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This GUIDE provides detailed information about the accountabilities and competencies that may be evaluated on the Accountability & Competency Evaluation (ACE) form for this position. The first section lists performance expectations related to the accountabilities and the second section lists the behavioral expectations related to the competencies. The supervisor of this position may edit or update this GUIDE as needed at any time. All changes should be promptly communicated to the incumbent.    


	
I.  ACCOUNTABILITIES
This GUIDE includes several accountabilities (grey bars). Examples of performance expectations are listed below each accountability. The list is not exhaustive; it only represents some of the performance expectations that may be evaluated on the ACE. This information can be used to:     
1. Communicate performance expectations of the job.
1. Help supervisors assign appropriate ratings for each accountability on the ACE based upon the performance of these expectations or achievement of the specified outcomes.   
1. Prompt ideas for areas to develop.


	1. Work Direction, Support, and Quality Control – Plans and assigns work, and provides staff guidance and support to ensure the objectives of the work unit are met.

	1. Establishes challenging goals for the work unit, and identifies and collects metrics to evaluate progress. 
1. Develops plans for the work unit that optimize time and resources.  
1. Evaluates workload to plan and assign work.
1. Prepares and maintains work schedules.
1. Reviews and approves leave and travel requests to ensure adequate coverage, and reviews time forms to ensure accuracy.    
1. Provides instructions for work assignments and communicates expected results.   
1. Provides employees with the resources and support needed to complete their work.  
1. Monitors work to ensure quality services/products are delivered safely, on time, and in compliance with laws, rules, policies, and procedures.    
1. Cross-trains staff to ensure adequate back-up is available for essential, time-sensitive tasks.  
1. Reviews metrics regularly and evaluates work processes to identify ways to increase efficiency and effectiveness.  

	1. Performance Management – Sets goals with staff and provides regular feedback to improve performance, addresses performance issues, and accurately evaluates job performance.

	1. Sets individual goals for each employee that are aligned with the agency’s strategic goals.  
1. Establishes performance standards and expectations for each employee, and updates Performance Guides as needed.  
1. Communicates performance standards and expectations to new staff, and ensures staff maintain constant awareness of them.  
1. Provides timely and constructive performance feedback to each employee on a regular basis.  
1. Regularly documents important instances of feedback related to task performance and goal achievement.  
1. Coaches employees by providing suggestions and regular encouragement to help them continuously increase their level of performance.  
1. Provides accurate ratings on performance evaluations (ACEs) and includes ample supporting comments that provide an accurate portrayal of the employee’s performance during the entire evaluation period.  
1. Promptly addresses performance problems and deficiencies.
1. Prepares and/or implements work improvement plans to improve performance.
1. Recommends and/or delivers appropriate corrective/disciplinary actions.
1. Resolves employee conflicts and complaints.   




	1. Staffing – Staffs the work unit with competent and motivated individuals who are capable of fulfilling the work of the unit.

	1. Acts promptly to begin recruiting candidates for vacancies.  
1. Identifies the knowledge and competencies needed for the duties assigned to the job.  
1. Prepares or updates screening and interviewing documents to ensure an accurate assessment of candidates.  
1. Screens, interviews, and thoroughly investigates candidates; and recommends the selection of candidates most likely to be successful in the job.
1. Plans for future vacancies by developing potential successor candidates among current staff when possible, and maintains external networks to increase the ability to recruit externally if necessary.  
1. Reviews staff placements and reassigns duties as needed to ensure each staff member is in a job where they will be most productive.  
1. Orients new staff members and ensures they have the knowledge and resources needed to accomplish their work.  
1. Recommends changes in staffing levels and the termination of employment.     

	1. Training and Development – Identifies and addresses on-going training and development needs to increase staff performance and promote professional growth.

	1. Accurately appraises the strengths and weaknesses of individual employees.
1. Identifies on-going training and development activities to address needs.
1. Provides training to staff, or ensures access to training and development.
1. Evaluates employee performance after training to determine if additional training is needed. 
1. Coaches employees who are interested in developing their careers. 

	1. Fiscal – Monitors expenditures; oversees the use of supplies, equipment, and facilities; and administers contracts.

	a) Recommends actions related to setting and changing employee salaries.  
b) Monitors and accounts for budget expenditures and/or revenues, and ensures spending is within budget limits.
c) Prepares budget or compiles financial data, cost reports, and cost estimates for budget preparation.
d) Administers and/or reviews contracts with vendors and service providers.
e) Oversees the efficient use of supplies, equipment, and facilities.
f) Advocates for needed funding for the unit and ensures staff have adequate supplies and equipment needed to perform tasks.  
g) Ensures the proper maintenance of facilities and equipment.

	1. Information Collection and Reporting – Maintains systems to collect and store data, analyzes data and prepares reports, and ensures information technology needs of the work unit are met.  

	a) Designs or revises methods or systems to efficiently collect and report accurate data.
b) Analyzes data, provides accurate information, and prepares reports and memoranda.
c) Directs staff in the development, data collection, analysis, and preparation of reports.  
d) Ensures computer system and programming needs of staff and/or the work unit are met.

	1. Technical Oversight – Provides technical assistance and oversight of complex or high profile work, develops policies and procedures, and represents the work unit with external parties.

	a) Investigates and assists staff in successfully resolving non-routine or complex tasks, problems, and complaints.
b) Provides oversight of difficult, high-profile, controversial, and/or sensitive work.
c) Interprets, implements, and recommends and/or drafts legislation, rules, policies, and procedures.
d) Demonstrates expertise in own area and keeps up-to-date.  
e) Professionally represents the unit and serves as a liaison with external parties; educates others about services.

	1. Evaluation of Nursing Interventions

	a) Develops standards and criteria for quality assurance programs in conjunction with other programs for Community Health staffs.
b) Directs a team of nursing staff and nursing managers who assist in the development and/or provide input into the assessments of nursing practices and standards of care.
c) Develops and oversees the ongoing revision, as needed, of annual standing orders for nursing interventions requiring physicians’ orders.
d) Assures processes are established and maintained to assure current nursing licensures.
e) Maintains knowledge of program policies and scope of nursing practices within licensures.
f) Consults with the Board of Nursing when needed on nursing practice concerns.
g) Reviews incident reports relating to practices and service deliveries.
h) Assesses for trends, needed plans of correction, or the review/revision of policies.
i) Analyzes statistics, data, reports, and other information to assess for quality of services, outcomes of interventions, and meeting of goals and objectives.
j) [bookmark: _GoBack]Other:       

	1. Health Nursing Service Activities

	a) Monitors trends in public health and interprets there potential impact on publics’/communities’ health service deliveries.
b) Assures that policies, procedures, guidelines, and protocols are established and maintained for quality care.
c) Assures that Community Health Nursing services meet the objectives and desired outcomes of the specific programs.
d) Develops and maintains contracts with other agencies to provide Community Health Nursing services and home visits to high-risk families. 
e) Develops and maintains contracts with nursing programs in colleges and universities in South Dakota and surrounding states so that the community health sites are available for clinical experiences for student nurses and other health professional students.
f) Presents to students and interns information on public health in South Dakota and the Department of Health.
g) Other:        

	1. Public and Community Health

	a) Participates as a member of the Department of Health’s pandemic flu activities and Points of Dispensing planning groups.
b) Provides information and assistance as requested for grant applications.
c) Participates in planning teams as needed for the Department’s emergency responses to natural disasters.
d) Participates in the Department of Health’s Strategic Planning Process and reports on assigned areas of the plan on a regular basis.
e) Establishes and maintains working relationships with internal and external partners as well as groups and communities.
f) Represents the Department of Health in committees, workgroups, and councils as requested.
g) Other:        

	1. Other – 

	a)  




	II.  COMPETENCIES
The leadership competencies are listed below; hold down the [Ctrl] key and click on the competency name to go directly to information on that specific competency. On these pages, each competency is defined (black bars) and is broken down into dimensions (grey bars). Example performance expectations, written as behaviors, are provided under each dimension for three levels of performance. These are only examples; not all examples may be applicable to a specific position. This information can be used to:  
1. Communicate performance expectations of the job.
1. Serve as a guide to employees for enhancing performance.
1. Help supervisors assign appropriate ratings on the ACE.  
· Prompt ideas for development by reviewing behaviors at higher rating levels. 


	
1. Displays High Integrity
2. Exercises Due Diligence 
3. Acts Decisively
4. Leads Organizational Change
5. Focuses on Customer Needs
6. Takes Entrepreneurial Risks
7. Builds Strong Alliances
8. Turns Vision Into Strategy
9. Demonstrates Astuteness
10. Maintains Professional Credibility
11. Builds Competence
12. Develops Successful Teams
13. Inspires High Performance








