[image: image1.jpg]MILLER





	Name:
	
	Year:
	

	Title:
	
	Department:
	

	Date of Hire:
	
	Supervisor:
	


Individual: Year-End Growth Assessment and Plan
Instructions

1. Complete the employee column (Emp) of the form on Pages 1-4 and email it, along with Page 5-6 whereby you may add any comments or examples as a further basis for discussion, to Christine by the deadline in the email.
2. Thereafter, your supervisor will complete their sections of the worksheet.

3. The worksheet will then be reviewed with you during a meeting with your leadership team.
4. During this conversation, you and your leadership team will agree upon a set of customized goals that will be the focus of your time and attention during the coming year and will jointly document them on Page 7 at that time.

5. Upon completion of this exercise, your manager will provide the final document to Christine and a copy will be emailed to you. 
6. Mid-year, you will be prompted to send a written update to your manager on the progress being made towards accomplishing these goals; conversations regarding these updates may be had as deemed appropriate.
7. The status of your growth in these goal areas will be reviewed with you during a meeting with your leadership team at the end of the year whereby new standards for the following year will also be discussed.
	Name:
	
	Year:
	

	Title:
	
	Department:
	

	Date of Hire:
	
	Supervisor:
	


On the following scale:

1)  Distinguished   2) Highly Effective   3) Fully Effective   4) Needs Attention   5) Unacceptable
	(A)
	Communication
	Emp
	Sup

	1. 
	Cultivates a culture of openness in information sharing.  Manages others’ expectations appropriately, and proactively communicates any potential problems or roadblocks.  Effectively feeds information upward and rarely leaves others flying blind or unaware of important updates.
	
	

	2. 
	Cultivates a culture of openness in information sharing.  Manages others’ expectations appropriately, and proactively communicates any potential problems or roadblocks.  Effectively feeds information upward and rarely leaves others flying blind or unaware of important updates.
	
	

	3. 
	Encourages open communication, cooperation, and the sharing of knowledge.  Remains open-minded and willing to entertain others’ ideas.  Builds trust through regular, open, and honest communication.  Demonstrates candor and level-headedness in all business dealings.
	
	

	4. 
	Listens actively and always responds in a respectful tone.  Engages appropriately when in disagreement and pushes back respectfully and in a spirit of goodwill cooperation.  Speaks persuasively and convincingly but is not afraid to say, “I don’t know” and research an answer.
	
	

	
	
	
	

	(B)
	Dependability
	Emp
	Sup

	5. 
	Takes personal initiative and exhibits self-motivation without supervision.
	
	

	6. 
	Exhibits a decisive ability to translate organizational goals into personal action and efforts that move the organization forward.
	
	

	7. 
	Demonstrates a “can do” approach that emphasizes solving problems rather than finger pointing.
	
	

	8. 
	Exhibits flexibility in cross training, learns new practices quickly, and adjusts to changes in assignments and working conditions.
	
	

	9. 
	Exhibits consistency and reliability and produces dependable work results.  Completes work with accuracy, thoroughness, and attention to detail.
	
	

	10. 
	Goes the “extra mile” as needed to achieve extraordinary outcomes and/or customer satisfaction.
	
	

	11. 
	Meets schedules, takes responsibility, follows through, and responds predictably and admirably to special requests.
	
	

	12. 
	Demonstrates dependability, reliability, and acceptable attendance.  Volunteers and is available to accomplish organizational goals as needed.
	
	

	(C)
	Professional and Technical Knowledge
	Emp
	Sup

	13. 
	Demonstrates a command and thorough knowledge of the position in all of its dimensions.  Has and applies the knowledge and skills necessary to effectively perform all aspects of the position.
	
	

	14. 
	Maintains and grows critical knowledge or skills that meet high industry standards.  Embraces technological changes and keeps up to date on developments within specialty.
	
	

	15. 
	Embodies our organization’s core principles of fostering a greater sense of respect, dignity, and professionalism in the workplace.
	
	

	16. 
	Establishes immediate credibility and demonstrates vision, ambition, and passion to succeed.  Demonstrates professional expertise and inspires confidence in others.
	
	

	17. 
	Consistently displays the highest level of personal integrity.  Maintains professionalism and composure when faced with crises and confidentiality with respect to others’ private affairs.
	
	

	
	
	
	

	(D)
	Innovation
	Emp
	Sup

	18. 
	Examines the root cause of problems and suggests effective solutions.  Fosters new ideas, improves processes, and suggests better ways to do things (cost and/or operational efficiency).
	
	

	19. 
	Demonstrates an ability to think “out of the box.”  Continuously focuses on improving personal productivity to create higher-value end results.
	
	

	20. 
	Promotes a creative climate and inspires coworkers to develop original ideas or solutions.
	
	

	21. 
	Translates creative thinking into tangible changes and solutions that improve the work unit and organization.
	
	

	22. 
	Uses ingenious methods to accomplish responsibilities.  Demonstrates resourcefulness and the ability to succeed with minimal resources.
	
	

	
	
	
	

	(E)
	Customer Focus
	Emp
	Sup

	23. 
	Demonstrates total commitment to outstanding customer service.  Provides service that consistently exceeds client expectations.
	
	

	24. 
	Regularly exhibits creativity and flexibility in resolving customer issues.  Remains customer-oriented, flexible, and responsive to last-minute changes.
	
	

	25. 
	Effectively exceeds customer expectations by providing timely feedback/follow-up in an empathetic/caring way.  Looks to provide creative solutions.
	
	

	26. 
	Tactfully informs customers when their requests cannot be met and escalates matters for further review and approval as appropriate. 
	
	

	27. 
	Takes pride in building relationships with even the most challenging clients.  Thinks relationship first, transaction second.  Pursues opportunities for cross selling to maximize the outcome of every customer interaction.
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	(F)
	Work Quality
	Emp
	Sup

	28. 
	Establishes measurement tools for continuous process improvement, and adjusts regularly to accommodate changing circumstances
	
	

	29. 
	Views quality as the single most essential element that allows our company to compete effectively and differentiate itself from the competition.
	
	

	30. 
	Establishes priorities, manages time, and organizes resources effectively in order to complete assignments on time and according to specifications while producing the expected quantity of work results. 
	
	

	31. 
	Demonstrates resourcefulness and competent judgment (the ability to differentiate between decisions that can be made independently and those that should be escalated.)
	
	

	32. 
	Exhibits consistency and reliability and produces dependable work results.  Completes work with accuracy, thoroughness, and attention to detail.
	
	

	
	
	
	

	(G)
	Productivity
	Emp
	Sup

	33. 
	Consistently meets or exceeds productivity benchmarks and sustains peak performance.
	
	

	34. 
	Effectively plans resources and consistently adheres to deadlines and production benchmarks.
	
	

	35. 
	Regularly identifies streamlining measures that eliminate or reduce system redundancies.  Strictly adheres to our program values of risk reduction, timely incident response, liability minimization, and loss control.
	
	

	36. 
	Effectively utilizes job resources (finances, equipment, materials, etc.), sets goals (budgets, target, etc.), and achieves productive results.
	
	

	37. 
	Achieves maximum results by focusing on high-payoff activities and diagnosing problems that impeded productivity.
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	Goal Worksheet
1. This worksheet is to be used to record the agreed upon a set of customized goals as identified during the joint employee/leadership team discussion and that will be the items of focus of your attention during the coming year.
2. Mid-year, you will be prompted to send a written update to your manager on the progress being made towards accomplishing these goals, and a time may be scheduled to meet with your leadership team to discuss your progress as deemed appropriate.
3. Your signature below indicates that the goals stated are agreed upon and will be reviewed both mid-year and at year-end.


	

	

	


Employee Signature
________________________________________________

Date:
_____________________________________

Manager Signature
________________________________________________

Date: 
_____________________________________
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