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	Critical Element:  (Departmental Goals and Objectives, as appropriate) 

	Contributes to Business Operating/Local Action Plans so that strategic goals for organization are substantially met.

	Performance Objectives
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	Critical Element: Restoring the Public Trust

	Focuses on making HUD’s programs and people more efficient and accountable.

	Performance Objectives
	Required Resources
	Due Date

	
	
	


	Critical Element: Management

	Ensures effective use of human resources within a positive work environment. Complies with performance appraisal system, including constructive feedback. Demonstrates sensitivity to EEO, affirmative employment, and the values of cultural diversity.  Establishes realistic work objectives and priorities. Makes prudent, effective, and accountable use of organization’s financial resources.
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	Due Date

	
	
	


	Standard for Successful Performance:  Departmental Goals

Performance consistently demonstrates the following characteristics on a routine and regular basis.

Failure to meet the standard is the exception rather than the rule.

	Workload Management
	·
Meets deadlines on priority assignments.  Delays are generally caused by factors outside executive's control.

·
Completes routine assignments by established due date or requests extension.

·
Continues to make progress toward completing other assigned, lower priority work.

	Quality of Work
	·
Exhibits an understanding of and support for organizational objectives.

·
Work products are complete, thorough, and comply with established policies and procedures.  

	Customer Service
	·
Treats all customers, internal and external, with respect and courtesy.

·
Provides accurate advice and guidance to internal and external customers.

·
Is resourceful in providing options and alternatives.

·
Coordinates with all affected parties to establish realistic goals and time frames.

·
Responds promptly to telephone calls, e-mail messages, inquiries, and requests for assistance.

	Communication
	·
Written products are clear, complete, organized, responsive, and accurately reflect program policies and procedures.

·
Oral communications provide understandable information to staff, clients, and the general public.

·
Responses, both oral and written, are provided within established time frames.

·
Brings issues or conflicts with staff or clients to the supervisor’s attention promptly.

	Team Work
	·
Shares expertise and provides information, suggestions, and recommendations to enhance the overall performance of the team.  

·
Delivers on commitments to other team members in a timely manner.

·
Consistently assists in resolving cross-program issues.

	Problem Solving
	·
Anticipates and resolves normal problems.  

·
Develops, evaluates, and advocates alternatives to resolve problems.  

·
Involves higher management as appropriate.

·
Monitors assigned program areas with sufficient frequency to identify potential problems.

	Standard for Successful Performance: Management

Performance consistently demonstrates the following characteristics on a routine and regular basis.

Failure to meet the standard is the exception rather than the rule.

	Human Resource Management


	·
Maintains appropriate balance between concern for people and concern for productivity.

·
Fosters teamwork, commitment, and quality service to customers.

·
Provides encouragement, guidance, and direction to teams and individuals.  

·
Helps employees improve work performance through effective coaching.

·
Provides employees with opportunities for growth and cross training.
·
Uses available resources to help employees accomplish work objectives.

·
Establishes clear and realistic employee performance measures; evaluates employees’ performance objectively.

·
Recognizes and rewards good performance.

·
Deals effectively with deficient performance.

·
Provides frequent, timely, honest, and constructive feedback.

·
Negotiates conflicts effectively.

	Program/ Operational Management
	·
Establishes work objectives linked to organizational objectives.

·
Develops long-range plans.

·
Allocates and/or adjusts resources in response to workload/priority changes.

·
Communicates effectively with employees and management.

·
Provides clear vision and direction to staff.  Consistently explains goals, objectives, and decisions.

·
Plans and organizes unit work effectively.

	Financial Responsibility
	·
Manages resources to ensure program operations are efficient and avoid waste.

·
Utilizes financial and management systems to make responsible decisions.

·
Establishes/utilizes risk management and internal control processes.

·
Ensures timely resolution of audit findings.

	Equal Employment Opportunity
	·
Takes actions and makes decisions regarding hiring, promotions, work assignments, training, Upward Mobility, and other personnel and administrative matters that further the Department’s EEO and AEP policies and foster diversity within the HUD work place.  

·
Treats all employees and clients F.A.I.R.ly.  Actions taken in managing subordinate staff are consistently free of discrimination.

·
Attends EEO, special emphasis, and diversity programs and activities conducted at the workplace during work hours.

·
Identifies and attempts to resolve internal problems before they give rise to formal complaints or grievances, using Alternative Dispute Resolution techniques where appropriate.

·
Adheres to agency requirements for reasonable accommodation of employees’ religious observances and of needs of employees with disabilities.

·
Advises senior management of any EEO/Affirmative Action/diversity issues that may negatively impact accomplishment of goals and objectives.
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