken, or worn out. '

Is keenly attuned to all aspects of the workplace

" that may present safety hazards and code viola-
~tions; even those that are not readily | noticeable;
“uses extensive knowledge of safety ‘codes and
- standards to rectify exlstlng and potentlal hazards

“or vnolaﬂons
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Frequently:

Makes little or no attempt to ensure that the
workplace conforms to applicable safety codes or
standards; fails to correct safety hazards or code
violations; does not follow up to ensure that
hazards or violations have been corrected.

Unacceptable

' Needs Improvement

19. Inspecting

Usually:

Ensures that the workplaée conforms to applicable
safety codes and standards; takes action to correct
safety hazards and code violations; follows up to

- ensure that hazards and violations have been

corrected.

Fully Successful

Exceeds Fully Successful -

Almost Always:

Ensures that the workplace conforms to applicable
safety codes and standards; methodically notes all
equipment, material, workspace, etc., that violate
safety codes and standards; takes immediate ac-
tion to correct or remove safety hazards and code’
violations; proactlvely corrects or removes potentlal
hazards and violations, followmg up to ensure that_
they are corrected promptly

Outstanding

- 10M1/97
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20. Handling and Processing Materials and Mail

:Operating office equipment and handllng GAO matenals safely and eff/crently malntalnlng and prowdlng an adequate store of
supplles handlmg alli mcommg and outgorng mailand matenals to ensure proper packagmg and dlstnbut:on

Frequently:

Keeps excessive amounts of unneeded supplles
and runs short of critical supplies.

Delivers mail slowly or inaccurately; gets so far
behind schedule on mail runs that important pieces
of mail miss mailing or delivery deadlines; does not

. obtain proper sighatures on special mail.

: Makesphotocopying or collatirlg errors; prepares
.-documnents that look unprofessional (e.g. not aligned,

pages out of order); spends inordinate amounts of
time on photocopymg requests; fails to refill the
copier.

_ Fails to destroy or uses :lmprdper;«methods to

destroy sensitive:material; fails to interrupt destruc-

tion of lower priority materials in order to destroy :

more important-materials, is inattentive or careless
when using shredding machines.

Usually:

‘Keeps track of typical supply needs; orders sup-
plies far enough in advance to ensure an adequate
store of supplies.

Delivers mail at a reasonable pace to the appropri-
ate location; makes regular mail runs so that mail is
sent and delivered in a timely manner; obtams
requured sngnatures on special mail.

Completes photocopying and collating assignments

. -quickly-and accurately; refills the photocopier when

- supplies-are depleted.

-Follows: correct procedures to destroy sensitive -
materials; uses shredding equipment properly.

(Continued on Next Page)

Almost Always:

- Maintains a complete, but not excessive, store of

supplies, including extra amounts of any critical
supplres antrmpates upcomrng needs, thus, is able
_tofill even unusual orders; requusmons supplles far
enough in advance so that they arrive before
emstrng stores are depleted.

Dehvers mail quickly and accurately, is hlghly
knowledgeable about GAO's physical layout, deliv-
ering 'mail‘to: the correct- person and place effi-
-ciently; stays on schedule, ensuring thatimportant
pieces of mail are sent out and delivered promptly,
“'obtains srgnatures fromthe authonzed persons on
speclal mall |tems

Completes all photocopylng and collating assngn-
-ments in-a highly effective and efficient manner,
double-checking page sequencing and alignment;
refills' copier with paper and toner so that photo-
coprer is ready for use.:

ls hlghly consmentlous about followung correct
+procedures to-destroy sensitive material; destroys
the most important material first, destroylng less
important material later; uses shredding equipment
carefully, taking steps to avoid personal injury.
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Frequently:

Allows office equipment to fall into. disrepair; is
unable or unwilling to perform even simple equip-
ment maintenance or repair when needed (e.g.,
removing jammed paper from printers or copiers);
fails to call for service promptly when office
equipment breaks down.

Weighs, sorts; or counts mail or materials slowly or
inaccurately; fails: to verify packing lists; uses
inappropriate mailing methods, failing to consider
both cost and time requirements; wraps, packs, or
crates materials ineffectively or inefficiently; marks,
stamps, or labels mail or matenals slowly or
inaccurately. :

Handles heavy objects carelessly, overlooking safer
ways to move material; damages objects or injures
self.

Unacceptable

Needs Improvement

20. Handling and Processing Materials and Mail

Usually:

Keeps office equipment in working order; cleans

. and conducts routine maintenance on most office

equipment as needed; calls for service when ofﬂce
equipment breaks down.

Wéighs,»sons, or counts mail or materials promptly -

and correctly; checks packing lists; uses the appro-
priate mailing method, wraps, packs, or crates
materials securely; marks, stamps, or iabels mail or
materials promptly and properly.

Handles heavy objects safely and carefully.

Fully Successful

Exceeds Fully Succssshul

Almost Always:

Meticulously maintains office equipmentin the best
possible working condition; cleans and conducts

-routine maintenance on equipment between pro-

fessional service calls; performs simple to moder-
ately difficult equipment repairs when needed;
promptly calls for service when office equipment

- breaks down and follows up to ensure correctlon

Is unusually quuck and accurate. when welghmg,
sorting, or:counting mail or materials; systemati-
cally verities all packing lists to be certain outgoing
mail contaiins the correct materials, objects, forms,
etc.; takes both time requirements and cost consid-
erations into-account, when selecting the ‘most
appropnate mailing method; wraps, packs orcrates
materials effectively and-efficiently; marks, stamps,

~ or labels’ mail and materials so correctly and

carefully .that all »mall is processed in a highly
efficient manner.

Is highly conscientious and safety-minded when
handling heavy objects; takes extra steps to avoid
damage to matenal and personal mjury '

' Outstanding
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21, Managing

Manag/ng an organizational unit or work group in support of its overall mission, policies, procedures, and regulations; forecasting,
organizing, budgeting, and using financial, staffing, current technology, and other resources to achieve operating goals and
Affirmative Action and Equal Employment Opportunity program responsibilities; balancing competing demands or points of view,
coord/nat/ng across offices or divisions within GAO; anticipating obstacles, reallgmng priorities, and taking action to overcome
emergencies, unexpected situations, or the loss of important resources.

Frequently:

Develops resource plans that are vague, unrealis-
tic, or over or underestimate needs; fails to identify
resource needs promptly, leaving insufficient time
for action.

Plans or applies work procedures, policies, and/or
technology that are out-of-date, unresponsive to
office needs, or inconsistent with established
guidance or Affirmative Action and EEO program
responsibilities.

" Does not deﬁhébf pboﬂy defines pfiofiﬁes; estab-

lishes priorities that are unworkable, given needs of

affected offices and divisions; favors completion of .

pet projects at the expense of more high-priority
work; distributes work or allocates resources ineffi-
ciently.

Usually

Develops reasonable resource plans, |dent|fymg
_resource needs in sufficient time to take-action.

Plans and applies work procedures, policies, and/
or technologies that meet office needs, support
the overall mission, and are consistent with estab-
lished guidance and achieve Affirmative. Actlon and

"EEO program responS|b!||t|es

Defines priorities, allocates, and reallocates re-
" sources practically, such that assignments are -

c“omplet_edv on schedule within cost, checks with
affected offices and divisions to ensure priorities
are reasonable.

(Continued on Next Page)

~ Almost Always:

Forecasts long-range resource needs insightfully;

- promptly formulates resource plans that are fully

supported by information about past performance,
current and anhc:pated trends, and strategic pro-
jections. ,

Proactively plans and implements work procedures,

-policies and/or-technologies that:significantly en-
- hance work accomplishment, facilitate transition
during periods: of change; ensure mission-accom-

plishment; are consistent with established guid-

-ance, .and achieve Affirmative: Actuon and: EEO
program responsmllmes

Deﬂnes pnontces clearly and efﬂcnently on the basis

. of urgency, sensitivity, complexity,.and anticipated
work requirements; balances and realigns resources
-to .ensure: smooth accomplishment of competing
_ priorities;.coordinates priorities with affected offices
.- and divisions; makes assignments that maximize
efficient -and. cost-effective use-. of all avallable
resources. : ¢
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Frequently:

Fails to monitor workflow or resource usage,
resulting in delays or waste; does not attend to
obstacles, problems, or emergencies promptly.

Recruits candidates inappropriately; elicits incom-
plete orinaccurate information about a candidate’s
background so that an informed assessment of his
or her potential cannot be made; makes poor hiring
recommendations.

Unacceptable

21.Managing

Usually:

Monitors workflow and resource usage to ensure

timely work accomplishment; resolves emergencies

or problems adequately.

2

Needs Improvement

Adequately recruits a number of qualified candi-
dates; elicits job-relevant information about a
position candidate’s background so that a sound
assessment of his or her potential can be made;
makes acceptable hiring recommendations.

3

4

Almost Always:

Vigilantly monitors workflow and resource usage,
closely tracking day-to-day progress against work
schedules; establishes light internal controls -to
systematically monitor quality and volume of work
to immediately identify waste, delay, and substan-
dard work;.anticipates emergencies or problems -
and generates effective strategies to remedy ther.

Diligently searches to identify and recruit the most
highly qualified candidates; elicits sufficient job
relevant data about the candidate’s backgroundto
permit a full and.informative assessment of his or
her potential contribution to GAO; makes insightful
hiring recommendations, considering the needs of -
the organization and the position opening. .

5

Fully Successful Exceeds Fully Successful ~ Outstanding
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22, Developing and Managing Projects, Programs, and Systems

Ensuring that projects, programs, and systems are developed, implemented, and administered, glvmg appropriate consideration to all
applicable guidance; planning and monitoring objectives, goals, and timelines to ensure continuity in task accomplishment; making
adjustments in plans or assignments to deal with changing circumstances; delivering high-quality products within established time frames;

ensuring all documentation is sufficient and prec:se working proactively to apply new or existing methodologies that address current needs or

future demands.

Frequently:

Develops plans that are vague, ambiguous, incom-
plete, unrealistic, unresponsive to required objec-

tives, or technically inadequate; fails to recognize -

significant obstacles likely to be encountered;
develops plans that rewire significant modification
or must be reworked completely.

Fails to collect appropriate input or collect input but
is not responsive to suggestions; over-accommo-
dates individual preference to the extent that
quality is compromised.

Fails to consult involved offices or individuals on .

plans or problems, resulting in duplication of effort
or insufficient resolution of the problem; gives key
offices or individuals msufflcnent notice or inaccu-
rate mformatlon

~ Makes work assignments that are unreasonable,
uneven, or inefficient given staff time and resource °
constraints; fails to keep team members apprised of ‘

project-related mformatlon

Usuallyﬁ

Develops plans that adequately recognize ob-
stacles and address salient points in a realistic

time frame; develops plans that require minimal

revision for management acceptarice.

Almost Always:

Prepares detailed plans that address needs and
goals completely and economically, specifying needed
resources and ways of obtaining them; outlines

- anticipated obstacles and strategies for overcoming

them; itemizes and prioritizes activities and key

~ events, setting realistic milestones and timelines;

develops plans that are so logical and thorough

. - that management acceptance is readily gained.

Collects and reviews' input from others on plans
and activities.

Coordinates activities and events with involved
offices and individuals, providing sufficient notice
and explaining relevant details.

‘Makes work assngnments that are’ practlcal and
workable; keeps staff mformed

(Continued on Next Page)

Elicits information, feedback, and suggestions from
key offices and individuals; assesses needs, inte-
grates ideas, and negotiates competing points of
view to ensure high quality products.

Coordinates activities and evente with involved
offices and individuals, working intensively with
them on plans and .concerns; incorporates their

input and addresses their needs; gives detailed,
..»:-;.complete and accurate information.and sufficient

notice about prolect plannlng and |mplementat|on

- Experﬂy coordlnates work: a53|gnments, usmg re-

sources with maximum efficiency to achieve all
goals:and deadlines; develops and maintains esprit
de corps by keeping staff informed and involved.
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22. Developing and Managing Projects, Programs, and Systems

Frequently:

- Fails to monitor progress; allows major issuestogo
unnoticed for an excessive amount of time; does

not take prompt corrective action when problems
arise, causing disruption and delays in work; fails to
track actions and decisions or inform management
of significant events. '

Unacceptable

Needs Improvement

Usually:

Checks to ensure timely. goal accomplishment;
when obstacles arise, takes action to ensure

-minimal - disruption; keeps track of actions and

decisions and informs management of progress.

Almost Always:

Monitors progress closely, taking immediate correc-
tive action when problems arise; focuses and
realigns resources to ensure timely goal accom-
plishment; fully documents all actions and deci-
sions .and keeps management well apprised of -
progress; brings all phases to closure. - '

Fully Successful Exceeds Fully Successful Outstanding
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23. Administrative Scheduling and Coordinating

Q
A m—

Scheduling, tracking, and verifying conferences, meetings, training, travel, etc.; maklng arrangements that are economical, well
coordinated, and synchronized, taking all /nformatlon into account when schedullng and making arrangements; informing others of

afl arrangements or required changes.

Frequently:

Makes arrangements that fail to meet the requlre- “Makes arrangements that meet requrrements of

: the situation adequately.

ments of the:situation; overlooks significant as-

pects of arrangements; requires excessive supervi- -

sion to ensure all arrangements are handled.

Makes- arrangements without regard to others’

- schedules or time commitments; fails to-inform

others or gives them insufficient notice or.inaccu-

~ rate information about arrangements; fails to sup--

ply others with needed materials; as a result, others

" may be inconvenienced or unable to participate.

Fails to make or confirm arrangements; does not
identify problems, glitches, or obstacles or take

prompt corrective action when they arise.

: * Unacceptable

. Needs Improvement

Usually:

Checks others’ work schedules and plans to ensure
availability; informs others of arrangements; sup- -
- plies-them- with needed: matenals and explams

relevant details.

Confirms arrangements; identifies and resolves »
-problems in scheduling and arrangements ad-
. equately. . :

- Fully Successful-

; Exce_ederuylzlir Succes_sfulwit ‘

: Klmost Always:

' Makes arrangements that fulflll all reqmrements as
g 'efflcrently and econpmically as possnble ‘handles all
aspects-of arrangements thoroughly and com-

pletely with little orno. supervision; ties up all loose
ends; even whenthere are: many detalls to manage

'and arrangements are complex

Is hlghly responsrve to the schedules of others

-affected-by arrangements; informis “others of all
“ arrangements, giving them detailed, complete ‘and
"+ accurate information; ensures that others. recelve
- .needed materials in ample time for preparation;

follows up well in advance to ensure all arrange-

: ments are clearly understood and accepted

Takes extra steps to verify all arrangements imme-

- diately recognizes problems; generates highly ef-
: fective alternatlves .and takes |mmed|ate correctlve
actron

Outs'tanding
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24.Technological Systems Design and Analysis

Identifying technological system requirements and designing systems to meet those needs; developing applications of new or -
existing methods or technologies; ensurlng that program or system-designs satisfy user requirements; coordinating the continuity
between system components and ensuring da y-to-da y system integrity; orienting users to new or unusual system appllcatlons

Frequently:

Fails to collect user input or collects input but is not
responsive to suggestions or needs; over-accom-
modates individual preference to the extent that
system quality is compromised.

Makes recommendations that are unresponsive to
user needs or objectives, are impractical .given

resource constraints, lack technical adequacy or -
analysis of options; develops designs-that require-
significant modmcatlon or must be- reworked com- .

pletely.

Fails to pian systerh acq'uisitien, orimplementation

or makes plans-that are vague, incomplete, or .

unrealistic; fails to.recognize or plan for obstacles
likely to be encountered.

Usually:

Collects and reviews system-related input from

users on needs, plans, and activities; attempts to -

implement user suggestions.

Makes recommendations that are technically sound, -

defining specifications clearly to ensure system

continuity, efficiency, security, or acceptance; de-
~velops designs that requure m|n|mal revnswn for

acceptance

Plans system acquisition and implementation ad-
equately, allowing a reasonable time for accom-

plishment; considers roadblocks or obstacles that -

might arise.

'(Continued on Next Page)

Almost Always:

Elicits and clarifies information and suggestions
from users in a highly professional manner; adeptly
pinpoints:needs, integrates-ideas, and prioritizes -
objectives to ensure high quality-and user accep-
tance; prepares-illustrative samples or”expertly -
demonstrates operational functlons of prototypes
to stlmulate dlscusswn

Formulates recommendations'that address user
needs completely; assesses competing systems,

- technologies, and options thoroughly and adeptly, -

providés continuity between new and existing com-

- ponents with maximum economy and efficiency and

defines specifications accurately; develops designs
that are so well-integrated, thorough, secure, and
responswe that acceptance is readily gamed o

Develops detaﬂed _system acqunsmon and imple-
mentation plans; itemizes'and prioritizes activities
and key events‘completely and economically, iden-

~ tifying all required resources; anticipates potential

roadblocks and creates contingency plans; sets
ambitious, but.obtainable, milestones and time
frames for goal accomplishment.
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‘Frequently:

Gives users inaccurate information or insufficient
notice about system design or implementation

plans; fails to consult key offices or individuals on

plans or problems.

Fails to monitor system acquisition, implementa-
tion, or performance; does not note, resolve, or

_ take prompt corrective action when problems arise,

~causing disruption and delay.

| Uynacceptable

~ Needs Improvement

24.Technological Systems Design and Analysis

Usually

,Keeps users mformed about system de3|gn and

implementation activities and events; explains new
orunusual system applications; answers user ques-
tions as they arise.

Keeps informed about system acquisition, imple-

mentation, and performance status; periodically .

makes quality checks on system performance;

when problems arise, takes steps for resolutlon

within a reasonable time frame.

Fully Successful

Exceeds Fully Successful

Aid]os;:AiWays: -

; Expertly provides.ongoing user support and con-

sultation; carefully coordinates system design and

- “implementation activities with users, ‘providing

detailed; complete, and accurate information; an-

-. ticipates; acknowledges; and addresses user prob-
“lems and concerns throughout each phase of the
-~ project.-

- Applies technical expertise and judgment to moni-

tor system acquisition, implementation, and perfor-

*mance; ensuring system integrity and'a high level

- of user satisfaction; when probleins arise; takes

= immediate corrective action, mm:mlzmg or elimi-
;natlng dlsruptlon and delay et

Outstanding
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25. DesigningTraining Courses

Following appropriate course development procedures to ensure courses will meet staff needs; obtaining, examining, and
synthesizing all relevant course information; organizing, preparing, and pilot-testing training materials, exercises, examples, or
simulations that facilitate learning; following appropriate review procedures with subject matter experts and policy advisors;

conducting ‘instructor recruitment and preparation; periodically fine-tuning training materials in response to ongoing course

evaluations.

Frequently:

Fails to collect appropriate information from subject
matter experts or intended audiences; is unrespon-
sive to suggestions or relies on insufficient, out-of-
date, or inappropriate information; overlooks impor-
tant learning needs or objectives.

Designs course content that includes inaccurate,
obsolete, incomplete, or irrelevant materials; pre-
pares content that is poorly organized, not tailored
to the audience, or vague, allowing inconsistent
interpretations across classes.

Fails to incorporate learning tools or incorporates
those that are irrelevant, contradictory, or inappro-
priate for the audience. :

Fails to obtain or ighéres subjéct:matter expertor
policy advisor comments, evaluations, or pilot test -

results; allows course content to become outdated
or unresponsive to training needs.

Usually:

Collects and reviews up-to-date, course-related -

information from subject-matter experts and in-

‘tended audiences; identifies learning needs appro-

priately:

Designs course content that meets training needs

and is well organized, current, accurate, and

tailored to the audience.

Designs and incorporates typical learning tools and
exercises that are appropriate for the target audi-
ence and relevant to course objectives.

Makes changes . in response to major themes .

evident in subject-matter expert or policy-advisor
review, pilot tests, and evaluations; reviews and
updates course materials.

(Continued on Next Page)

. objectives. -

Almost Always:

Expértly elicits course-related information and sug-

~ gestions that are highly accurate, current, compre-

hensive, and creative; skillfully synthesizes ideas
and information, pinpointing critical learning points
and needs precisely and accurately.

Designs course content that is focused precisely on
training needs and learning objectives; organizes
contentiogically and effectively, progressively building
skills and knowledge with sequential learhing points;

“tailors training to audience level and’experience;

- ensures'content is thorough, accurate, current, and

- specific, such thatinterpretation will be consistent
- - acrossclasses.. PR

11

Designs and incorporates learning tools and exer-

cises that resourcefully or innovatively use multiple
media.or other techniques, engender: audience -
interest and.involvement, and complement course

Adeptly evaluates and reworks course materials in
accordance with subject-matter expert or policy-
advisor review, pilot tests, evaluations, ‘lessons
learned, and current information such that each
course iteration is more responsive, fine-tuned,
polished, and on-point. '
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25. DesigningTraining Courses

Frequently: _ Usually: - Almost Always:
Recruits instructors who are insufficiently qualified  Recruits instructors who are sufficiently knowledge- -
-orrequire substantial training to instruct a course;  able for course execution; provides instructors with

provides instructors with spotty or vague informa-  materials that are clear and complete. Rk

Identifies ‘and gains-the cooperation of highly
qualified instructors forcourse.execution: provides
instructors with ‘materials that ‘are so thorotigh,
clear, and self-explanatory that minimal additional
- Quidanceistequired. < oo

tion.

1 | 2 3 ' | a5
_Unacceptable  Needs Improvement Fully Successful Exceeds Fully Successful  Outstanding
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26. Developing Functional and Aesthetic Products and Spaces

Enhancing the aesthetic quality and professional appearance of GAO workspace, productions, publications, or presentations;
coordinating color schemes, contrast, fighting, background, and lay-out to create interesting appearance; designing office space to
enhance its use; developing artwork, illustrations, or 'photography to convey abstract concepts; directing, producing, and editing
video productions that communicate effectively, ensuring that designs/products meet needs of users/audiences and are reasonable,

given time and resource contraints.

Frequently:

Prepares designs or products, that do not conform
to major job specifications, are unresponsive to
client needs, or waste resources, e.g.:

-- prepares products or designs that require signifi-
cant reworking before gaining client acceptance;

-- designs workspace that is insensitive to the work-
flow or space usage needs of the office;

-- produces artworkvor. video productions that do
not conform to job specifications or that use
resources inefficiently.

Applies technical or specielized concepts (e.g.,
color schemes, contrast, lighting, background, de-
cor, physical lay-out) in a manner that is technically

incorrect, aesthetically unpleasing, or visually irra- -

tional; fails to integrate, match, or contrast color
schemes, lighting, and other elements; concepts or
products lack innovation that would improve the
artistic quality of the end-resuilt.

Usually:

Prepares designs or products that meet job specifi-

cations and use resources efficiently; products or-

designs require minimal revision to gain client
acceptance.

Applies technical or specialized concepts (e.g.,
color schemes, contrast, lighting, background,
decor; physical lay-out) in a manner that is techni-
cally correct; concepts or products are aesthetically

pleasing and functional.

(Continued on Next Page)

Almost Always:

Prepares designs or products that are highly re-
sponsive to client needs and uses resources ina
highly efficient manner, e.qg.:

-- prepares products or designs that are so attrac-
tive, workable, and polished that client acceptance
and satisfaction are readily gained;

-- designs workspace that expertly optimizes space
usage and functionality;

-- produces artwork or video pi'dductuons that meet

all job specifications and are cost—effectlve while
mamtaumng an artistic quality.

Applies mult|ple technical or specialized concepts
that enhance aesthetic or technical quality and
professional appearance of the workspace, prod-
uct; etc.; coordinates color schemes, contrast,
lighting, background, decor, and physical lay-out
creatively, forming an artistic, interesting, and fully
functional arrangement; combines elements
innovatively, such that audio and wsual elements
are artfully integrated. : '

10/1/97
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26. Developing Functional and Aesthetic Products and Spaces

Frequently: Usually: , ‘Almost Always:

Performs specialized work (such as photography, ~ Performs specialized work (such as photography. _Executes highly specialized édtiy;ities (such as
film development, drafting, lay-out, video produc- ~film development, drafting, lay-out, video produc- - photography, film development, drafting, lay-out,

: tion, videotape editing, duplication; or recording)’ tion, videotape editing, duplication, of recording) video production, videotape editing, duplication; or

improperly; products are sloppy orunfinished. ~ property, thus, products are neat and technically ~ recording) so skillfully that finished products are of
correct. - the_ highest quality. .. ‘

1 2 3 ‘ | 4 B

Unacceptable Needs Improvement Fully Successful Exceeds Fuliy~:§h¢¢e§§fhl . -.; ,Outstéhding-j; La
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27. Maihtaining Security

\‘.

Ensuring proper administration of all security functions; thoroughly conducting security inspections or background investigations;
granting or adjudicating security clearances; carefully following procedures for disseminating, mailing, handling, and tracking all
‘classified information; ensuring that all classified lnfonnatlon cash, or valuable assets are secured, verifying identification and

authorization to access controlled areas.

Frequently:

Is lax about following procedures for securing
classified material, special equipment or cash;
leaves such materials unattended, forgets to lock
the safe, or disposes of such material improperly.

Fails o check the identity or clearance of others
when needed; may allow others access to secured
areas without appropriate authorization.

Fails to conduct investigations of security clearance
applicants’ background information; fails to investi-
gate thoroughly or does not follow up on apparent
gaps or inconsistencies; makes decisions that are
based on incomplete or inaccurate information.

Inspects the workplace in a cursory fashion, ignor-
ing areas that are.inconvenient to access; over-.
looks security V|olat|ons or fails to ensure correc- o

tion.

'wolatlons and follows upto ensure correctlon

. Usually: -

Typically follows appropriate procedures for secur-

"ing special equipment or cash.

Checks the identity or clearance of others when
delivering classified mail or controlling access to a
secure area. -

Conducts background ifivestigations that are suffi-
cient to permit sound decisions about applicants’
clearance; makes decisions that are supported by
information.

Inspects the workplace effectlvely, notlces secunty

- (Continued on Next Page)

Almost Always:

Rigorously follows procedures for securing classi-
fied material, special equipment, and cash; is
always alert and watchful when charged with
security of material, never leaving such materials -
unattended or unsecured.

Is meticulous about checkirlg and \)erifylng the
identity and clearance of individuals before deliver-
ing classified mail or allowing access to controlled

_areas; always refuses.others access to secured

areas without valld proof of authonzatlon

Investigates security clearance applicants’ back-
ground information thoroughly; is keenly attuned to
security implications in information; picks up on any
aspect of background that suggests potential secu-
rity threat and follows up with additional investiga- -
tion; makes decisions that are supported by com-

‘plete and accurate mfonnatlon

,lnspects the workplace thoroughly, accessmg and
. examining even inconvenient or out-of-reach areas;
is alerttoall aspects of the work environment that-

signal existing or potential security violations and
problems and follows up to ensure immediate
correction.

. 10/1/97
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28. Personnel Operations

Performing specialized work in support of staffing, position classification, recruitment, retention, work-force planning, or employee
relations and benefits (awards, grievances, adverse actions, etc.); providing expert guidance and asSIstance to both mana gers and

staffin support of personnel operations.

Frequently:

Fails to collect reliable information necessary to
determine the duties and responsibilities required
by a job; develops inaccurate position descriptions;
does not adequately assess whether a position can
support the assigned grade and series.

Inappropriately selects job elements or defines
qualifications to delineate a recruitment campaign,

job announcement, or applicant briefing, or.words.

them poorly; fails to identify appropriate quality
ranking factors or develop crediting plans such that
the applicant pool is inadequate and many deserv-
ing and qualified applicants are not considered;
when interviewing, collects incomplete or inaccu-
rate information about a candidate’s background so
that an informed assessment of his or her potential
cannot be-made.

~ Usually: .

Identifies the duties and responsibilities that make -

up a job by collecting a sufficient body of informa-

tion; develops a position description that ad-
equately describes the job and supports the .

assigned grade and series.

Selects job elements and defines qualifications
that accurately describe a position and words them

-in a manner that is clear; identifies quality ranking -

factors or develops crediting plans to select quali-
fied individuals; interviews a position candidate
about job-relevant information so that a sound

‘assessment of his or her potential can be made.

(Continued on Next Page)

Almost Always

Capably pinpoints the dutles and responslbllmes
that define a job by collecting accurate, complete,’
and current information,; effectively integrates this.
information to develop a position description that
clearly, concisely, and accurately- describes the

~ targeted position; carefully considers position re-

quirements to ensure that the position fully sup-
ports the assigned grade and series; innovatively

“tailors position descriptions for handicapped or

other special needs personnel.

Selects highly appropriate job elements and de-
fines qualifications that are carefully worded to

- delineate-a-recruitment campaign, job announce-

ment, or applicant briefing; identifies quality rank-
ing factors or develops crediting plans to ensure the
selection of highly qualified candidates; fully pre-
pares for interviews with job candidates; collects
job-relevant data through interviews, background
checks, or other pertinent screening about the
candidate’s background to permit a full and infor-
mative assessment of his or her potential contribu-
tion to GAO; encourages an exchange of informa-
tion-with the candldate by prowdmg relevant data
about GAO '

- 10M1/97
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Frequently:

A .Offers'_-pooﬂr, untimely, or ambiguous recommenda-’
tions to managers or supervisors in many.essential-

personnel matters (selection, promotion. transfer,

- Determines and recommends .reaéonable actionsto -

termination, disciplinary or adverse action, etc.); -

does not document an acceptable base of support;
fails to provide timely or effective guidance and

.- assistance.

7 Unacceptable

~ 28. Personnel Operations

Usually:

take in personnel ‘matters selection, promotion,

<’

. Almost Always::

transfer, termination, disciplinary or adverse action, .-

etc.); gives appropriate consideration to - policy,

prior practice, and the factual situation; adequately-

documents the support for personnel actions;
provides effective and timely guidance and assis- - :

2

tance.

3

~|ﬁsightfuliy determines and r'ecomnie‘nds fair, valid,

and defensible actions to take in a-variety of

.personnel matters (selection, promotion; transfer,

termination, disciplinary or adverse action, etc.);

- applies professional judgment to give appropriate

~consideration ‘to policy, prior -practice, and the

factual situation; formulates and weighs alterna-

_-tives-and makes sound decisions-even in ambigu-

ous, contradictory, or unstructured situations; ini-

" tiates‘appropriate and timely personnel tasks and

Needs Improvement _Fully Successful Exceeds Fully Successful . Outstanding

actions ‘and ensures that .they ‘are fully docu-
mented; provides comprehensive, timely, objective,

-and effective guidance and assistance to involved

parties. .

5
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29, Developing and Implementing Personnel Programs, Policies, and Procedures

Developing and implementing GAO personnel programs, policies, and procedures that are respons:ve to customer needs, cons:stent
with available guidance, and appropriate for the factual situation; ensuring that GAO officials and employees understand personnel
actions, decisions, policies, procedures, regulations, and documentation and their relevance to particular situations.

Frequently:

Develops human resource plans that are inatten-
tive to GAO’s mission and fail to anticipate GAO's
long-range needs or potential changes.

Formulates specific policies or procedures that do
not adequately meet current needs or ignore the
future; policies and procedures are viewed as
unacceptable by management. -

Does not request or respond to the suggestions or
feedback of others in the development of policies
or procedures; ignores available guidance, result-
ing in a human resource program that is unaccept-
able.

ineffectively commumcates pohcres or procedures.

to both management and staff who, as a result, fail
to understand the basis of or the-documentation
required for personnel actions..

" Usually:

Develops practlcat human resource plansto| meet

‘GAO’s mission.

Formulates specific policies and orocedures that
adequately address current needs; ensures. that
policies and procedures are acceptable and gam

" management acceptance.

Gathers adequate information to develop fully
acceptable policies and procedures; consults avail-
able guidance resulting in a satisfactory human
resource program.

Is available to answer questions regarding the .
content of personnel policies:and procedures for .
management and staff; imparts -a satisfactory -

understanding of the basis and the documentation
required for personnel actions. -

(Continued on Next Page)

Almost Always:

Develops highly effective strategic and contingency
plans for human resource mission accomplishment,

‘anticipating periods of transition and obstacles to

progress.

Accomplishes current and long-term personnel goals
by formulating policies and procedures specifically
targeted to meet GAO’s stated and anticipated
needs; ensures that policies and procedures are
logical, realistic, prioritized, and certain to galn
management approval.

Consults wndely throughout- the tormulation of
policies:and procedures; draws out-feedback and -
suggestions from others, both within and outside of

.GAO; gives appropriate consideration to all avail- -

able :guidance:using informed and professional

- judgment to- develop an outstanding- human re-

source program.=

Artlculatelyfdescnbes"the content of pers0nn’el
policies and procedures to-both management and

staff; heightens.their.-awareness ‘of the critical

nature and impact of these policies and procedures;
ensures:that they fully comprehend the rationale for
policy decisions and the documentation required to
support an personnel actions.

10/1/97



08 28eg

29. Developing and Implementing Personnel Programs, Policies, and Procedures

Frequently: ' Usually: , Almost Always:

Implements policies or procedures loosely orinan  Implements policies and procedures adequately; - Implements policies and procedures in a struc-
uncontrolled fashion; is slow or unable to adjust acts reasonably to realign resource pnormeswhen tured, efficient manner, defining priorities and

resources when required to do so. emergencies arise. - balancing resources; acts creatively, resourcefully,
- and quickly to realign resources when events arise
- that could not be adequately add in any contln-
_.gency plan S :
|- e |- |
: 1 o 2 3 4. | 5
Unacceptable Needs Improvement  Fully Successful Exceeds Fully Successful Outstanding

Ao0n/m7
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30. Preparing and Evaluating Budget Proposals

Ensuring that budget and reprogramming requests and justlﬂcatlons accurately reflect the needs ofthe offlce are consistent with
GAO pol:c:es and procedures, and are logical, thorough, and accurate; ensuring that proposals incorporate all needed elements;

- ensuring accuracy and consistency in cost estimation; consolldatlng multiple budget requests effectively; organlzmg proposals and
Justifications into eas:ly understood documents for management rewew and approval.

Frequently:

Overlooks important factors or elements that should
be included in the budget; submits budgets that
are incomplete; fails to consult others on budget-
related matters.

Makes rough, unsubstantiated, éstjmations of costs,
with no verification, statistical, or other support;
relies on out-of-date or inaccurate information.

Fails to detect misstatements or errors of omission
in budget proposals; if consolidating budget pro-
posals, simply merges proposals without verifying
completeness, adequacy, or consistency.

~ Usually:

Considers most important factors or elements for
budget preparation and gathers relevant data; asks
for and considers budget-related requests from
other staff; '

- Gathers current information and prepares accurate

estimations of costs.

ldentifies and corrects significant problems in
budget proposals; consolidates multiple requests
and proposals effectively. '

{Continued on Next Page)

Almost Always:

Studles all relevant budget material and anticipates
future needs: by gathering data on forthcoming
plans; ensures that budget proposals incorporate
all elements; elicits relevant information fromother -
staff members or units; deftly synthesizes and
balances information from all sources, ensuring
every need and requirement is considered and
addressed.

Prepares highly accurate and precise estimations of

costs; obtains the most recent cost estimates from
vendors or catalogs incorporates carefully consid-

~ ered adjustments for mﬂatlon and allowances for
probable price increases.

Skillfully recognizes and corrects misstatements or
errors of omission in budget proposals; is-highly
effective when consolidating budget requests and
proposals of multlple units, ensuring that materials -
are costed- consnstently across units and that:
identical |tems are not dupllcated unnecessarlly

yoo .

1011/97



28 988y

_Frequently:

Prepares bUdget proposals that do not accurately
portray the needs of the office and require a great

30. Preparing and Evaluating Budget Proposals

Usuelly:

deal of reworkmg or rejustification before they are  proval.

acceptable to management.

Uhacceptable

Needs Improvement.

Fully Successful

AlmoSt .Alﬁaye:—-. e

Prepares budget justmcatlons and proposals that - Prepares budget justmcatlons and proposals that -
are accurate.and adequate for management ap- :reflect the true needs of the ‘office; ‘submits

proposals that are so logical, thorough, and accu-
-rate that management acceptance is galned wnth
-~ little orno questlonlng

‘Exceeds Fully Successful - Outstanding

10/1/97
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31. Preparing Financial Records/Accounts

Carefully following policies, procedures, and regulations for processing transactions; ensuring that billings and costs are accurate and
allowable; ensuring that accounts are balanced, up-to-date, and accurate; comparing expenditures against budget amounts to identify
potential overruns and excesses; tracking down and following up on problems; informing others about account status; preparing summary
budget data reports or listings that are accurate, well organized, and sufficiently detailed and informative for management.

Frequently:

Reviews vouchers, billings, or financial records
hurriedly, in a cursory fashion; overlooks miscalcu-
lations or fails to note that important information is
missing before certifying or authorizing payment;
processes items that should have been withheld;
authorizes payments or costs that are not allow-
able.

Makes errors or does not check calculations; fails to
catch mistakes; is not able to locate errors in
accounts that do not balance; fails to use current
technology, where applicable.

Enters information in ledgers inaccurately or care-

lessly; allows records to become outdated and .

inaccurate.

Fails to check account status for an extended
‘period of time, resulting in overruns that could have
been curtailed or excesses that could have been
reprogrammed.

Usually:

Checks vouchers, billings, and financial records for -
accuracy, completeness, and “allowability” before-
-certifying or authorizing payment.

Adds, subtracts, multiplies; and divides numbers
accurately; checks calculations; finds errors in
accounts that do not balance; uses current technol-

- ogy, where applicable.

Enters information in ledgers or records accurately,
within a reasonable amount of time.

Keéps up-to-date-on the status of accounts.

.(Continued on Next Page)

Almost Always:

Scrutinizes vouchers, billings, and financial records
carefully before certifying or authorizing payment;

‘catches all errors and problems and persistently

follows up to ensure correction; when confronted

~ with unusual vouchers or billings, goes to extraordi-

nary lengths to gather key information needed to
discern whether costs or payments are reasonable
and allowable. - ‘ :

Makes calculations that are virtually error-free,
using current technology, where applicable; double-
checks accuracy and recomputes calculations that
“look wrong;" devises highly efficient procedures for
cross-checking calculations; tracks down even hard-
to-find errors in accounts. - -

Maintains records or ledgers that'are so up-to-date

and accurate that correct and complete financial
records and:reports are readily available at any
time: - - . ST e

Stays abreast of all aspects of accounts, meticu-
lously comparing expenditures against budgeted
amounts to identify present or potential overruns
and -excesses;. immediately identifies need for
reprogramming of funds and takes prompt and
effective corrective action.

- 10/1/97
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Frequently:

Provides maccurate or |ncomp|ete information to

vendors; waits an unreasonable period of time

before correctmg vendor payment problems.

Is lax about followmg appropnate financial report-

ing procedures; chooses to drsregard or ignore "

procedures W|thout consulting supervrsor ,

: Provrdes summary budget data reports that are

management cannot follow them.”

Unacceptable

Needs lmpr.ovement

31. Preparing Financial Records/Accounts

Usually:

Informs vendors of problems appropnate proce-

dures, and other information within a reasonable

~_period of time.

']Follows fmancral reportlng procedures, consults
with supervusor as necessary

Prepares accurate, complete summary budget data

) reports or llstlngs

Fully Successful

'Exceeds Fully Successful

Almost Always:

Provides accurate, comprehensive, consistent, and
current information to vendors; follows up on

.- definquent or overpaid accounts promptly; persists
_-invendor “negotiations.or communications-untit all
_ problems are resolved in the best mterests of GAO.

Metrculgusly‘ complles wrth all;flnanc,lal_;reportlng

-procedures; appropriately identifies situations re-

quiring departure from standard procedures and

. clears such departures with supervrsor and relevant
' partres '

) Prepares summary budget data.reports.orlistings

thatare so accurate, well orgamzed and.complete

_that. management is Irkely to comment on- excep-'
- tional informativeness. . ,

Outstanding

10/11/97 -
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32. Administering, Evaluating, or Monitoring Procurements

Ensuring efficient and economical procurement of high-quality services and materials; adhering to contracting/purchasing policies,
procedures, and regulations; defining contracting needs and specifying them thoroughly, clearly, and accurately, identifying and
applying objective evaluation criteria; determining and justifying type of procurement; evaluating or assisting in evaluating vendor/
contractor capabilities and cost estimates; monitoring contractor’s work to ensure high-quality and timely task accomplishment.

Frequently:

Neglects or is lax about following procurement
policies, procedures, or regulations; employs pro-
curement procedures that are susceptible to chal-
lenge.

Prepares contract specifications that are unclear or
substantively deficient; clarification, major rework-
ing, or multiple contract modifications or amend-
ments are needed for appropriate contract perfor-
mance.

Relies on limited, inaccurate, or unconfirmed infor-
mation when selecting or negotiating with contrac-
tors or vendors; relies too heavily on own judgment
orlacks objectivity in contractor selection; obtains,

contracted services or products that are uneco- -

nomical or of poor quality.

Reviews cost proposals in"a cursory fashlon

overlooking miscalculations, irregularities, or incon-
sistencies with contracting regulatlons

Usually:

Follows appropriate procurement policies, proce-

dures, and regulations.

States the contract needs, specifications, and
evaluation criteria accurately; prepares task orders
or _SQWs that are substantively correct.

Obtains and verifies cost and capability informa-
tion from multiple service or product sources for
negotiation and selection;.applies predefined se-

lection criteria appropnately, selects contractors or .
vendors who provide services or products of ad-

equate quality at a reasonable cost.

Identifies obvious maccuracres rnconsrstenmes .

and irregularities in.cost proposals

| (Continued on Next Page)

Almost Always:

Operates in accordance with all procurement poli- -
cies, procedures, and regulations, rigorously check-
ing all procedures to ensure adherence and appro-
priateness for the type of contract; ensures that
procurement procedures easily withstand challenge.

Thoroughly defines contract needs, precise specifi-
cations, and objective evaluation criteria; prepares -
task orders or SOWs that are so logical, cornplete,

. and. precrse that only minor, if any;-changes or "
clarifications are required.

‘ Thoroughly investigates alternate service.or prod-

uct sources; collects, verifies, and assesses infor- -

mation about. contractor or vendor performance, -
financial responslblhty, and pricing, documenting -
the findings; elicits others’ judgments of contractor
capabilities; applies objective selection criteriaand -

- obtains outstanding contracted services-or. products :

as economrcally as possible.

Expertly analyzes and vermes the accuracy of cost
proposals and cost estimation procedures; isolates
even complicated and obscure irregularities, inac-
curacies, and inconsistencies with contracting regu-
lations.

10/1/97
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32. Administerihg, Evaluating, or Monitoring Procurements

FljeqUentlyﬁ

Monitors contractor or vendor products, services,
progress, or costs casually; allows contractors or

-vendors to. operate with msufﬂment information;

fails to prowde prompt feedback on service or

product quality; allows products or. services to. .

deteriorate or remain substandard wnthout taking

cOo rrectlve action

Unacceptable

Needs Improvement

»Usually: _

Checks contractor or vendor products, services,

progress, and costs; identifies deficiencies and
alerts contractor or vendor about problems; follows ..
up to ensure corrective action is taken.

~' AInibs,t AIWéys: .

Momtors contractor or vendor products serwces

‘progress, and costs closely, reviewing work or

-products continuously for quality and timeliness;

- keeps contractors.informed about rélevant details;
- communicates deficiencies promptly, specifically,

-~and constructlvely, resolvingproblems and prevent-

Fully Successful

Exceeds Fully Successful

- ing recurrence; persistently follows up-to‘ensure

service or product excellence and timeliness.

Outstanding L

10/1/97
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33. Developing and Maintaining Information Resources

Enhancing access:blllty of GAO collections, references archives, and information; ensuring that materials are cataloged, abstracled,

indexed, riled, or archived accurately and correctly; determining the correct citation entry and format for bibliographies, legal
references, and other cited documents; compiling bibliographies, Ieglslatlve histories, and other lnfonnatlon aids; thoroughly tracking
legislation; maintaining accurate data bases. ’

Frequently:

Fails to catalog, abstract, index, file, or archive
materials or makes errors when doing so and rarely
corrects them,; allows reference materials or tools to
become outdated or incomplete; overlooks incor-
rect or incomplete entries.

Performs a cursory, ineffective, or slow search
when compiling information or reference aids; fails
to include key sources even when they relate to a
common subject; fails to locate copies of sources
included in the information and reference aids;
does not use the correct reference format.

Designs, develops, or maintains information refer-
ence systems (e.g...archives, references. catalogs,

indexing systems, computerized data bases) poorty,
making it difficult to, access GAO collections or
materials; does not maintain information systems
adequately, resulting in lncomplete inaccurate,

out-of-date, orinconsistent data bases.

Does not follow esféblished procedures when

compiling legislative histories or other extensive
information sources; does not ensure all required
documentation and materials are included or takes
an unreasonable amount of time.

Usdally: -

Ensures that materials are cataloged abstracted,
indexed, filed, or archived accurately and com-
pletely, allowing easy retrieval; verifies that citation
entries are cotrect.

Follows established procedures, performs an ef-

tective search, and includes relevant sources when

compiling bibliographies and information aids; uses’

the correct format.

Designs, develops, or maintains information refer-
ence systems (e.g., archives, references, catalogs,

-indexing systems, computerized data bases) that

are organized, accurate, current, and complete.

Follows established procedures when compilihg

legislative histories or other extensive information
sources; ensures all required documentation and
materials are included.

(Continued on Next Page)

Almost Always:

Ensures that all materials are cataloged, ab-
stracted, indexed, filed, or archived accurately and
completely, allowing easy retrieval; modifies refer-
ence tools to reflect new holdings; carefully checks
entries in reference tools to make sure they we
accurate, persistently tracking down possible er-

TOrS. « .-

Uses exceptional research skills to perform a
thorough and effective search for all relevant
sources to be included in-a bibliography or refer-
ence aid; locates copies of even difficult-to-find
sources included in the information and reference
aids when applicable; applies the correct format.

Designs, develops, or maintains information-refer-

ence systems.(e.g., archives, references, catalogs,- -

indexing.systems, computerized-data bases)that
are so well organized, current,-and compiete that
GAO collectlons and materials-are hlghly acces-
suble b

Uses research skills efficiently and competently to
perform-.an exhaustive search when compiling
legislative histories or other extensive information
sources; promptly ensures all relevant documenta-
tion and materials are included. '

5 - 1011/97
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34. Filing and Organizing

Orgamzmg, labeling, and filing logs, diskettes, tapes files, books, magazines, looseleaf services, etc.; filing and organizing
materials in ways that enhance their accessibility, filing and retnewng information promptly, accurately, and completely

Frequently:

Places materials in the wrong location or takes an
excessive amount of time to file, organize, shelve,
etc. materials.

Allows materials to become so disorganized or
cluttered that information is inaccessible; uses
storage space inefficiently; fails to properly mark
materials; discards materials inappropriately.

Is unable or requires excessive assistance to
retrieve information for others; takes an unreason-
able amount of time to retrieve even the most basic
materials; retrieves information inaccurately.

Fails to develop an offiéé system to organize
materials; develops a system which others are
unable to understand; fails to establish an informa-

tion tracking system or develops a system that is

ineffective.

Unacceptable

Needs Improvement

Usually:

Places materials in the correct location within
established time frames.

Keeps materials organized and marks them promptly;
uses storage space efficiently; ensures that materi-
als are retained appropriately.

Retrieves accurate information for others in a.
reasonable time frame, requmng m|mmal supervi-

sion Ol' assistance.

Develops a system to organize materials that is

straight-forward and easy-to-use; establishes a-

system to track information adequately.

Fully Successjul

Exceeds 'Ful'ly Successful

Almost Always:

Uses the filing, shelving, etc. system adeptly; is so
skillful in organizing materials that information is
quickly returned to its proper location.

Carefully organizes materials so that information is
highly accessible and storage space is used opti-
mally; clearly and promptly marks all materials;
takes great care to appropriately retain materials,
discarding all extraneous materials.

Retrieves informationfor-others in the most expedi-

tious manner; locates unusual and difficult-to-fihd

~ sources with ease; ensures all information is accu-

rate, current, and complete

Develops a system that is s’o organized, up-to-date,
and convenient to use that others can readily find
information; establishes an information tracking

system that is organized, accurate, thorough, and

- virtually tool-proof, yet requires a m|n|mal amount

oftimeto malntaln

Outstanding

10/1/97
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35.TypingIWord Processing

Producing error-free, neat, and attractive final copy, using materials and format that meet partlcular task requirements; asking for
clarifications or additional instructions when needed to ensure accuracy and high-quality; using word processing software packages

effectively to increase efficiency of work.

Frequently:

Types final copy that is unattractive or full of errors;

types very slowly or types quickly, but haphazardly;
requires excessive supervision when typing or word
processing; fails to check own work to ensure
accuracy.

Uses only the most basic functions available in
word processing software, thus performs word
processing tasks in an inefficient, convoluted man-
ner.

Uses incorrect style, format, or material; uses own
judgment rather than consulting the author or

appropriate manuals when uncertain about the -

correct style or format, resulting in errors.

Usually:

Types text, correspondence, tables, and graphs

with reasonable speed and accuracy; checks own’

work, finding and correcting most errors.

Is sufficiently knowledgeable about word process-
ing software to produce materials with reasonable
speed and efficiency.

Uses the correct style, format, and material when
typing or word processing; consults appropriate
manuals; asks for clarification or additional instruc-
tions when a typing or word processing assignment
is unclear.

(Continued on Next Page)

“Almost AIw_aysE

Types all materials quickly and neatly, prepar-
ing final copy that is attractive and error-free,
even when under time pressure; checks work

~ carefully, attending to the content of the mate-
~ rial being typed and bringing all obvious errors

to the attention of the author; identifies and
corrects all errors neatly and legibly; uses
reference materials and tools (e.g., computer-
ized spelling check, dictionary) adeptly to en-
sure accuracy.

Is exceptlonally adept and efficient in tho use '

- -of word processing software; streamlines docu-

ment processing by applying a variety of ad-
vanced as well as common software functions.

Uses correct style, format, and proper materi-
als, even when confronted with uncommon
requirements that deviate from standard guides;
consults appropriate manuals when uncertain

- about the correct style, format, or materials;
 clarifies assignments and seeks additional spe-

cific instructions when needed, thus preventing

-~ errors-and'delay; presents reasonable options

to the author.

10/1/97
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35.Typing/Word Processing

Frequently: Usually:

Almost Always:

Produces inaccurate or unprofessional transcrip-  Produces clean and accurate transcnpnons and  Prepares transcriptions that are neat and error-free;

tions; fails to check the spelling of unusual words or carbon copies.
names when transcribing, relying instead on per-

sonal judgment; fails to correct all pages of carbon

copies. -

Unaccéptable Needs Improvemeht

checks the spelling of all unusual words or names
when transcribing; errors on all pages of carbon
coples ‘ .

Fully Successful Exceeds Fully Successful . Outstanding

10/1/97
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36. Accessing and Updating Computer Files

Keying, entering, searching, retrieving, or correcting data files accurately and completely, performing routine computer file
management activities, e.g., backing up, deleting, copying, printing, efc. ,

Frequently:

Enters data into computer files, or enters data
quickly, but haphazardly, making numerous mis-
takes; fails to proof data entry or overlooks errors
when doing so; takes no action to ensure computer
files are complete and accurate. '

Is unobservant or careless when manipulating
computer files; accidentally deleting files; fails to

verify that files’ have uploaded or downloaded'

completely; overwrites important files when copy-
ing. . -

Loses track of computer files; fails to save or back
up computer files; wastes computer storage space
by failing to.delete unneeded computer files;
forgets to label or loses track of files.

‘Handles computer hardware; diskettes, or tapes

carelessly or recklessly, causing damage;makes no

effort to. see that hardware : malfunctrons are
_ corrected; falls to store dlskettes ina safe Iocatlon

Usually:
Enters data into computer files with reasonable

speed and accuracy; proofs data entry, finding and
correcting errors.

Manipulates computer files properly; uploads, down-

loads, deletes, or transfers files usmg proper .

methods

Keeps computer files orgenized; saves, backs.up,
and labels files regularly and appropriately.

Handles computer hardware, diskettes, and tapes .

properly; takes steps to ensure hardware malfunc- -
- tions are corrected:within a reasonable time: frame :
-_stores. drskettes inasafe location. .

‘(Continued on Next PaQe)

AImost'AIWays:

Enters all data into computer files quickly, with
virtually no errors; double checks data entry care-

- fully, catching all errors; notices when data is

missing or‘looks wrong' and takes steps to ensure
computer files are complete and accurate; makes

corrections to computer files quickly and accurately

Is extremely conscientious when mampulatrng com-
puter files; takes extra.precautions to ensure that
existing computer files are not overwritten uninten-

- tionally and only obsoléte files are deleted; uploads

or downloads data carefully, verifying that move-
ment of computer files within the system is com-
plete and accurate. -

Maintains computer files in an orderly up-to-date -
fashion, ensuring all files are saved, backed up.

‘~appropriately; ‘and current; keeps files so well
-organized and property labeled that others can
readrly gam access to shared files.

'Handles all 'computer hardware, diskettes, and

tapes carefully and knowledgeably; takes immedi-

‘ate corrective action to resolve hardware malfunc-
.. tions:and:follows: through to ensure ‘correction;

stores all diskettes ih a safe, clean location,

.- labeling them clearly.

10/1/97
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Frequently:

Wastes computer resources by using inefficient or

incorrect procedures fails to log off or turn.off
computer system when not in use orturns off the -

system while others are still using it.

Produces printed copies of computerfrles thatare
mcomplete orinaccurate. . ,

Unacceptable

* Needs Improvement

36. Accessing and Updating Computer Files

Usually:

Uses computer resources efficiently; logs off or
turns off computer system in order to reduce costs.

Produces printed copies of computer files that are
correct and complete.

Fully Successful

Exceeds Fully Successful

Almost Always:

Plans:and implements highly efficient procedures
to conserve computer resources (e.g., archiving old
computer files, deleting unneeded computer files);
logs off or turns off computer system when not in
use, reducrng costs

Produces ‘accurate, complete timely, and well-
Iabeled pnnted copies of computerflles ’

- Outstanding

101/97
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~ 37. Computer Programming

Applying knbwledge of software and computer languages to des:gn or modify efficient, error-free computer programs; organizing
_ dala bases and writing data-base management programs; ensunng that programs meet both design and time requirements of users;
interpreting system and compiler messages; correcting errors in syntax and logic, debugging and testing programs.

Frequently:

Lacks knowledge of programming languages or
data management software; uses languages or
types of software that are mappropnate for the
situation.

Writes programs that contain many errors and waits
for users to find problems; relies excessively on
others to correct even routine types of problems;
writes programs that waste computer time or
memory. '

Fails to learn about user needs; prepares programs
that are technically correct but do not meet the
needs of the users; produces programs that have to
be rewritten or reworked substantlally for user
acceptance

~ Sets up data éntry fields or begins entering data .
without thinking about how the data base will be
used; sets up data bases that have to be rede- -

signed; fails to check on accuracy of data entry,
thus, data-base errors go unnoticed.

Usually: -

Is sufficiently knowledgeable about programming
and software to select language or software that is
workable for a given situation.

Writes programs that are reasonably efficient;.

tracks down and correct bugs and errors in com-
puter programs.

Almost Always:

Is proficient in programming languages; selects the
programming language, data-base management, or
spreadsheet software that will use computer re-
sources (e.g., CPU time, memory, storage) most
efficiently-and perform functions most effectively

- forthe problem at hand.

Writes programs that are of the highest possible
technical quality; writes programs that are maxi-
mally efficient and virtually error-free; uses debug-
ging tools skillfully; interprets system and compiler
messages adeptly; tracks down and corrects errors
in syntax and logic quickly and proficiently; tests

) . programs, attending carefully to accuracy.

Prepares programs that are acceptable to users.

-Sets up data bases in an-organized; appropriate

fashion; checks on the accuracy of data entry.

(Ccntin_ued on Next Page)

Designs and writes programs that are highly re-

" sponsive to user needs; elicits user concerns and

needs for both design and time requirements;
makes suggestions that enhance output quality;
adds features that enhance user-friendliness and .

' professuinal appearance; readlly galns acceptance
' of users

Sets up and organizes data bases such that the
accuracy, efficiency, and completeness of subse-

~ quent analyses and data tracking and reporting are

enhanced; takes extra steps to ensure data-base
accuracy, performing diagnostic analyses to check
for anomalies or inaccuracies in data entry.
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37. Computer Programming

Frequently: | : : Usually: : Almost Always:

Fails to test software or tests software haphazardly; = Tests software and catches major problems;'kéeps‘
as a result, problems go unnoticed; fails to docu-  sufficient notes on software tests.
ment software tests in.enough detail for later use.

Tests software and programs thoroughly, with keen
attention to potential problems; documents tests

precisely so that errors or problems can be pm-
pointed and ellmlnated

Unacceptable Needs Improvement Fully Successful Exceeds Fully Succeésful Outstanding

10/1/97
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38. Operating, Testing, and Maintaining Systems and Equipment

Operating and maintaining sophisticated equipment and systems; installing equipment and systems; performing routine checks/tests
on equipment; developing a strategy for isolating equipment fatlures, diagnosing and pmpo:ntmg maIfunctlons taklng corrective

actions as needed.

Frequently:

Operates sophisticated equipment or systems care- _

lessly, without regard to the importance of each
control or adjustment; fails to prepare equipment
properly for a job; does not make appropriate
adjustments or set controls properly; overlooks
problems or needed adjustments during operation.

Assembles, repairs, or installs equipment or sys-
tems incorrectly; ignores or does. not understand
assembly or installation instructions; fails to check
specific components for proper operation; leaves
equipment or systems inoperative. .

is unable to track down the source of equipment or

system malfunctions, even when the problem is .

common or recurring; does not check manuals or
call*hot line’ numbers to diagnose the problem.

Usually:

Operates sophisticated equipment or systems prop-

erty; prepares equipment adequately for a specific -

job; sets controls and mounts, adjusts, loads, or
aligns components and parts properly, making

adjustments as needed during operation.

Assembles, repairs, or installs equipment or sys-
tems correctly; follows assembly or installation
instructions appropriately; leaves equnpment or
systems in good working order.

Locates the source of routine or typical équipment :
or system malfunctions readily; reference materials

as needed; finds the sources of unusual equipment

_ orsystem problems with some assistance.

-(Continued on Next Page)

Almost Always-

Operates highly soph|st|cated equipment or sys-
tems expertly; prepares equipment for operation
(sets or adjusts controls, mounts, adjusts, aligns, or
loads all components or parts) in a manner that is
technically correct, appropriate for the situation,

-and balanced across different components; antici-

pates and makes appropriate adjustments during
operation; detects and corrects operational prob-

"lems with speed and efficiency.

Assembles, repairs, or instalis equipment or sys-
tems such that it is in the best possible working.
condition; reads and interprets assembly or instal-
lation diagrams or instructions correctly; takes extra

steps, testlng all components, to ensure proper .
operatlon

Pinpoints: the :source of eqmpment or system

malfunctions, even when the problemis novel or
complicated; acquires and examines information

_-about the-:problem- and ‘equipment or system;
-.diagnostic.information; systematically éliminates

potential failure: sources; narrowing ‘in -on the
problem with each step; develops novel, efficient
approaches to diagnose problems. -

10/1/97
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38. Operating, Testing, and Maintaining Systems and Equipment

Frequently:

Allows equipment to run out of supplies, become
dirty, or fall into disrepair; lots equipment or system
repair needs go unattended for too long, resulting
in disruption and delay while repairs are made.

Unacceptable  Needs Improvement

Usually:

Keeps equipment in proper working order: regularly
checks equipment batteries, fluid levels, etc.; per-
forms routine maintenance; follows through to
ensure proper equipment or system repair. -

Almost Always:

Maintains equipment in the best possible working
condition, keeping equipment clean, lubricated,
calibrated: precisely; and well stocked (e.g:; with
good batteries, proper fluids); performs tests and
checks on equipment regularly; maintains equip-'

- ment so observantly .and- thoroughly that major -

breakdowns are anticipated and prevented; takes -
prompt action to ensure equipment or system

~ repairs are completed quickly and correctly, mini- .

4

mizing disruption and delay. - 4

Fully Successful Exceeds Fully Successful - Outstanding

wi 101497



Chapter 5

Performance Appraisal Materials for

) Secretary GS-318 and Office Automation

Clerk/Assistant GS-326 Positions

Required
Performance
Dimensions

Suggested

Performance

Dimensions for
\Q Specific Job Series

(

|

All employees must be rated on these dimensions:
1. Teamwork and Interpersonal Relations

2.  Service Orientation -

3. Work Orientation and Productivity

All supervisory employees must be rated on dimension:

4. Supervision

" The following list provides a starting point for selecting

performance dimensions to appraise individual employee
performance. This list'is a guide. Supervisors should add or delete
dimensions as necessary to ensure that the selected dimensions
reflect the important job activities and responsibilities of the
employee’s position.

0326 Office Automation Clerk/Assistant
5.  Filing and Retrieving
6.  Typing, Word Processing, and Verifying

0318 Secretary

5.  Filing and Retrieving

6.  Typing, Word Processing, and Verifying

7. Reception and Conveying Information

8.  Handling and Processing Materials and Mail

Page 98
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Menu of
Performance
Dimensions

Chapter 5 , :
Performance Appraisal Materials for
Secretary GS-318 and Office Automation
Clerk/Assistant GS-326 Positions

© 0N DR W

. Teamwork and Interpersonal Relations
Service Orientation
Work Orientation and Productivity
Supervision: o
Filing and Retrievin
Typing; Word Processing, and Verifying
Reception and Conveying Information
Handling and Processing Materials and Mail
Purchasing and Maintaining Supplies

10, Scheduling and Coordinating

11. - Travel Administration

12, Setting Up and Maintaining Forms, Tables, and Summary -

- Reports

13. Dictation

14. Composition

15.. Budget and Finance Assistance

16. .Personnel-Related Activities
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1.Teamwork and Interpersonal Relations

Establishing constructive and harmonious working relations with customers, both intemal and external, and coworkers; treating them

with courtesy, tact, and respect. Collaborating and working effectively with customers and coworkers. Effectlvely interacting in
" teams and maintaining focus on group goals Working to resolve disagreements and conflicts or negotiating to arrive at consensus.

This dimension relates to performance in several areas, Includmg reception, supervision, scheduling and coordlnatlng, and

personnel-related activities.

Frequently:

Treats customers and/or coworkers with discour-
tesy and lack of respect; is intolerant of others’
needs, perspectives, duties, and responsibilities.
lgnores requests for assistance from other employ-
ees, thus damaging the cooperative atmosphere in

| - the work group. Avoids working with others to

resolve problems, seldom cooperates, and often
causes friction between individuals or work units.

Replies angrily to a verbally abhsive-individual and

is rude to customers and/or coworkers:who criticize -~

the product received. Displays a demanding, rigid,

hostile, or distant attitude when dealing with.
customers and/or coworkers. Allows personal

feelings toward others to affect the efficiency of

‘the office.

*“Reacts to feedback with hostility and defensive-
ness; attempts 1o shlft blame or responsnbmty for
' mlstakes Dlsplays indifference or sullen opposmon
o suggestlons from supervisor.

Usually:

Generally works well with customers and/or co-
workers and others; adjusts to different working

- styles, approaches, or perspectives.

Maintains composure when dealing with difficult
and demanding customers and/or coworkers. Con-~ ‘W
‘'siders the needs of others and avoids unnecessary

conflict with customers and/or coworkers. -

Is receptive to constructive criticism; does not react.

defensively when receiving feedback; considers
steps to improve performance.

{Continued on Next Page)

Almost Always:

Goes out of the way to work effectively with
customers and/or coworkers to resolve problems,
asking for their input, and working to address
everyone's concerns. Constructively works to main-

- tain positive relations with people, even those

whose goals, cultures, backgrounds, or values -
differ from their own.

- Is unusually patient, concerned, and courteous .

when dealing with customers and/or coworkers
even in frustrating, difficult, or provocative situa-
tions.‘Remains pleasant and calm even when
dealing with angry or difficult people; effectively
defuses anger by atlowmg customers and/or co-
workers to vent their fristrations and then address-

ing their concerns.

. Listens. ctosely to constructive criticism, acceptmg it
' kgracetully and respondlng wnth |mproved pertor-

10/1/97 -
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1.Teamwork and Interpersonal Relations

Frequently: : ’ -Usuélly:

Almost Always:

Fails to support cooperative projects or those Supports team endeavors; abides by group deci-  Actively promotes team endeavors by providing
uthority; acts as a team player. valid input and constructive feedback and ensuring

chosen by group consensus, putting own interests  sion or final a
ahead of the group’s; participates in team activities

in an unproductive 'manner, failing to abide by

group decisions; has difficulty recognizing role as a

team player: o I

: 1Unac'ceptable ' Needs Improvement

“Fully Successful

a productive and regular exchange of information;
- successfully negotiates disagreements; . reaches-
consensus,.and supports group decisions. . - -

‘ a I . : '_ 5
~Exceeds Fully Successful  Outstanding

10/1/97
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2. Service Orientation

Eliciting and attending to the job-related needs, requests, feedback, and concerns of customers, both internal and external;
clarifying requests for service; providing accurate, thorough, and prompt information, products, explanations, or referrals to others;
" balancing the needs of the customer and the work group or organization; informing others of the status of their requests; antrcrpatlng
requests to expedite the provision of services; being responsive and acoessrble

Frequently:

Is unwilling or inaccessible when asked to provide
explanations, service, or advice to others; does not
volunteer to provide information or referrals, even
when the customer is faced with an obvious
difficulty:

Does not clarify requests for information or service

or negotiate how needs can best be served given
practical constraints on time and staff availability.

Provides information, products or aSS|stance that

_isinaccurate, mcomplete or out-dated

- Does not display a helpful or cordial attitude; fails
"-to calm or reassure confused frustrated, or-de-
mandmg customers.

Usually:

Willingly provides explanations and service to
others; when necessary, makes appropriate refer-
rals.

Questions customers to clarify their specific needs
and negotiates how these needs can best be met.

Provrdes mformatron products and/or assrstance

that is sufficiently complete and correct; seeks to
ensure that the customer understands the informa-

tion provided or obtains the service and/or prod-
ucts needed. ‘

Is pleasant when greeting or assisting others;
“assisting others; remains calm when dealing with
- diffictlt or demandlng customers, acknowledgrng» ‘
*their concertis and frustration-and assuring cus-
- tomers that thelr needs will be addressed.” '

deals’ W|th drﬂrcult and demandmg customers

" polltely

(Continued on Next Page)

Almost Always: |

Conveys full accessibility, wrllmgly providing ex-
planations, service, and advice to others, even
when busy; when necessary, refers customers to
those who can provide the most prompt and
knowledgeable response.

Is eépecially helpful in carefu'lly clarifying the
request and negotiating a variety of alternative
solutions; is keenly aware of constramts on tlme

cost, and staff avallabmty

Provrdes thorough accurate and current mfor—
mation and assistance to others; provides re-
quested products and/or superior - service,
conscientiously taking extra steps to ensure that
the customer fully understands the information
provided or obtains the service and/or products
needed.

Is' cordial and professronal when greeting or

10/1/97
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Frequently:

Is insensitive to the time constraints or other
special requirements of customers; does not pro-
vide information, products and/or assistance

2, Service Orientation

‘Usually:

Almost Always:

Provides information, products, and/or service within ~ Acts promptly and proactively to expedlte requests
a reasonable time frame; follows up to ensure that  or service; is: keenly aware of the time constralnts
others' receive requested mformatlon products and other special requnrements ofthe customer and

promptly; fails to ensure that others receive re- and/orservuce
quested information, products, and/or service.
Unacceptable "Needs Improvement

persistently follows up to ensure that they are met.

Fuily Successful Exceeds Fully Successful Outstanding |

10/1/97
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3.Work Orientation and Productivity

Recognizing and understanding the conditions and constraints in the work sefting and adaptlng to get the work done. Focusing '
efforts on achieving optimum productivity by completing assigned tasks thoroughly, accurately, and on time; helping others even
when busy, keeping others apprised of the status of work; producing high-quality work under time and resource constraints, using
current technology where applicable; and being knowledgeable of and applying policies in completlng work.

Frequently:

Fails to manage own work effectively; turns in
incomplete work assignments; is easily distracted;
works on less important tasks before high-priority

- work; delays informing supetrvisor of late orincom-

plete work assignments until deadline has passed.

Reluctantly takes on additional work or refuses to
do so; pretends to be busy to avoid work; fails to
adapt to changes in skill or work requirements,

which adversely affects his/her work product; will -

Usually:

Manages own work; plans and organizes work

before starting; completes assignments and per-

forms duties as assigned within established time

frames. Clarifies assignments and seeks addi-
tional instructions when needed.

Accepts additional work assignments; helps co-
workers as time permits; keeps others informed of
work status; uses new and more efficient proce-
dures and technology, where applicable.

not use new and more. efficient procedures or e

technologies.

Puts personal or social activities ahead of getting

the job done; shows up late or misses staff.

meetings; does not inform supervrsor of planned
Ieave/absence .

Puts in the time and -effort needed to effectively
accomplish work. Attends meetings on time and
actively participates when appropriate.

Almost Always:

Independently manages own work; prioritizes work
assignments and individual duties so that impor-
tant/urgent tasks are completed first. Recognizes
importance of timeliness and relationship of his/her
work to the work of others.

Actively pursues additional responsibilities and
requests challenging orunusual assignments. Ac-
tively seeks suggestions fromsupervisor on ways to
improve individual work performance; works dili-

. gently to develop new and more effective ways to

accomplish work, and implements new uses of
current technology, where applicable. Maintains a
high level of effectiveness despite outside/inside -
distractions in the offlce

Goes out of the way to help others who need
assistance; willingly provides explanations, service,
or advice and ensures that the information offered

.- isfully understood. Assists others with therr work

; when necessary, to meet urgent needs

(Continued on Next Page)
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'

Frequently:

Is lax about following important policies and
procedures or inappropriately ignores policies or

3.Work Orientation and Productivity

Usually: Almost Always:

Follows pertinent policies and procedures; recog- Fully understands office policies and procedures;
nizes the need to depart from standard procedures uses sound judgment to apply policies and proce-

procedures without checking with supervisor. Does  and brings to supervisor's attentuon dures; independently and correctly determlnes when
not remember the rules and procedures that he/she - : to depart from them :
is expected to know. : L
1 3 4 : , 5
Unacceptable Needs Improvement Fully Successful Exceeds Fully Successful Outstanding

10/1/97
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4. Supervision

Assigning work to others and coordinating completion of work; monitoring and reviewing performance of others and providing timely
feedback, coaching, and counseling. Documenting performance deficiencies when necessary. Coordinating work, overtime,
" vacation, and other schedules. Conducting orientation on office procedures and providing on-the-job training to support staff,

Frequently:

Assigns work to others without regard to the V

complexity of the work or the skills of the staff or is
reluctant to delegate work at all, desiring to
perform all-important work individually; ignores
daily activity planning, resulting in last-minute and
random assignments to other support staff; does
not balance priorities (e.g.; puts training of newer
staff ahead of completing priority typing).

* Does not take time to help other staff improve their
skills; gives sketchy, difficult-to-understand instruc-
tions to other employees does not provrde teed-
back or provides feedback that untlmely,lgnores an
employee who asks for assrstance in overcommg
performance defrmenmes

“ Unacceptable

Needs Improvement -

Usu.rally:

Assigns work to subo'rdinates; teaches new staff
administrative requirements and procedures; an-
swers questions on assignments and procedures,

. schedules staff for basic secretarial training, at-
'temptlng to consider work prlontles and schedule
training dunng slack perlods provides on-the-job
_ relnforcement of newly learned knowledge and

skills.

Attempts to deal with other employees in a

‘professronal manner ‘observes work. perlormance
and products ‘of ubordinates; provides. timely
"_feedback on how 1o pe '
‘improve perform 2
‘ratlonale for suggestlons

rform. tasks correctly and

' Fully Successful

' Oﬂers and explains. the

ExceedsFully Sticcessful

Almost Always: '

v Demonstrates an understanding of office needs and

work pnontles when assigning work to subordinates;

takes |nmat|ve to meet with supervisor to. prioritize

work or resolve dlsputes on work priority; considers

) skrlls abilities, and. personal preferences of subor--
: _dlnates when makmg work assignments; monitors
-~ work progress to assure timely- completlon and

makes -changes in assignments as necessary..

. Proactively considers: needs of office by making
arrangements, for work coverage. . during -his/her

,sence of other. employees; provides

_subordlnates' with cross-tramlng to cover.for other

employees

Consclentrously reviews work products of subordl-'

f':nates provides contlnuous coachmg and;.gives
instructions when. new:situations arise: at work;
_provides timely, constructlve feedback, providing
~clear and exphcnt steps for: employee to take in
A ,correctlng performance deficiencies. ,

_Outstanding
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5. Filing and Retrieving

Maintaining files and records according to GAO regulations. Classifying, coding, and placmg materials in files, including automated
files, and maintaining file indexes. Maintaining a follow-up tickler file. Searching for, retrieving, charging out materials, and
observing security measures for classified or confldentlal material. Purging file materials according to disposal schedules.

Frequently:

Allows file material to accumulate indefinitely and

allows logs, records, and files to become out-

dated, resulting in incomplete files, which makes
retrieval and tracking of information difficult or

impossible; files material without checking’ content,

date, or sequence resulting in improper placement
of material in files.’

Fails to retrieve files in a timely manner; retrieves
improper material; cannot find requested file.

Does not.comply with GAO records administration
guidelines when: establishing filing system or file

headings or when transferring or disposing of’ -
records. Fails to follow procedures for handlmg :

classified or confrdentral material.

Usually:

Keeps up with filing daily; attaches working copies

or drafts to the final record to document the history .
of its development; cross-references files to facili-,
tate retrieval of items by other people, informs staff

that files are being ‘put in an mactlve status or
transferred to federal records centers

Promptly retrieves relevant files when requested;
retrieves documents from files for updating and
attaches a notation to facilitate action.

Complies with GAO records administration gurde- ,

lines when' establishing files ‘and dlsposrng of

records. Follows correct procedures when secunng_ ‘

and destroymg classmed materials.

Almost AlanS'

Takes mmatwe to assure that filing systems are
always up-to-date files materials: expedltlously,;
and keeps staff informed of changes in file
systems_and/or filing instructions. :Maintains
duplicate copies of dlstnbuted materials in case -

materials are lost.or misfiled in other offices. - -

Can readrly retrleve all requested file.items from -
any estabhshed frle .system; asks.probing ques- .
tions to persons requesting.. frled matenals to o
ensure prompt retrieval of the iterws. .

Hecogmzes the |mportance of and accepts the :

. responsibility for understandlng and carefully fol- ,- '

lowing GAO records administration gurdelmes for
maintaining, releasmg, and destroying file materi- .
als. Strictly follows and helps to. ensure that

- others follow procedures for securing or destroy- '

o |ng sensitive matenal

(Continued on Next Page)
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Frequently:

. . A . 0

5. Filing and Retrieving

‘Usually: » : . Almost AlwayS'

Does not update computer files with hard copy Updates all copies of computer files: carefully Develops and maintains computer filing system

changes, resulting in incorrect output.

" Unacceptable

saves and backs up files. Maintains and attaches where computer files are always up-to-date, well
an updated directory on each PC dlsk to facilitate  organized, and easily retrievable by self and others.

locating documents. - Assists others with file storage and retrieval.
L2 3 A 5
Needs Improvement Fully Successful Exceeds Fully Successful Outstanding
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6.Typing,Word Processing, and Verifying

Using a personal compuler/software or typewriter to prepare correspondence, memoranda, and reporis from various kmdé of draft
content, dictation, or voice recording. Creating tables, graphs, charts, and standard office forms based on data supplied by others.

~ Verifying written or typed material for completeness and correct spelling, grammar, punctuation, format, content, and/or proper
enclosures or attachments. Verifying for conformity with GAO style and procedures. :

Frequently:

Prepares copy as written with misspelled words or
prepares material that is unclear without seeking
clarification; prepares final copy containing errors
even after copy has been retumned by supervisor for
correction a second or third time; returns “correct
copy to supervisor with errors that were not in the
prior draft. Completes only part of typing assign-
ment by deadline and turns in incomplete work with
many errors or misses deadline for priority assign-
ment without notifying the requester of the delay.

Uses incorrect word prbééésing commaﬁds tﬁat
cause later editing and format problems. Does not
use current technology to prepare documents.

Does not proofread material; prints out lengthy
report products without making corrections; re-
leases reports, correspondence, and forms with
missing material or errors.

Unacceptable

Needs Improvement

- Usually: .

Prepares from draft and handwritten copy; obtains
clarification from author, as necessary; prepares
product disks following established procedures;
and produces a final copy with only a few errors.

Uses appropriate reference materials to assist in -

the preparation of typed materials. Establishes
priorities with customer and negotiates deadlines.

Uses current technology efféctive_ly; develops work-
. able ways to use computer technology.

Proofreads material for accuracy and complete-
ness; uses spelf check on typed documents, and
corrects errors.

Fully -Su;:cessful,

Exceeds Fully Successful

- Almost Always:

Is unusually quick and accurate when inputting

-data from draft, handwritten copy, or voice record-

ing. Reliably prepares copy in proper GAO style
and format, rarely makes errors and checks self for
accuracy, even under time pressures. Indepen-
dently detects errors in content, format, legal
citations, protocols, altemnate spellings, and appro-
priately seeks approval before making major
changes.

Expertly applies current technology to streamline

and expedite document processing efficiency. Re-
formats documents in a proficient manner, produc-
ing error-free products.

‘Carefully proofreads and verifies materials; detects -

and corrects errors; checks questionable items for
supervnsors attention; work is rarely returned by
rewewmg officials.

Outstanding

10/1/97 -
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S‘the message until the followmg day

7. Reception and Conveying Information

Receiving and screening visitors and directing them to the appropriate person or off/ce or prowdlng information as requested.
Answering and screening telephone calls, taking and dellvenng messages, following up on messages, or providing information as

data.

Frequently:

Is rude when talking to office visitors or callers and
does not attend to their needs; provides inaccurate
information when responding to questions.

When answering the telephone, does not expand
on greeting, ask the caller to identify themselves,
or ask the caller to state the reason for-the call;
places a caller on hold before giving the caller a
chance to respond or does not return to the caller
to inform them of the status; records incomplete

" messages or takes messages but does not pass

them on to the intended person or forgets to post

.~ Is often difficult to understand and requires several

attempts to ‘explain -what is meant; frequently
causes somé degree of confusioniin communicat-
ing with others; gives only.yes or no answers to
questions from others, even though elaboration
would clarify an issue.

Unaccepteble

~ Needs Improvement -

Usually:

Attends to the needs of office visitors; asks ques-
tions to determine visitors’ needs before referring to
another person; and glves directions or information
to visitors.

When answering the telephone, states unit title
and name and asks about nature of the call; asks

enough questions of callers to determine how their.
call'should be routed; listens to customer’s entire’

complaint/question without cutting the caller off;

checks the locator file and provides the caller with

an alternate phone number and pertinent informa-

tion for reaching individuals not present; reminds

staff that they have not prcked up their telephone

. ‘messages.

Communlcates clearly, seldom has to clanfy for
“others what is meant :

Fully Successful

Exceeds Fully Successful

authorized. Serving as a liaison between the superwsor and subordinates by relaying lnstructlons ‘and obtaining information and

- Ailmost Always:

Takes added steps to assure the comfort of office
visitors; provides alternative contacts or sources of

. information to visitors when appropriate.

_ Adeptly handles mcommg/outgomg calls polrtely

listens to caller’s concerns; reflects:caller’s feelings,

,asks clanfymg questions to calm. situations, and

promises to take action and, if necessary, brings it

to the supervisor's.attention. ‘Displays: poise and

matunty when handling emotron-charged calls.- Pre-
pares and maintains.a list of answers to frequently

jasked questlons to. minimize inconvenience to
,callers o o

” .W|I||ngly provrdes lnformatlon and explanatlons to

others and is careful to ensure the. requester fully
understands the information offered

Outstanding

10/1/97
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8. Handling and Processing Materials and Mail .

Receiving and reviewing incoming mail and materials and distributing it. Preparing and packaglng materials for malllng, arranging for
couriers and spec:al delivery, and signing for receipt of mall Duplicating, collatmg, hole-punching, brndmg or stapling documents or
otherwise preparing malerials for distribution.

Frequently:

Does not sort: or-deliver incoming mail until the -

following day; missorts mail and/or delivers mail to

“the wrong person or location, which causes a delay
. in responding to sender; places incoming mail in

pile on desk for staff to sort through. Mails
material at the wrong postal rate; signs for courier
packages without checking postage, which may
result in GAO paying inappropriate courier fees. :

When handling confidential or sensitive material,
overlooks or sidesteps established procedures.

- Unacceptable

Needs Irrlprovement

Usually:

Distributes mail and other materials to proper
addressee(s) as it is received; mails material
according to GAO procedures and at the proper
postal rate; checks courier receipts to confirm
prepayment before signing for receipt of material.

Follows GAO procedures for processmg conhden: _
‘tial mail and sensmve matenals

FullyiSuccessfpl

Exceeds Fully:Successful -

Almost Always:

Conscnentlously processes mcommg and outgoing

._mail;checks incoming mail to identify high-priority,

sensitive, or anticipated items and hand delivers to
addressees to ensure a timely response; routes

__priority mail to another individual in authority and

provides an explanation of needed action when the -
addresseei is not present; rearranges personal work -
schedule to_ensure that all outgoing mail is pro-
cessed intime for plckup or ma|||ng deadlrne(s)

Carefully momtors conﬂdentral marl and sensmve _
materials; verifies. the |dent|ty of recipients:when.
dehvenng ma|| _notes when confidential mail has
been mappropnately opened and reports this to
supervisor. Is meticulous about ensuring that all
mail and distribution procedures are followed.

' Outstanding

- 10007
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-9, Purchasing and Maintaining ‘SUppIies -

Ordering and verifying recelpt of office supplies or equipment, usmg stock catalogues, reqursmons and purchasing procedures and
distributing to individuals. Taking inventory of stock on hand, maintaining records, and monltonng usage of supplies and equipment.

5 Frequently

Fails to monitor supp|y inventory; continues: to
order the' same quantity -of a supply item even
though it'is being used more or less than in-the *

past.

‘Does not follow up on supplies. list posted on
~ supply cabinet leaving staff without basic items;

does not order critical supplies of equipment far

enough in advance; runs out of necessary supplies, '
which interferes with staff’s timely completion of - -

work.

Keeps an inaccurate or incomplete list of the kind

- or quantlty of: supplres that were ordered and
-recelved B :

Unacceptable

. Needs improvement

Usually:

‘Malntams an adequate supply of frequent!y used

and expendable items. ‘Organizes supply cabinet

“so that supplies are easily found and unnecessary

items are not ordered. Cleans and conducts
routine maintenance on office equipmentas needed;
calls for service when office equipment breaks
down. : . :

" Asks staff members about thelr supply needs; fills
‘out requisitions for needed supplies and picks up.

supplies; orders supplies for unit and follows
through to get needed supplies.

‘Counts incoming supplles and matenals to ascer—

tain that the quantlty ordered was recerved in-

" fortns the supervrsor of shortages or overages in-
“the material recerved

' Carefully momtors mcommg supplles or
“checks invoices to’ Verify thatmaterials or supplles

. ,Alﬁrosi AiWays‘ ’

‘ Takes personal mltlatuve:’t establ \“h an effectlve

supply process; regularly inventories. SUppIy and
equiprent needs; monitors supply usage and adapts
to changmg needs; accepts responsibility for order-

“ing’ supplues for ‘unit and makes regular trips to
“supply store or orders speclal supplles to .avoid
: -shortages e

Proactrvely prolects future supply needs carefully
considers special supply needs for upcoming projects

_ ?“,‘.d o_r_ders_ needed quantity in advance.

ordered were correctly delivered and charges were -
accurately recorded; takes added steps to person-

- ally resolve any discrepancies.

-Fully Successful

: Exceeds Fully Successful

 Outstanding
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~10. Scheduling ah'd Coordinating

Mamtammg the supervisor’s appointment-calendar. - Schedulmg and- makmg arrangements for mestings, conferences, and
ceremonies. Confirming and reconfirming schedules with other individuals and groups. Acting in the name of the supervisor to
coordinate office business and to make arrangements. Preparing meetmg agenda and handouts. Following up on meetings and
conferences to remind participants of required actions.

Frequently:

Schedules appointments without recording the
information on the appointment calendar. Mixes up
instructions from supervnsor and schedules events
inwrong sequence

Gives outside parties insufficient notice or inaccu-- -

rate information about administrative arrangements;
schedules too little time on calendar for conference
attendees for length of conference.

Schedules a meeting without reserving or confirm-

ing the’avallabmty ofa conierence room; Scheduies' b

participants specified by supervisor.

Unacceptable

’ through to completiOn

Needs Improvement

Usually:
Makes administrative arrangements that meet re-

and interviews with other partles explains relevant
details; confirms administrative arrangements and

background material when required; reconfirms

appointments; carries each scheduling assignment

Assrsts staff members in arranging a meetmg wuth
outsude parties ' '

AImost.Always:

- Consclentlously mamtalns a complete and accurate i
quirements; schedules appointments, meetmgs ;

calendar of ‘the\ supervrsors appomtments andf
meetings; prowdes supervisor with a daily summary..

~of each ‘day’s meetings; schedules and coordinates
resolves scheduling problems. Provides copies of

all meetings, speaking. engagements, and other
administrative arrangements, leaving no loose ends;
independently follows up supervisor's appointments

’ without explicit instructions.

E Thoroughly coordmates aII admlmstratlve arrange-_ —

ments with outside parties well in advance of the
meeting; gives detailed, complete, and accurate

information; follows up to ensure that arrangements .
“are understood and adequate provrdes needed '

' f‘matenals in advance. *

* Makes' arrangements for meetmg or conference’
rooms; prepares meetmg room; gathers matenals_r
- priorto the meeting. ‘

Fully Successful

* rooms; assures that supervisor
“'requests are met; inspects room, furniture, and

Exceeds Fully Successful

Personally oversees arrangem ' ts for conference .

equipmentin advance; arranges for proper place-
ment of tumlture and equnpment

Outstanding
10/1/97
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- 11.Travel Administration

Making travel arrangements, including transportation, lodging, and other reservations. Picking up tickets and cash
advances. Preparing travel orders and travel vouchers; reviewing travel requests for compliance with regulations
and making recommendations on d/sposmon to the supervisor. Monitoring travel and per diem expendltures
agarnst budgets and informing the supervisor of vanances

Frequently:

Makes travel arrangements  that are incorrect,
incomplete or are not time- or cost-efficient; mixes
up instructions from supervisor or does not obtain
all needed information to prepare a timely travel
order resulting in staff member having to use
personal funds; miscalculates cost for travel result-
ing in traveler using out- of—pocket money for
expenses.

Prepares erroneous travel orders or forms that must

be redone; submits incomplete travel orders or

travel forms, which result in delays in processing;
may delay completion of travel forms until balances
are delinquent and travel service follows up.

- Usually:

Makes travel arrangements (transportation, lodg-
ing) for staff; in the absence of a staff member,
makes alternative travel arrangements, when nec-
essary, and notifies staff member of any changes:

‘Prepares and reviews -travel orders and travel

forms for compliance with regulations; corrects

- mathematical computations; tactfully brings errors.

to staff members’ attenti_on.

N

(Continued on Next Page)

Almost Always:

Makes comprehensive travel arrangements, often
on very short notice and with little or no guidance.
Arranges for all travel logistics--makes transporta-
tion and lodging reservations; obtains ticket(s) and
travel advance(s); prepares itinerary for supervisor.
Identifies and coordinates specialized requirements

- for international travel, including per diem, ex-

change rates, and coordination with overseas of-
fices. ,

Prepares travel orders and trave! forms that are
_consistently accurate, timely, and in accordance
“with office regulations; confirms travel data. When

preparing orders, expedites travel order preparation
by setting up and maintaining staff records of
addresses, phone numbers, and transportation, .
lodging, and. departure time preferences. Upon

“traveler's return, obtains all travel documentation;

- ‘promptly’ prepares vouchers; verrfles accuracy of
‘f‘fmathematlcal ‘calculations prior to: submrttmg the
~form; attaches all relevant documentahon pnor to

submission. -

10/1/97
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12, Setting Up and Maintaining Forms, Tables, and Summary Reports

Designing, formatting, or maintaining forms, tables, and repofts for administrative record keeping and trécking. Using computer
software packages or manual skills to create forms, tables, graphic displays, and reports. Verifying for accuracy and producing or

printing final products. Compiling, coding, and entering data in p
Verifying, recording, and entering time and attendance data.

Frequently:

-Prepares a chart, form, or report based on out-of-
date information; omits data from a table, chart,

graph, or report that should have been included:;
gathers information for a report without verifying or

. documenting the source; and accepts as correct a
-number in. a source report even when it is out of
_proportion to other data.

Is very slow when keying or entering data; makes

many errors; does not proof work before submitting
it. Prepares.time and attendance records improp-

. erly causing delays and errors in data entry.

Unacceptable

Needs Improvement

Usually: :

Takes data in one form and converts it into another
format and uses data to develop charts or reports;
follows guidance on data entry project, asks for
clarification before proceeding, and follows each
step in a specified procedure when entering data;
inputs data for management tracking report; ex-
tracts data from an automated data base using

appropriate query techniques; produces neat and -

timely products.

Sets up and ent:e‘r:svdata on 'forins, éharts,'and

reports using appropriate computer software; takes
care to enter data in correct data fields or columns;

corrects any errors made by others; verifies own
- work or has another employee verify input/output.

Mornitors and processes time and attendance records, .

verifies. job. codes and leave balances prior to

processing, and submits to approving official within -

established time frames.

Fully Successful Exceeds Fully Successful

rescribed format into manual records or automated systems.

- Almost Always:

Designs and develops new forms or reports that
capture job or-office information and facilitate the
review orcomparison of information and highlight
trends or problems; redesigns forms or reports to
expedite data entry or improve the quality of

reports; independently introduces new information

to a report to help interpret the information.

Is uncommonly quick and aceurate.in setting up and
entering data on forms, tables, or reports; expertly
applies spreadsheet software; contributes signifi-
cantly to report preparation and entry so as to

_ - relieve supervisors of routinework. - -

Proficiently monitors and processes time and atten-
dance. records; detecting and:correcting:errors.
Checks records for completeness; verifies codes ' -
and computations; brings errors to staff members’

--attention; makes necessary chahges before submit-
ting to approving official. '

Outstanding
: 1011/97.
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Taking dictation from an individual or at a meeting
calendar in shorthand for confidentiality.

Frequently:

Takes dictation so slowly that speaker is constantly
interrupted for clarification of what was said; takes
inappropriate level of dictation for the situation
(e.g., takes dictation using less detail than re-

quired, resulting in a sketchy transcript); takes

dictation at a; meeting or conference without
recording the speaker’s identities.

Transcribes shorthand notes into a letter or memo-
randum that contains errors and therefore does not
make sense; transcribes dictation using unaccept-
able standards of spelling, punctuation, or gram-
mar; does not check work to assure that material
transcribed correctly matches the information pro-
vided. '

Unacceptable

Needs improvement

-13. Dictation

Usually:

Takes dictation or notes with few errors; takes.

dictation effectively when familiar with the content
of the material being dictated; takes dictation of
interviews and assists with preparation of final
work papers. :

Transcribes letters, cdr(espondence, or interviews

with acceptable punctuation, spelling, and gram-
mar. o :

Fully Successful

Exceeds Fully Successful

or conference to produce correspondence, summaries, or reports or to mark a

Almdst Aiways:

Takes comprehensive dictation or.notes, rarely
making errors; promptly transcribes dictation to
ensure complete and accurate presentation of the -
information; researches information from other
sources, as indicated by the dictation, to provide a
complete and accurate final product.

: »Prof'icie'ntbly transcribeé letters or;corfespondence
_ from dictaphone or voice recording without error;

properly identifies speakers; produces error-free

products forimmediate signature or distribution.

Outstanding

10/1/97
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14. Composition v

Composing letters or memoranda based on general instructions(not exact wording)dra prior sample, Responding in writing to
routine requests to communicate administrative information to staff, to schedule meetings, or to keep the supervisor informed about

‘the status of work. .

Frequently:

Composes memoranda that are unclear or provide

inaccurate information. Written products do not
adequately capture the issues. Prepares written
products (memo, letter, thank-you note, etc.) using

‘improper grammar, punctuation, or spelling or

include inaccurate addresses or dates.

Unacceptable

Needs Improvement

. Usually:

Composes written products with some instructions
and guidance. Considers the information needs of

audience before drafting written products for su-
pervisor. Properly uses prior correspondence or
articles as models when composing written mate-
rial, makes necessary changes, and obtains signa-

* ture on written products with minor revisions.

Fully Successful

-~AlmostAlways: -

Composes various written products, e.g., memo-
randa, acknowledgement letters, transmittals for
reports, etc., that are comprehensive, clear, suc-
cinct, grammatically correct, formatted properly,

and signed without revision. Composes written

products drawing on pertinent information and

reflecting supervisor preferences, tone, and style;

3 |
Exceeds Fully'Successful Outstanding

summarizes technical or administrative subjects in
amanner that is easily understood. Independently
determines when to add information to a written
product to clarifythe intended message and im-
prove the final-product. R '

5

10/1/97
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15. Budget and Finance Assistance

Maintaining budget or other financial records (e.g., petty cash fund) either manually oron a computer. Posting entries, comparing or
reconciling records or reports, and preparing summaries or reports on the current status of accounts. Keeping the supervisor
informed of variances in accounts. Using a computeror calculator to perform mathematical or statistical calculations.

Frequently:

Maintains budget records that are out-of-date and

unreliable when tracking expenses, obligations,

and outstanding funds. Makes regular posting
errors; records accounts payable under outdated
account numbers; enters figures in the wrong
columns; deducts an expense from one account

when it should be deducted from another account;

enters a credit as a debit; computes incorrect totals;
makes mathematical errors in counting or disburs-
ing money. Approves an invoice for payment
without verifying that the merchandise was re-
ceived.

Unacceptable

- Usually:-

Maintains up-to-date and accurate budget records

for unit; posts cash disbursements, vouchers, or
other transactions to ledger or financial tracking
system as soon as they are received; updates
account records at least once monthly without
being reminded; reports shortages or overages in
cash accounts on hand. Prepares estimates of
expenditures by budget category for supervisor as
requested. '

Almost Always:

Conscientiously maintains financial records for unit;
maintains timely, thorough, and error-free budget
records, which track expenses, obligations, and

‘outstanding funds. Maintains very active accounts

in a completely current status; reports discrepancies
and improper transactions immediately to supervisor.
Current balance is available at all times for all
“accounts. Takes personal initiative to develop more
effective procedures for posting or record keeping.

Needs Improvement" 'Fully Successful Exceeds Fully Successful - ‘Outstanding V
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16. Personnel-Related Activities

Maintaining records pertaining to GAO employees, including creating and updatmg unit personnel files and completmg and
transmitting forms to Personnel. Distributing information and answering employee questions about campaigns, employee benefits,
deadlines for submitting paperwork; etc. Receiving, checklng, and Iogglng employee appllcatlons or ass:stmg employees with filling

out personnel-related forms.,

Frequently:

Provides inaccurate personnel-related information
or posts out-of-date notices. .

~ Puts off‘-_ffiling documents in ‘personnel file; places :
-documents. in the wrong employee file or wrong

section of the file and as a result, staff cannot rely
on the information in personnel files.

“Transmits personnel forms to the wrong processing

organization, which results in delays; forgets to
forward critical employee tax forms to appropriate
unit, resulting in errors in employee’s paycheck;
sends original copy of personnel form and does not
keep a back-up copy.

Unacceptable

Needs Improvement '

Usually:

Keeps unit staff mformed of personnel related
events; comphes with GAO policy in communica-

tions concerning personnel matters; recognizes
. change in employee status:and takes appropriate
- steps to assure that Personnel updates the official

records; and distributes copies ¢ of personnel records

to other units as requlred

Maintains personnel files; makes changes to em-

“ployee personnel records when observed or noti-

fied of the changes; flles matenals in order most
often used.

Fills out personnel-related forms and mé_kes appro-
priate distribution; retains copies for unitrecords.

“Fully Successful

Exceeds Fully Successtul

Almost Always

f“Serves as an expert source of mformatlon on
personnel-related matters and goes out of the way
-to provide complete and accurate information on
-personnel issues. Politely and accurately responds -
“to questlons, takes all necessary steps to: ‘provide
- prompt mformatlon seeks information from person-

- _nel experts: or locates information. from other
‘sources; if necessary; follows up on inquiries to
-ensure that-the requester is thoroughly satlsﬂed
‘with mformatlon provided. ,

Respons1bly controls all personnel files;’ recogmzes
;kthe importance of prompt and accurate filing .of
.employee records.and ensures that all files are
-accurate and completely current; conscnentlously

controls files for confidentiality.

Rellably reviews and processes personnel forms
promptly; ensures that forms include all necessary
information; corrects all dlscrepanmes orerrors pnor
to submission of forms. .

Outstanding ~ 10M/97



Chapter 6

Performance Appra1sal Matenals for
Wage System (W S) Pos1t10ns

Required
Performance
Dimensions

Suggested
Performance
Dimensions for

Specific Job Series

~All employees must be rated on these dimensionS'

1. Tea.mwork and Mamtammg Work Relahonshlps '
2. Service Onentatlon . o

- 3. Persmtent Work Effort

Al supemsory employees must also be rated on dJmensmn

4. Evaluatmg and Developmg Others

The following list provxdes a startmg point for selectmg
performance dimensions to appraise individual employee ,
performance. This list is a guide. : Supervisors should add or
delete dimensions as necessary to ensure that the selected
dimensions reflect the important Jjob activities and -

. respons:blhtles of the employees posmon

4401 Mlscellaneous Prlnting Speciallst

5. Planning a Job

18, Operatmg Presses and Bmdlng Equnpment

4402 Blndery Machine Operator . ‘
9. ' Checking and Handling Documents
18. " Operating Presses and Binding Equipment

4414 Offset Photographer

5.  PlanningadJob

9. Checking and Handling Documents

19. Operating Photographic/Lithographic Equipment

4417 Offset Duplicating Press Operator
5.  Planning a Job
18. . Operating Presses and Binding Equnpment

5703 Motor Vehicle Operator
20. - Operating Motor Vehicles

5704 Forkiift Operator
15. Handling Materials -

Page 121
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1.Teamwork and MaintainingWork Relationships

Establlshlng constructive and solid interpersonal relationships with customers, both mtemal and external, and coworkers treating
other with courtesy, lact, and respect; working with others; working to resolve dlsagreements effectively mteractmg in teams and
maintaining focus on group goals; abiding by and supporting group decisions.

Frequently:

Treats customers and/or coworkers with discour-

‘tesy or disrespect; is not tolerant of others’ needs,
perspectives, duties, or responsibilities; does not

support Affirmative Action or EEO goals.

Becomes angry or defensive when dealing with

difficult or demanding customers and/or coworkers;

refuses to listen to others’ frustrations, making
them even more angry.

Becomes angry or defensive when criticized.

Misses or arrives late to staff or other meetings;
does not participate or is disruptive.

Does not work with customers and/or coworkers to
resolve problems; is uncooperative or causes fric-
tion between individuals or departments.

USually:

Treats customers and/or coworkers with courtesy

and respect; works well with customers and/or
coworkers; adijusts to different working styles,

approaches, and perspectives; supports Affirma-

tive Action and EEO goals.

Is reasonable and calm when dealing with angry or

_ difficult customers and/or coworkers.
Accepts criticism without becoming defensive.

Attends staff or other meetings, listening to others

and contributing when called upon.

Works effectively with customers andlor coworkers
to resolve problems.

(Continued on Next Page)

Almost Always:

_Treats customers and/or coworkers with dignity;

seeks to understand and demonstrates respect for
others’ needs, perspectives, and responsibilities;
develops constructive working relationships with
others; supports and furthers Affirmative Action
and EEO goals

Remams pleasant and calm when dealing with
angry customers and/or coworkers; allows others to
vent their frustrations or anger, then effectlvely
addresses their concems.

Is constructive and helpful, even when criticized;
remains calm and does not become defensive when
criticized.

Attends staff or other meetings on time; partici-
pates actively, contributing ideas, soliciting input
from others, and acknowledging others’ valid points
and good suggestions.

Works effectively with customers and/or coworkers

to resolve problems, asking for their input and
working to address everyone's concerns.

10/1/97 .
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- 1.Teamwork and MairitainingWork Relationships -

Frequently: ; " Usually:

Fails to support cooperative projects or those Supports team endeavors; abides by group deci-

chosen by group consensus, putting own interests  sion orfinal authority; acts as a team player.
ahead of the group’s; participates in team activities

in an unproductive manner, failing to abide by

group decisions; has difficulty recognizingroleasa

team player.” ST R

Almost Always:

Actively promotes team endeavors, reaches con-
sensus, and supports group decisions.

4. nAE D R U s 5.

~Unacceptable Needs Improvement  Fully Successful Excéeds Fully‘-§u‘¢:(:"e”s‘.§f‘ul Ougfstanglin:g‘,

10/1/97
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2. Service Orienﬁtion

l '

.Answering questions aocuralely and giving correct and helpful information to others; rnformrng customers, both internal and extemal
of things they should know; referring customers to appropriate persons; suggestlng ways to do work more efﬂcrently '

Frequently:

Fails to respond or takes an unreasonable amount

of time to respond to requests for information;
provides inaccurate information to customers and/

.or coworkers, fails to look up information or contact

other resources to obtain the answer.

Does not keep customers and/or coworkers in-
formed of status of projects, requests, etc.

Fails to refer callers and visitors or refers them to

inappropriate people, resources, or units.

Does not suggest ways to improve work efficiency
or-quality or makes suggestrons that are obvrously
rrrelevant or unworkable

Unacceptable

- Needs Improvement - -

Ueually:

Respohds to requesfs and provides accurate and
helptul information to customers and/or coworkers.

Lets customers and/or coworkers know when major
delays or changes occur.

Refers callers or visitors to other people, re-
sources, or units, when necessary.

Makes some suggestions to improve work effi- -

ciency.

Fully Successtul

Exceeds Fully Successful

Almost Always:

Takes whatever steps are needed to respond to
requests and provide information accurately and
promptly; provides accurate, current, and helpful
information to customers and/or coworkers; persis-
tently looks up information or contacts other re-
sources when necessary to respond to requests. -

‘Keeps customers and/or coworkers informed of

status of projects, requests, etc., on a routine
basis; promptly ensures that problems are ad-
dressed quickly and effrcrently

Refers callers or visitors to the most appropriate
people, resources, or units; follows up to ensure
that callers and visitors obtam requested informa-

tion or service.

Looks for and suggests many practical, economical
ways to do work more efficiently and effectively.

Outstanding

101/97
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3. PersistentWork Effort

Working effectrvely under deadlines or tlme pressure; helpmg others with tasks, even when busy; putting in whatever effort is
" needed to get the job done; using current technology, where appllcable following through on tasks or assrgnments untll they are

finished. -

Frequently: \

Works on lower priority tasks ahead ofv more

-important work.

Does not work effecti\rely under deadlines or time
pressure, becoming so stressed that he/she has

great difficulty completing tasks by deadlines.

Does not exert the effort needed to get the job

done. Will not use new and more efficient

- procedures or technologies, where applicable.

Leaves tasks half-completed; does not follow through
on tasks or assignments until they are finished.

Does npt help coworkers .or request additional

work, even when not busy, often stretches tasks‘ RN

Usually:”

Works on high priority tasks first; stops working on

lower priority tasks when asked to turn to higher
priority work.

Completes tasks under deadiines ortime pressure.

_Puts in sufﬁcrent effort to-get the.job done. Uses

new and more efficient procedures, using current
technology, where applicable. :

-Follows through on most tasks or assrgnments untll -

they are finished adequately.

Helps coworkers when asked.

Almost Always:

anorrtrzes work and works on high prlonty tasks
first; qurckly stops working on lower priority tasks or
- arranges for someone else to complete the tasks
when faced wrth hrgher priority work ’ :

Works efl‘ectlvely under deadllnes or time pressure,
remaining calm even under severe pressure and

. completing tasks: eﬁectrvely within the aIIotted time

frames. . -

erlrngly puts in whatever effort is needed 1o get
the job done, sacrificing personal convenience
when necessary to accomplish objectives. Works to
develop.new and more effective ways to accom-

plish work.and. implement new . uses of current
.. technology, where applicable. -

Is.very persistent sticks with all tasks or assign-
ments until they are finished accurately and com-
pletety

Prtches in to help eoworkers, even when busy; .

. requests additional work when not busy.

Outstanding’“ o

outortakesextrabreaks : e
|———————— |- ——————— R |————— |
1 | 3 |
Unacceptable Needs Improvement - . :Fully Successful - Exceeds Fully Successful

10/1/97 .
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4. Evaluating and Developing Others

Providing input for position descriptions; interviewing job applicants effectively; teaching others how to do a job, motivating
employees; dealing with employee suggestions, complaints, and grievances; assigning work and setting priorities and deadlines for
others; observing and monitoring work progress of other people; informing subordinates of work performance standards; evaluating
the job performance of subordinates and conducting timely informal and formal performance appraisals; counseling employees on
work-related matters; explaining personnel actlons and procedures to subordmates recommendmg, mmatlng, or documentmg

personnel or personnel-related actions.

Frequently:

Provides inaccurate or incomplete information for
job descriptions.

Does not interview applicants effectively; puts
applicants on the defensive, asking inappropriate

orillegal questions; is biased or unprofessional.

Provides minimal or ineffective on-the-job training, -

using vague or confusing instructions, technical
terms, or jargon that employees do not understand;
lets employees “sink or swim.”

Does not acknowledge or address subordinates’
suggestions, grievances, orconcems.

Usually'f :

Provides adequate mput for job descriptions,

when asked.

Interwews applicants adequately, asklng ]ob-re-
lated questions.

Provides effective on-the-job training, explaining
most tasks adequately.

Acknowledges subordinates’ suggestions, griev-
ances, and concems.

(Continued on Next Page)

Almpst Always:

Provides accuraté and comprehensive input for job
descriptions; ensures that job descriptions are up-

- to-date and reflect duties accurately

| Interviews ,applicants in a highly effective manner;

puts applicants at ease, asking job-related ques-
tions and-probing to understand relevant skills and
experiences; remains objective and professional.

Provides tlmely and highly effective on-the-job
training, walking ‘employees through procedures
step-by-step, explaining tasks thoroughly and in

~terms that employees quickly understand, and

answering questions directly and succinctly.

Ackhowledges and discusses subordinates’ sugges-
tions, grievances, and concerns, working closely

. with them to resolve problems effectively and

|mp|ement lmprovements

10/1/97
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Frequently:

Does not attempt to motivate employees or is
demotivating; does not provide feedback or pro-
vides feedback that is untimely and/or only nega-

tive feedback; does not recognize or praise good
work; is overly critical, demanding, or authoritative;.
deals harshly orunconstructively with performance. -

problems.
Provides vague directions; does not set priorities

and deadlines when assigning tasks.

Fails to check with others to ensure work is on
schedule.

Evaluates others’ jobvperformance and conducts
performance;appraisals unfairly, and/or untimely or. -

lets personal feelings affect judgment.

Does not follow proper personnel procedures (e.g.,: .
_fails to document personnel-related actions, does:

. not follow proper procedures when initiating per-
sonnel actions).

Unacceptable

Needs Improvement

4. Evaluating and Developing Others

V Usually:

Provides timely feedback and praises good work
when appropriate; deals with performance prob-
lems timely and adequately.

Provides adequate directiorls and sets deadlines

when assigning tasks.

Monitors or observes the work progress of others.

‘Evaluates others’ job performance. and conducts

performance appraisals fairly, timely, and accu-
rately.

-Follows proper personnel procedures.

~Fully Successful

_Eitceeds Fully Successful

" Almost Always:

Effectively motivates employees by provrdmg con-
structive, timely, and balanced feedback; recogniz-
ing and praising good work, and setting realistic,
challenging goals; deals constructively and timely
with performance problems, providing coaching or
suggestions on'ways to improve.

Provides clear and concise directions, ensuring that

~ others understand tasks and objectives; sets priori-
ties and deadlines when assigning tasks.

Monitors or observes the work progress of others
closely; frequently checks with others to ensure
work is on schedule and that problems are quickly
addressed ,

Evaluates others’ job performance objectively and

“conducts performance appraisals fairly, timely, and

accurately; stresses strengths as well as areas of -

weakness, dlscussmg specific steps to |mprove
_performance

Rigorously fOIlows proper’personnel procedures
(e.g., documents personnel-related actions, ini-

~ tiates personnel actions according to procedure).

Outstandlng o 101197
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5.Planning a Job

- Carefully reading work orders route sheets, or specifications; developing comprehensive and effectlve plans and schedules for
completing a job; accurately determining materials, tools, staff or special steps required to complete the job.

Frequently | . 'USUally: o Almost'Always:_ ,

Overlooks or mlsunderstands written mstructlons -Readsand understands written instructions (e. g., Heads, understands, and applies written msfruc-
(e.g., work orders, route sheets, specifications); work orders, route sheets, or specifications); re- - tions correctly (e.g., work orders, route sheets,
requires extensive assistance in planning a job. - quires minimal clarlflcatlon or assistance from specmcanons), applies |nstruct|ons easny without

: : others asslstance from others '

Appreaches_workﬁvdithoutaplen for accomplishing ~Lays out jobs correctly; ldentmes needed staff, - Plans and lays out jobs approprlately in. step-w:se

a job; overlooks steps and fails to identify the staff,  tools, and materials. s fashion, even when special setups are required;
tools, and materials most appropriate for job ) : T “correctly anticipates and identifies all staff, materi-
~accomplishment. : als, and tools needed to complete the job effec-
: o t|ve|y and efﬁcnenﬂy
1 2 3 4 5
Unacceptable Needs Improvement Fully Successful Exceeds Fully SuccesSful ' '”;‘Qutst_andi'r:IQ ‘

101097
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6. Scheduling and Planning»

Developmg realjstic and effective schedules for accomplishing tasks; scheduling dates or times for meetings, deliveries, installations,
orrepairsina tlmely manner, accurately estimating needed resources.

Frequently:

Is inattentive to the urgency or importance of an
activity and schedules low priority work before more

- lmportant or. urgent activities.

g f Overor underestlmates the amount of time needed

for activities, misses or overlooks important steps.

Fails to schedule activities or meetings, or sched-

“ules them at disruptive times; in an inefficient

sequence, or in ways that are wasteful.

Over or underestimates the labor, equipment, and

other resources.needed to accomplish a job.

..+ -Unacceptable

Needs Improvement

UsUally:

Considers the importance or priority of activities

when scheduling. -

- Allows teasonable time frames for activities; in- -

cludes major steps.

Prepares a manageable schedule of activities or'.:
*-meetings, such thatmestactivitiés-or meetings are -

accomplished eftectively and efficiently.

Makes reasonable estimates of labor, equipment or

other-needed resources; incorporates critical de-

tails.

Fully Successful Exceeds Fully Successful

'Almost Always'

; that urgent or |mportant actlwtu.s are performed

promptly

Sets realistic and manageable time frames for
activities; incorporates all necessary steps and

*sngnmcant details.

Schedules actlvmes or meetmgs in a sequence that

is “efficient, at times ‘when disruption wiil be
. Mminimized, and in ways that use resources eco-
o nomlcally

ZAccurater estlmates the Iabor equment or other

resources needed to accomplish a job precisely;

_ takes all relevant information and steps into ac--
‘f-,count L

~ Outstanding

10/1/97
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7. Administrative Activities

F?ecommendlng types of equipment or vehicles to be purchased, monitoring costs to stay within budget; controllmg access and :
keys to various storage locations; adjustmg work pnormes when problems ar/se, mon/tormg tlme and leave usage; supervising

an office, fac:lrty, or functlon

Frequently:

Recommends equipment or vehicle purchases that
are unlikely to meet existing needs or wiil exceed
the budget.

'Does not- monitor. costs adequately, runs over

budget or out of funds.

Does not adjust work pnontres when problemsr

arise; proceeds as originally planned.

Fails to ;ke_ep trac,k*o;f' administrative work (e.g., lets .
too many people take vacation at the same time,

loses track of keys or access to storage areas).

Unacceptable

Needs Improvement

Usually:

Makes sound recommendaﬁons about types of
equipment or vehicles to be purchased.

Monitors costs to stay within budget.

Adjusts work priorities as -problerris aﬁSe, . 3 ‘

‘Monitors administrative functioris adequately (€.g., -
keeping track of time and leave usage, access to
~ storageareas).

. Fully Successful

Exceeds Fully Successful

. Almost Always:

Makes sound, well-informed recommendations about
types of equipment or vehicles to be purchased
that will meet existing and future needs in a cost-
effective manner.

Keeps a ciose eye on all cosis to stay within
~ budget, quickly identifying potential shortfalls or

overages and making all necessary changes

' »promptly

- Antrcupates workflow problems and takes steps to};, .
" enstre smooth work flow; |mmed|ately adjusts work

priorities when problems arise to assure timely work
accomphshment o

Stays on top of all administrative functions (e.g.,

monitoring time and leave usage to ensure ad-
equate staffing, maintaining keys and security of -
storage areas), |mmed|ately notes and addresses -

~allproblerns.

- Outstanding

10/1/97
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8. Processing Paperwork

Maintaining appropriate level of supplies or materials; ﬂllmg out proper forms completely and accurately, ensunng that records, files,

orlogs are accurate and up-to-date; routing or sending papemmrk fo appropnate persons preparlng and submlttlng accurate reports
on work volume; tracking down the status of jobs or files. .

Frequently:

Misreads charts, tables, or directories, obtaining
inaccurate information; fails to look for information.

Fails to fill out forms, work volume reports, logs, or

_supply orders, or fills them out incorrectly; omits

important signatures or information.

Creates' a backlog of -paperwork by failing to :

process papers in a reasonable amount of time.

Lets paperwork get dlsorganized and outdated; as
a result has difficulty trackmg down the status of a
]ob or task. .

Allows the unit to run low or.out of necessary
supplies.-

Unacceptable

Needs improvement

Usually:

Obtains correct information from charts, tables, or
directories.

Fills out forms, work volume reports, logs, or

‘supply orders correctiy;includes important details.

Processes and routes paperwork W|thm a reason-
able amount of time.’ .

Keeps paperwork organized and current; can track
down the status of a job or task in a reasonable
amount of time. - :

Checks and reorders supplies regularly. ' A

Fully Successful

Exceeds 'Fully Successful

Alrrrost Always-

Qurckly identifies all appropriate charts, tables, or

directories and obtains the correct information from

them

Fills out appropnate forms, work volume reports

__-logs or supply orders accurately and completely,
ensuring all needed signatures, approvals, and
mformalro_n are included. :

- Processes ‘and routes paperwork promptly and

efficiently.

. Stays on top of paperwork; keeps records thatare
“so accurate, organized, and up-to- -date that the

status of a job or task can be readily tracked at any

. pointin time.

- Checks" exrstrng and antrcrpated supply needs
~against current stock, ordering needed materials -
“and ensuring appropriate levels are maintained at
~ alltimes:. ‘

- Outstanding

10/1/97
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9. Checking and Handling Documents

Carefully phctocopymg, collating, hole-punching, binding, or disposing of materials; codlng or logging information accuraltely;
carefully and accurately copying or transferring lnfonnat/on from one document to another; carefully checking work for accuracy and

completeness.

Frequently:

- Transfers, codes, or logs information incorrectly

(e.g., transfers numbers into the wrong place on a
form).

Overlooks mistakes, failing to catch errors before

the work is passed on.

Prepares copies and hole-punched or bound docu-
ments that look sloppy (e.g., are not.aligned or
clear); pages are out of order.

Overlooks proper procedures when disposing of
(e:g., shredding, burning) documents.

.Unacceptable

‘Needs Improvement

Usually:

Codes, logs, or transfers information adequateljy. _
Checks work, catching and correcting most errors.
Prepares copies and hole-punched or bound docu-
ments properly. -

Disposes of {e.g., shreds, burns) documents ac-
cordlng to proper procedures

Fully Successful

Exceeds Fully Successful

Almost Always-

Is unusually quick and accurate ‘codes, logs, or
transfers lnformatlon in an error-free manner.

Has a ‘good eye’ for detail, meticulously double-

- checking work and detecting and- correcting all
- errors. - :

Prepares copies and hole-punched or bound docu-
ments that are of the highest possible quality (e.g.,
are clear, Iegible, and aligned properly). :

Is highly ccnscienticus and knowledgeable about
disposing of (e.g., shredding, burning) documents

- according to proper procedures; effectively instructs

others in proper procedures.

Outstanding

10/1/97
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10. Basic Numeric Operations

Adding, subtracting, multiplying, or dividing numbers accurately, performing calculations usinga formula.

Frequently:

Makes errors in simple calculations; fails to notice
mistakes. :

Heqwres excessive supervision to work through
snmple formulas.

Does not use calculator or adding machine func-

- tions appropriately; makes many mlstakes and does
- not detect them : :

-Unacceptable

Needs Improvement

Usually:

Adds, subtracts, multiplies, and divides numbers’

accurately, checking calculations that are obwously
incorrect. . . o

Follows formulas correctly, requiring guudance only
on difficult or unusual formulas.

Uses calculator or adding machine functions cor-

rectly.

Fully Successful

ExceedsFullySuccessful o

Almost Always:

‘Makes calculations (addltloﬁ, subtraction, muttipli-

cation, division) that are virtually error-free; care-

~fu||y double checks accuracy

Uses and follows formUlas correctly, in a step-by-
step fashion; uses even difficult and complex
fonnulas with little or no guidance.

Makes full use of arithmetic functnohs of calculator
or addmg machine; uses. functions correctly and
efficiently. : .

Outstanding

10/1/97
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11. Operating a Computer

Marntamlng andmana glng computer files; keying, entermg, correcting, and verifying information in computer records, files, or data
bases; printing compuiter files or reports; sending and receiving E-mail, telex, or other computerized messages.

Frequently:

Has difficulty. performing routine maintenance
(e.g., copying, printing, deleting) of computer
files, records, or data bases; makes errors or
performs activities in an overly complicated and

inefficient manner.

Makes many errors or is very slow when keying or
entering data.

Makes mistakes when sending or receiving E-mail,
telex, or other computerized messages; fails to
note and-correct mlstakes

‘Unacceptable

Needs Improvement

USualIy:
Effectively performs routine maintenance (e.g.,

copying, printing, deletmg) of computer files, records
ordatabases.

AoCufately keys orenters data. -

Effectively sends and receives E-mail, telex, or
other computerized messages; notices and cor-
rects mlstakes

Fully Successful

Exceeds Fully Successful

Almost Always:

Keeps all computer files, records, or data bases
accurate and well- organized by regularly and

- eftectively maintaining (e. g copying, printing, de-

Ietmg) files.

Is unusually quick and accurate when keying or

-entering data; verifies the accuracy of work and

corrects all errors.

Sends and receives E-mail, telex, or other comput-
erized messages promptly, effectively, and effi-
mently, quuckly notes and corrects all errors. -

" Outstanding

10/1/97
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~12. Following Proper Security: Proeedures

Verifying the identity or clearance ofindividuals; mamtammg the security of classified or sensmve matenals special equipment, or

cash

Frequentiy: '

Forgets or fails to check the identity or clearance

- of others: when delivering mail or ‘controlling a:

secure area.

Is:lax -about following procedures for securing
sensitive or classified material, special -equip-
- ment, or cash; frequently leaves such materials

unattended.

Unacceptable

Needs Improvement

USually'

Checks the |dent|ty or clearance of others when"
«delivering mail orcontrolhng a'secure area.

Follows appropriate procedures for securing sensi-

tive or classified material, special equipment, or -

Fully Successful

Exceeds Fully Successful -

Almost Always:

Is always meticulous about checking and verifying

‘the identity or clearance of individuals ‘before
delivering mail or allowing access to controlled_

areas

ngorously follows procedures for securmg classn-
fied or sensitive matenal specnal equupment or

cash; is ‘always alert'and watchful when charged

with security of material, never leaving such materi-

' *als unattended or unsecured

Outstanding

101197
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13. Inspecting Materials, Equipment, or Structures

Carefully inspecting and assessing condition of incoming shipments, equipment, parts, structures, or used:
property; conducting security or safely inspections; locking down or unlocking property or equipment.

Frequently:

Overlooks damage, defects, faults, or inadequa-
cies in shipments, equipment, parts, structures, or
property; fails to notice obvious problems.

Fails to lock down or unlock equipment or locks
down equipmentimproperly or insecurely.

Inspects the work place in only a cursory fashion,
ignoring or overlooking areas that are difficuit or
inconvenient to access.

Is unobsewant;; does not notice aspects of the work .

environment likely to present safety ‘or security.
hazards; fails to ensure that hazards or violations
are corrected.

Does not obtain or lmproperly obtalns samples of
materials. - : ,

Unacceptable

. Needs iImprovement

Usually:

Identifies significant damage, defects, faults, or
inadequacies in shipments, equnpment parts, struc-

tures, or property.

‘Locks down or unlocks equipment appropriately.

Inspects the work place adequately, checkmg most
areas carefully.

Notices critical safety and security problems in the

- work enwronment and follows up to-ensure correc-
tion. i

‘Collects samples of materials appropriately.

~ Fully Successful

‘Exceeds Fully Successful -

Almost Always:

Identifies all damage, defects, faults, or inadequa-
cies in shipments, equipment parts, structures, or

. property, even if not apparent at first glance or

quite difficult to discern.

Locks down or unlocks equipment securely and

- safely; double-checks to ensure equipment is se-

cure.

Inspects the \lllOI’k place thoroughly, accessing and

- carefully examining even inconvenient or out-of-

reach areas.”

Isalertto all aspects of the work envuronment llkely ,7
to present safety or secunty hazards (even aspects -
“ not readily noticeable) and follows up to ensure all

violations and potential hazards are promptly cor-
rected ’ ,

_Collects samples of materials safely and metlcu-
*lously from appropnate places. ‘

Outstanding

101/97



8¢T adeq

14.Taking Inventory

Taking careful inventory of property, supplies, or equrpment on a routine basis; carefully lnspectlng goods or supplres received for

proper quantity and quality.

Freq’uently‘

Fails to notrce whether goods or supplres are

received in appropriate quantities or are of poor
quality.

USually:

. Checks goods or supplies received. tor proper

Identifies, counts, or records'inventory items.inac-

instead of counting.

Unacceptable

“curately; makes “ballpark” estimates of quantltres‘

Needs Improvement

quantity and quality.

Identmes counts -and records inventory items
accurately

Fully Successful

Exceeds Fully '_Succ‘essful

Almost Atways:

Examines goods and supplies against vouchers

meticulously to ensure proper q'uantlty, checks
quallty of |tems carefully

Inventorles all property orequipment precrsely and
thoroughly, double-checkmg to. ensure counts,

‘records, and ldentlflcatron codes are accurate and
complete

- Outstanding

10/1/97
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15. Handling Materials

Safely and efﬂc:ently moving or carrying objects; operatmg material handlmg equrpment (e-g., handtrucks, tubs, dollies, hand-lift
trucks, stevedores) safely and effectively; handling all i lncom/ng and outgoing mail and materials to ensure proper and prompt

packaglng and distribution.

Frequently:

Handles heavy objects,carelessly, overlooking safer
ways to move material; injures self or damages

“objects.

Operates material-handling equipment improperly;

_ ‘does not know proper methods of use or the
functions of levers, buttons, etc.

Wraps, packs, or crates materials ineffectively and
inefficiently; does not wrap materials sufficiently to
prevent damage or does not tape boxes shut
adequately.

Weighs, sorts counts, or fnles mail or materlals

slowly and inaccurately.

Marks, stamps, orlabels mail and materials slowly

or uses the wrong stamp or label.

Usually:

Handles heavy objects or uses material-handling
equipment safely and carefully.

Operates material- handllng equrpment properly_

and is sufficiently knowledgeable about eqmpment
operation. -

Wraps, packs, or crates materials securely.

‘Weighs, sorts counts, or files mail or materlals:
" promptly and accurately.

erly.

(Contlrruoo_ on Next Page)

Marks, stamps, or labels mail and materials prop-

Almost Always:

Is highly conscientious and safety-minded when
handling heavy objects or operating material-han-
dling equipment; takes extra steps to avoid per-

-sonalinjury and damage to material.

_ Is_highly skilled in and knoWIedgeabIe'ab‘out the
operation of material-handling equipment; instructs

others effectively in proper method of use..

Wraps, packs, or crates materials in a highly
effective and efficient manner; carefully ensures
that materials are secure in crates or boxes, that
space-is- used efflcrently, and that wrapplng is
sufflment

Is unusually qurck and accurate when welghmg,
sorting, counting, or filing mail or materials; quickly
identifies all errors.

Marks, stamps, or labels mail and materials cor-
rectly and efficiently, ensuring the most appropriate

label or stamp is used.

10/1/97.
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15. Handling Materials

Freqdently:- - , ~ Usually: ' ‘Almost Always:
Picks up‘or delivers mail or other items too élowly, Picks up or delivers mail, packages, orequipment - Stays on schedule, déli\?ering or pidking ﬂp mail,

falling behind schedule; delivers items to the wrong  within a reasonable time frame; delivers items to packages, or equipment promptly; conscientiously
_person or department. the appropriate place. delivers materials to the correct person and place.”

Unacceptable - . Needs Improvement - Fully Successful Exceeds Fully Successful  Outstanding

10/1/97
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16. lnsia||ing and Repairing Hardware

Carefully reading or drawing diagrams, blueprints, or designs; effectively assembling, installing, repairing, and maintaining systems,
equipment or other materials; performing general building maintenance; properly finishing, painting, or repairing furniture, walls, or
other surfaces; erecting, anchoring, or bracing sheetrock, partit/ons or other materials; covering work areas, equipment, or property

to protect them.

Frequently:

Misinterprets or inaccurately sketches technical
assembly or installation diagrams or blueprints, or

‘requires excessive assistance to understand draw-

ings ordraw diagrams.

Assembles, installs, or repairs hardware carelessly;
overlooks safer ways to work; injures self or

“damages hardware or workspace.

Incorrectly assembles, repairs, or installs mechani-
cal systems (e.g., locks) or hardware (e.g., furni-
ture, kickplates, walls); leaves a job incomplete or
in poor working condition.

Finishes, refinishes, or paints surfaces poorly;
takes shortcuts that result in rough surfaces,
blemishes, streaks, ordnps

Overlooks or falls to follow up on problems when: ..

performing routine building maintenance; takes an
excessive amount of time to resolve maintenance
problems.

Unacceptable

Needs Improvement

Usually:

Interprets or sketches assembly or instaflation

diagrams or blueprints correctly, with little assis-
tance. '

Assembles, installs, or repairs hardware safely and

- carefully.

Correctly.assembles, installs, or repairs mechani-

cal systems (e.g., locks) or-hardware (e.g., furni-
ture, kickplates, walls), leaving hardware in ad-
equate working order.

Finishes, refinishes, or paints surfaces properly.

Performs routme buuldlng mamtenance adequately :

and promptly

Fully Successful

Exceeds Fully Successful

Almost Always: -

Interprets or sketches assembly or installation
diagrams or blueprints correctly on his/her own,
understanding all specifications, codes, and dimen- -
sions.

Is highly conscientious and safety-minded when
installing or repairing hardware; takes extra steps to
avoid personal injury and damage to material or
workspace.

Correctly -and precisely assembles, repairs, or
installs mechanical systems (e.g.. locks) or hard-
ware (e,g., furniture, kickplates, walls) such that it
is in the best possible working condition; tests
sturdiness and working condition, ensuring that job

. is complete and effective.

Finishes, refinishes, or paints-surfaces such that
they are of superior quality (e.g., smooth and free

of blemnshes streaks, or. dnps)

.Performs all routine buddmg maintenance properly

and meticulously; notes and corrects all problems
quickly-and effectively.

Outstanding 1011/97
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- 17. Installing,Troubleshooting, and Repairing Mechanical/Electromechanical Equipment

Effectively installing, roubleshootmg, repairing, or maintaining electromechanical, electronic, or mechanical systems and
-equipment, determining cabling, wiring, and power specifications for equipment or systems; testing equipment or systems; planning
lock systems, making keys, or resetting combinations on safes, vaults, efc.

Ffequentlyi :

Misin'terprets or inaccurately sketches technical
. equipment diagrams or blueprints; requires exces-

sive assistance to understand diagrams.

Overlooks safe ways to work ‘with electrical or
mechanical devices.

‘Has difficulty isolating the sovuyrce of routine equip- |

ment malfunctions; requires excessive time, super-
vision, or assistance.

'Instalis repairs, maintains, or modmes electncai or

mechanical devices mcorrectly, leaves a ]ob incom-
plete or in poor working condition.

o Unacceptablé,

Needs I'ﬁiprovement

- Usually:

klnterprets or sketches techmcal equnpment dla-

grams correctly, with little supervision,

Installs.and repairs electrical or mechanical de-

vices safely and cerefuily,tbllowing proper steps.

Finds the source of most equipment malfunctions

within a reasonable time frame and with little
assistance.

.Correctly installs, repairs mamtains or modifies

electrical or mechanical devices, leaving equip-
ment in adequate working condition.

- Fully Successful

Exceeds Fully Successful

: »Almost Always

: lnterprets or sketches technlcal equnpment dia-

grams or blueprints correctly on his/her own; under-

. stands-and correctly determmes all specmcatlons

codes, and dmensnons

Is highly conscientious and safety-mlnded when

- working on mechanical or electrical dewces
_‘Tracks down and |solates the source of -even

atypical or difficult equipment malfunctlons quickly
_and correctly With httle if any, supervnsmn

; Correctiy and premseiy mstatls repalrs, maintams

or modifies electrical or mechanical devices; tests

- all equipment to ensure proper and effective func-
- tioning; leaving equipment in the. best possmle ,
' workmg condition. -

. Outstanding

" 10/1/97
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18. Operating Presses and Bindihg Equipment

Operating presses or binding equipment safely and effectively, setting, adjusting, or allgnlng controls orparts; lnstalllng, mounting,
loading, or replacing parts or components; ensuring presses or binding equipment are in good worklng order by performing routine
maintenance and cleanlng, inspecting work (e g..sample pages) to ensure quallty

Frequently:

Overlooks safety procedures when operating presses
or binding equipment; injures self, equipment, or

materials.

Operates presses or binding equ1pmenf improperly;
does not know proper method of use, the functions
of controls, etc.

Fails to prepare presses or binding equipment
properly for a job before starting; fails to adjust or
set controls properly for the job; overlooks prob-
lems or needed adjustments during operation.

Fails to check quality of printed products before

- proceeding with production; does not notice incor-

rect page sequencing, misaligned pages, or smeared
print; produces materials that do not adhere to
work orders.

Usualli;:

Follows appropriate safety procedures when oper-
ating presses or binding equipment.

Operates presses or binding equrpment p’OPeny
* and s sufficiently knowledgeable about equlpmem

functioning.

Prepares presses or bmdmg equipment adequatelyl .
for a job; sets controls, and mounts, adjusts, loads,

or aligns components and parts properly; makes
adjustments as needed during operation.

Checks, inspects, .an_d correéts.page alignment, -

sequencing, format, and clearness of print; pro-
duces acceptable printed materials.

(Conﬂnu‘ed on Next Page) .

- Almost Always:

Is highly conscientious and safety-minded when
operating presses or.binding equipment; takes
extra steps to avoid personalinjury or damage to -
material.

Is skllled in and highly . knowledgeable about the
correct operation of presses or binding equipment;
mstructs others effectively in proper method of use.

Qurckly, effrcuently, and correctly prepares presses -

_orbinding equipment for production; sets or adjusts

controls, and mounts, adjusts, aligns, or loads all.

...components or parts. correctly before starting a job;

double-checks all settings before production be-
gins; anticipates and makes all appropnate adjust-
ments dunng operation. :

Is metlculous about checking and rnspectlng the'

accuracy, format quality, page sequencing, and
cleamness of printed products and correcting prob-
lems early, before final production; produces mate-
rials that are correct, adhere to work orders, and
are of the highest possible quality.

10/1/97
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18. Operating Presses and Binding Equipment

Frequently: ' Usually: B Almost Always:
Allows presses or binding equipmentto runlowon  Keeps presses or binding equipment in working  Maintains presses or blndlng eqmpment in the best
fluids, become dirty, or be in need of major order;checks fluid levels, lubrication, etc. - ‘possible working condition; keeps equipment clean,
maintenance. lubncated and fllled with appropriate fluids.
1 2 _ 3 _ 4 _— o 5
Unacceptable Needs Improvement _ Fully Successful - Exceeds Fully Successful "~ Outstanding

10/1/97
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19. Operatmg PhotographiclLithographic Equipment

Operatmg cameras, photographlc equipment, or platemakers properly, ensuring high quality pnnts or negatlves by ad]ustlng and
setting controls and conditions; performing routine cleaning and maintenance to keep equipment in proper working condition; using a
“variety of techmques to expose or develop film; worklng with negatives; carefully inspecting and correcting flaws.

Frequently:

Overlooks safety procedures when operating pho-
tographic or lithographic equipment; injures self,

‘equipment, or materials.

Operates photographic or lithographic equipment
improperly; does not know proper method of use,
functions of controls, etc.

Fails to prepare adequately for photography, film
development, or platemaking; fails to adjust lighting
or exposure properly; destroys film during develop-
ment or has to repunch masking sheets repeatedly
before work is acceptable.

Overlooks defects in negatives ormasters; fails to
correct problems; as a result, produces work that
looks sloppy or requires correction.

Usually:

Follows appropriate safety procedures when oper-
ating photographic or lithographic equipment.

Operates photographic or lithographic equipmenf
properly and is sufficiently knowledgeable about
equipment functlomng

Prepares adequately for photography, film devel-
opment, and platemaking; sets controls and makes
adjustments propetly. :

Checks or inspects negatives and masters for
defects and makes corrections within a reasonable
time frame.

(Continueg_! on Next Page)

Alfnost AIWays:

Is highly conscientious and safety-minded when
operating photographic or lithographic equipment;

" takes extra steps to avoid personal injury or

damage to material or equipment.

Is skilled in and highly knowledgeable about photo-

graphic or lithographic procasses and equipment

and can instruct others properly and adeptly.

Prepares for photography, film development, or
platemaking meticulously and properly; adjusts
lights, copyboard, etc., effectively; sets controls,
makes adjustments, and mixes chemicals such that
negatives or prints will be of the best possible
quality and size; develops and exposes film and
punches or cuts out maskmg sheets efficiently and

- effectlvely

Is meticulous about checking or inspecting nega-
tives and masters for defects and correcting flaws
promptly, produces negatives, pnnts, and masters

_that are'of the highest: possuble quallty

10/1/97 .
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19. Operating Photographic/Lithographic Equipment

Frequenily: Usuaily: o ' ' Almost Always:

Allows cameras, photographic equipment, or plate- Keeps cameras, photographic equipment; or plate- Maihta§h§ cameras, photographic equipment or
makers to become dirty and badly in need of makersin working order. v platemakersin the best possible working condition,

~maintenance. A g ~ keeping glass and exterior clean, performing rou-
: ' ~ tine'equipment maintenance, etc.

Unacceptable Needs Improvement - Fully Successful Exceeds Fully.Successful . Outstanding *=

10/1/97
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20. Operating MotorVehicles

®

Operating motorized vehicles properly and safely, chauffeuring or shuffling people in motor vehicles; complying with all traffic -
safety rules and regulatlons following the most direct route and adjusting route according to road conditions, clearances, or
restrictions; performing minor emergency repairs to motor vehicles while en route; keeping vehicles in good working condition;
promptly informing proper persons about problems with vehicles or equipment.

'Frequently:

Drives carelessly; violates traffic laws.

Has difficulty operating motorized vehicles or equip-
ment properly (e.g., cannot operate manual trans-
missions, has difficulty operating a fork-lift).

Does - not chauffeur effectively, failing to open
doors for passengers, drlvmg recklessly, stopping
abruptly, etc. _

Uses indirect routes and does not adjust route as

_necessary for construction, road conditions,-or

traffic.

Cannot or does not perform minor emergency road
repairs.

Usually:

' Drives safely; adheres to traffic laws.

Operates motorized vehicles or equipment properly

and is sufficiently knowledgeable about their func-
tioning.

Chauffeurs people effectively, driving safely, brak-
ing smoothly, etc. ’

Maps out and follows a direct route; considers

traffic in planning route.

Performs most minor emergency road repairs effec-
tively.

Almost Aiways:

Is highly conscientious and safety-minded when

operating motor vehicles, driving safely and “defen-
sively;” complies with all traffic laws.

Is skilled and highly knowledgeable about the
correct Speration of motorized vehicles or equip-
ment; instructs others effectively in proper opera-
tion of motorized vehicles or equipment.

Chauffeurs'people graciously and effectively, open-
ing doors for passengers, driving safely, braking
smoothly, etc; maintains a highly professronal ap-
pearance.

Maps.out and follows the most direct and efficient
route, considering and adjusting route as necessary -
for construction, road conditions, or traffic.

Performs all mmor emergency road repairs in a
highly effecﬂve and efficient manner; is.highly

_ 'resourceful in deallng with emergency repairs.

(Continued on Next Page)
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Fre_quenlly:-

20. Operating MotorVehicles

Usually: | ~ AmostAlways:

" Neglects to perform routme vehicle and engine ; Performs routine vehicle and engine malntenance . Keeps motor vehlcles in best possrble worklng
* maintenance; vehicle is in dlsrepalr (e. g Iow on . (e.g., checks orl coolant wnndshleld wnper lluud _condition at.all times (e.g., regularly .checks-oil,

oil, coolant, windshield' wrperllund)

fires). 7 ' coolant windshield wrperﬂmd tires).

Fails to inform| proper] persons about problems wnth Informs proper persons about problems wnth ve- _,”Promptly and effectlvely fixes .or. mforms proper

: veh|cles or eqmpment

¥ Unacceptable

“hicles or- equipment; addresses problems withina ) - persons. about all problems wrth vehicles or equip-

*reasonable timeframe. _ ' ‘'ment ensuring all problems are addressed in a
: proper and tlmely manner. . . v
2 3 4 5

'Needs Improvement - Fully Successful ExceedsFull’y': Successful oytsrénding

10/1/97 .
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21. Planning, Preparing, and Serving Meals

Planning menus effectlvely, purchasing groceries and supplies; coordinating food preparatlon prepanng food, setting tables properly
and decoratively; serving food or beverages properly and efficiently; storing food and other supplies in an organized and sanitary
manner; cleaning dining and kitchen areas; washlng and polishing dishes, kitchen utensils, s:Ivemzare elc.

Frequently:

Plans menus or develops recipes that are unappe-
tizing, are insensitive to special dietary needs, or
are unreasonable given the budget. '

Does not maintain a well-stocked dining facility;
runs out of ingredients or supplies; allows stores to
become dlsorganlzed orunsanitary.

Overlooks safety procedures when cooking; cuts,
burns, orinjures self.

Prepares and cooks food in a way that is unappetiz-
ing or unappealing.

Has difficulty coordinating food preparation; selec-
tions sit an undue amount of time before being
served or are not réady when they should be

Selects lnappropnate utensils or sets the table
incorrectly (e.g., places dessert forks or soup
spoons in the wrong place); may setthetableina
way that looks sloppy.

Usually:

Plans menus and develops recipes that are appe-
tizing and reasonable given budget limitations.

Maintains adequate levels of groceries and sup-

plies, keeping foods organized and stored p[operly,,

Takes safety precautions when cooking.

Prepares and cooks food that is appetizing.
Coordinates food preparatlon adequately so that
selectlons are ready at the appropnate tlme

Selects acceptable utensils and sets the tableina
neat and attractuve manner.

(Continued on Next Page) |

Almost Always:

Plans menus and develops recipes that are highly
nutritious, appetizing, creative, sensitive to special
dietary needs, and within budget.

Maintains a well-stocked dining facility; has all
necessary groceries and supplies on hand, stored,
and organized in a proper, sanitary manner.

- Is highly consc‘;ientidus and safety-minded when

cooking; uses knives and equipment carefully,
taking extra steps to avoid injury.

Prepares and cooks food that is quite appetizing

and appealing; prepares meals that taste excellent
and are presented in a very attractive manner.

Adep_tly (':odr’dinate‘s fobd'b‘reparation: ao'“tnat all

selections are ready at precisely.the righttime.

Selects the most appropriate utensils and sets the

table meticulously (e. g., places silverware in the: -
proper place and selects the appropriate type and
size of beverage glass); sets an interesting, attrac-

tive, or festive table (e.g., folds napkins in unique

ways, arranges attractive table deeoratlons)

1011/97
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Frequently:

Is inefficient or inattentive when serving food or
beverages (e.g., lets dishes remain on tables after
guests have finished eating, refills glasses only
when guests request it).

Fails to clean on a routine basis, allowing the
kitchen and dining facilities, utensils, silver, etc., to
become dirty. :

.- Unacceptable

| Needs Improvement -

- .

21. Planning, Preparing, and Serving Meals

 Usually:

Is efficient and polite when serving food or bever-
ages. : -

Keeps the kitchen and dining facilities in an
acceptable, clean, and sanitary condition.

Almost Always:

Is highly efficient, gracious, and attentive when

~serving food or beverages (e.g., clears dining

tables as guests finish eating each course, keeps
beverage glasses filled); is gracious, yet unobtru-
sive. : ’ :

Maintains the kitchen and dining facilities in first-
rate, clean, and sanitary condition; cleans and

. polishes kitchen surfaces, dusts dining areas, and

“Fully Successful Exceeds Fully Successful  Outstanding

washes dishes and utensils promptly and thor-
oughly. ‘ R

5
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22. Routine Cleaning and Maintaining

Cleaning glass, furniture, floors, or carpets; keeping tools and equipment in working order; disposing of dangerous materials or
chemicals according to regulations; reporting building maintenance problems; cleaning-up work area after completing a job. ’

Frequently: Usually: - : Almost Always:

Allows tools and equipment to become dirty'and Keeps iools and equipment clean and in working  Keeps all tools and equipment spotiess and in the
in need of repair. condition. ' _ best possible working condition (cleaned, lubri-
cated, sharpened, etc.).

Leaves work areas dirty or does not clean ad- Cleansworkareasadequately. - co Is exceptionally neat and tidy, even while working;'

equately. - _ ’ - cleans work areas thoroughly.

Overlooks safety.consideratiohs when disposing of Disposes of dangerous materials properly. * Is highly safety-minded when disposing of dan-

dangerous materials or chemicals. gerous materials or chemicals, carefully following
proper procedures.

Fails to report building maintenancé problems. Reports major building maintenance problems. Notices, reports, and follows up on all building

maintenance problems promptly, ensuring prob- .
lems are quickly and efficiently addressed.-

1 2. ... o 3 co 4 o 5
Unacceptable Needs Improvement Fully Successful Exceeds Fully Successful Outstanding

- , ' CoL tonme?
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Appendix [

GAO
Staff

Form 247, Performance Appralsal for
Administrative Professmnal and Support

United States General Aecounﬂng OEee

GAO . - Performance Appraisal for
- Administrative Professional’
and Support_Staff (APSS)

inistrative information. Fill in itlems 1 through 7 at the of the rating period; items
mpwm-w(l) mmwwmorwmmm“mbmm?m .'m
1. Name . » lz. Rating Period o

. ' From: MoJYr. To: MosYr

3, Thie/Serles : . : 4. Grade
§. Division/Offios
6. M(.)llmiﬂ . 7a. Rates's initials b. Rater's inltlale
8. Date(s) of Prograes Review(s) 9. Rates’s tnitisle b. Rater's initiele

10. Signaturss. The signatures of the rater and ratee indicate that the appraisal has been reviewed. By signing, the ralee doss not

Name (yped) Grads Signeture Unt T Dele

a. Rater

b. Reviewer

<. Ratee

11. Cheok box if rstes’s comments are sitached. D

Note: This is a three part form. Part A contains administrative information. Part B containg any ratee statement of
contributions and the rater's summary comments. Part C containg the performance dimensions for either GS, :
GS-318/328, or Wage Systsm positions.  inciude only the dimensions that were discussed at the time expaciations ware
set and/or revised. .
RsvbwmoAPSmemwnm:w«iorMmﬁcnonm-mdmw
standards.

Please follow the instructions for each part. Submit the compieted appraisal to the reviewer before discussing the rating
with the rase. _

OPR:Pars ) : ’ GAO Form M7(Rev. 1097)
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GAOForm 247, Pertormmce Appraisal
for Administrative Protessxonn.l and
.Support Staff

Part 8. Rates Statement of of Contributions ww-&mmuy nments. A ratee statement of contributions -
should be submitted. before C is completad. ™ Omuddhuml g be
added if needed. Rmawpm%wmmmmmmfmmpﬁ:qﬁm k Plol(mwwy)rmy

1. mmum(m

2. Rater's Summary Comments (required)

Paged - GAD Porm 347 (Rev. 109T)
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Appendix I

GAO Form 247, Perform.l.nce Appruul '
for Admmlsmnve Profesnond l.nd
Support Staff )

o

Part 8. Rates Statement of Contributions Continuation Sheet

Pagel ‘ GAO Form 347 (Rev. 1087)
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Appendix | :

GAO Form 247, Performance Apprmsal
for Administrative Professional and
Support Stafr

Part C. e (GS
Gm:lf:rdndu (m).(ueoptaﬂms)m

andmnda?wngmhnﬂmmrhmmrm

instructions.
the box at the right comesponding to the rating chosen using the guide p

-

Performance Rating Guide: 1 = Unacceptable; 2 3 = Fully Successful;
Em.dsFullySumiurs-Oum:&ng . ully
ammmmm

1. Tomﬁmm.nqmlm

2. Service Orlentation

"3, Inclivicual Work Productivity

OO

mmmum(s&amdmmmmh)

OOO0OOOoOoO0OoOooooan

Page 4

" GAO Form 347 (Rev. 1097)

~N,
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Appendix I e
GAO Form 247, Performance Appruul
for Administrative Professional and
Support Staff

mmutmnﬂnwmpmdwtommm\ammm
'_ Pm-mmeum 1-uwurz-mmms-myw

Pm C, Scem:ry {G8-3198), Oflla Automldm cwmmg

SWSM

Performance Appraisal .
Mwmwm mmmmborn )

1. Teamwork and interpersonal Relstions

2 Service Orientalion. |

ooo

3. Work Orientation and Procuctivily

Additionai Performance Dimensions (Select desired dimensions from the pulbdown ist)

NO0000000000000

Paged -

GAO Form 347 (Bav. 1097)
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Appendix [ )
GAO Form 247, Performance Apprusd
for Administrative Professional and
Support Staff (Wage System)

Pert C. Wa
lrmruetlong..

Performance Appraisal

the relevant dimensions standards and Ihofulmm
mmnhmwmmmmwmmmwmmmmm "'"""'b""

mmw«- 1

Um%z-Mlmpm;Fww

meum

R A Tmmwm\gwmw

‘2s.~mouum

3. Persistent Work Effort

ooo-

o o o o

Peged ‘ GAO Form 47 (Rev. 1097)
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