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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 (gray 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. Data Collection and Analysis – Gathers, analyzes, and interprets environmental and natural resources information for identification, documentation, environmental impact, beneficial use, compliance, and actions.   

	a) Enters and manages data in applicable databases/systems and paper case files (e.g., Air Force Environmental Data Call System, Surface Water Discharge Database, Environmental Events Database, Drinking Water Program). 
b) Follows standard procedures and accepted quality control practices to provide realistic data. 
c) Reviews data and analyses provided during inspections to determine that statistically valid methods and proper quality controls and assurances have been used. 
d) Analyzes data from specific projects/situations (e.g., emissions, aquifers, hazardous waste, accidents) to help determine environmental conditions, problems, and causes, to be included in technical reports (including data from operators).
e) Maintains verifiable chain-of-custody on all samples obtained. 
f) Completes lab analysis forms, adds field notes, and delivers samples to the testing laboratory.
g) Conducts interviews with responsible parties, facility representatives, or property owners to collect necessary information/facts of an incident (e.g., releases, compliance).
h) Searches for and compiles information from peer reviewed journals, periodicals, publications, student theses and dissertations, databases, and unpublished sources. 
i) Uses the appropriate collection procedures (e.g., proper labeling, obtains documentation and location, preservation).
j) Collects photographic and physical evidence from various activities/alleged violations (e.g., release sites, spills.) 
k) Collects samples, following proper collection procedures to check for pollutants, also collects site information, and other data that may be necessary to the investigation (e.g., groundwater, surface water, soil, waste water).
l) Evaluates and interprets data compiled (e.g., geologic, hydrologic, MTBE, radon, compliance) for given projects or tasks.  

	2. Field Investigations and Inspections – Plans, conducts, and oversees field inspections.

	a) Conducts appropriate inspections (e.g., Central Accumulation Points, Liquid Waste Interceptors, Oil Water Separators, Construction Aggregate Mining) on appropriate/necessary timelines to check for:
i. Compliance;
ii. Source and the extent of violations; and
iii. Depreciation of items to be repaired and/or replaced
b) Oversees applicable procedures for field inspections (e.g., construction of wells, test holes, well abandonment, and emissions testing). 
c) Recommends data collections and analytical methods (e.g., waste determinations, soil boring).
d) Obtains and reviews quotes for projects (e.g., excavation, tank system removal). 
e) Documents the condition of the sites and adjacent properties by using checklists, photographs, and making hand drawn maps.
f) Plans/schedules applicable inspections (e.g., Construction Aggregate Mining, regulated facilities) on appropriate timelines.
g) Contacts entities/property owners operating in alleged violations to arrange field inspections (e.g., obtain access and explain purpose of the visit).
h) Coordinates and conducts necessary follow-up inspections (e.g., complaints, compliance). 
i) Reviews applicable data/reports (e.g., compliance history, existing permits) to ensure compliance with laws and regulations. 
j) Determines the location and type of data to be collected based on environmental concerns and site topography. 
k) Determines if violations could/should be the responsibility of the owners and operators, manufacturers of faulty equipment, or commercial insurance vendors.
l) Ensures that activities are in accordance with approved corrective action plans (e.g., DENR, EPA). 
m) Obtains records from the owners or operators to prove compliance (e.g., insurance policies, system maintenance records).
n) Contacts the appropriate people to ensure preparation of sites such as marked utilities.
o) Operates scientific instruments to obtain field measurements. 
p) Verifies the accuracy of data gathered from site investigations (e.g., soil boring, samples).
q) Maintains and orders sampling equipment for quality control and assurance (e.g., water quality meter, pH meter).  

	3. Technical Reports – Prepares technical reports and other work products (e.g., maps, charts, evaluative letters); presents and explains information to the public, government officials, and other technical professionals.   

	a) Generates reports of data collections and analyses from field investigations (e.g., DENR/DWP, SWQ Program, and SD Recycling). 
b) Prepares applicable technical reports (e.g., compliance data, environmental statuses, and permit requirements) for the applicable entities (e.g., EPA, SD, and ESOH Council).
c) Documents inspection results within official reports, and includes all pertinent data, deficiencies, problems, or recommendations (e.g., waste facilities, lead testing, and aquifer tests). 
d) Compiles field data and prepares understandable reports that summarize findings and outline requirements and recommendations to correct deficiencies.  
e) Reviews presentations of data to ensure charts and tables are accurate, consistent and supported by analytical documentation.
f) Determines if findings in the technical reports warrant additional assessments or are adequate for final disposition of the cases.
g) Develops presentations for applicable entities (e.g., Board of Minerals and Environment).
h) Provides photos and/or maps to present data (e.g., aquifers, MSW sites, GIS) to applicable parties/entities.
i) Makes results from a technical report available to the applicable entities (e.g., general public, schools, state). 
j) Writes and sends comment letters to the responsible parties on findings, conclusions, and corrective actions.
k) Writes brief histories of applicable projects (e.g., spill/releases cases). 
l) Interprets the information gathered in the data collection and field investigations to create maps and reports. 
m) Reviews technical reports (e.g., site analyses, recommendations, data, and consultant interpretations) for accuracy, completeness, and relevancy.

	4. Project and Contract Implementation and Coordination – Implements project(s) and/or contract(s) and coordinates all related activities to ensure work is completed in accordance with specifications and regulations; communicates project developments to stakeholders.   

	a) Prepares project work plans and contracts or contract amendments for applicable assessments/contracted services.
b) Evaluates plans and specifications, bid documents, and consultant reports to determine compliance with state and federal rules, regulations, and directives. 
c) Reviews and analyzes proposed contracts to ensure cost effective performances. 
d) Works with involved parties to assist with complying with laws, rules, and regulations. 
e) Determines what, when, where, and how data will be collected and the resources needed to complete the projects. 
f) Coordinates any necessary staff training (e.g., registrations, needs, costs, lists, deliveries).
g) Identifies and organizes necessary and essential tasks to effect the completion of project objectives.
h) Coordinates with applicable parties on implementing course of actions and evaluating projects outcomes.                     
i) Generates and sends out solicitation letters/Requests for Proposals to interested/qualified consultants.
j) Maintains and updates files on all aspects of the contracting processes (e.g., received, finalizations, tracking, shipments, Statements of Work).
k) Reviews consultant’s planned corrective actions and contract proposals to determine compliance with enforcement direction and reasonableness (i.e., reimbursement) of proposed expenses. 
l) Monitors current sites to ensure directed corrective actions (e.g., cleanups, remediation) are on-going or have been completed as proscribed. 
m) Assists in rating qualifications of consultant proposals.
n) Makes necessary arrangements for sample analyses with the SD DOH Lab or other labs.

	5. Compliance Applications/Surveys – Plans and conducts inspections to determine compliance and recommend and implement action.  

	a) Reviews sample results (e.g., chemicals, water, waste) for compliance with applicable laws and regulations (e.g., Safe Drinking Water Act, EPA). 
b) Files reviews to determine compliance with monitoring and reporting requirements. 
c) Drafts and mails letters to inform responsible parties (e.g., operators, facilities, government agencies) regarding issues with permits/compliance (e.g., violations, samplings, applications, rules and regulations). 
d) Provides notification of violations to responsible parties or the general public when necessary.
e) Develops corrective action plans/alternatives. 
f) Generates initial and follow-up correspondences with responsible parties, property owners, or consultants to obtain data and information on assigned cases.
g) Analyzes information, technical reports, and data obtained on assigned cases to determine further actions needed. 
h) Makes recommendations on cases, which may include:
i. Bringing sites back into compliance; and
ii. Enforcement actions that need to be taken
i) Determines owner or operator compliance with laws, rules, and regulations, whether they be local, state, or federal (e.g., surface water quality, groundwater standards). 
j) Observes and inspects construction and inspection activities to verify the work performed was in accordance with directives and scope of work.

	6. Permits – Writes, issues, and processes permits that protect human health and the environment, including analysis of potential impact and negotiation of conditions.

	a) Drafts, issues, and processes permits that maintain compliance in the protection of the environment (e.g., CAFO, surface water standards, individual permits), which include:
i. Reviewing applications for technical completeness and accuracy; and
ii. Ensuring permits meet the requirements of programs set forth by federal directives, state laws and rules, and department policies and procedures.
b) Makes recommendations to technical boards, which include:
i. Approving permit applications;
ii. Technical conditions to be placed on permits; and
iii. The impacts of permitted activities.
c) Provides technical direction/testimony to the boards, if needed. 
d) Places legally binding restrictions on permits by writing conditions that outline specific actions, mitigations, and protective measures.
e) Contacts county officials/offices to obtain county specific information on ordinances that may be pertinent to the issuances of permits.
f) Coordinates with applicable parties (e.g., mine operators, federal officials, and state officials) to garner appropriate input for developing permits and technical revision conditions in accordance with state laws. 
g) Interprets conditions and/or requirements of either the general permits or individual permits for regulated entities.
h) Provides research and reviews to determine limits, conditions, and monitoring and testing requirements, which are included in the permits.

	7. Technical Assistance – Provides technical assistance, information, and interpretations to junior colleagues, regulated community, and public, while continuing to learn related procedures, policies, laws and rules.

	a) Responds to inquiries/requests and provides information, requested forms, and documentation via mail and email to the general public (e.g., homeowners, property owners, and media).
b) Prepares and presents educational/training materials to applicable parties (e.g., schools, businesses, facilities).
c) Maintains and builds knowledge on applicable rules, regulations, and laws.
d) Reviews open and closed files to get the most pertinent information to relay to the callers requesting information on cases.
e) Studies state and federal regulations so that information and potential compliance problems can be relayed to the regulated community.
f) Consults other staff members regarding new and existing regulations so that information and potential compliance problems can be relayed to the regulated and unregulated communities.
g) Maintains contact lists, consultant lists, chemical profiles, and other applicable profiles for rapid access.
h) Provides technical assistance or information to responsible parties (e.g., facility owners or operators, consultants, contractors) that may include:
i. Applicable procedures and operations (e.g., cleanup, wastewater systems); and
ii. Costs and/or funding applications
i) Trains and/or assists others in use of the applicable databases (e.g., SQL, GIS).
j) Performs searches in the applicable databases (e.g., SQL, environmental) for information corresponding to the requests received.
k) Represents the department at meetings, conference calls, and site visits to provide assistance and information regarding laws, rules, and regulations.

	8. Work Direction – Provides technical guidance, reviews the work of junior colleagues to ensure work accuracy and quality, and contributes to departmental performance goals.

	a) Provides informal supervision and work direction of day-to-day operations (e.g., state maintenance works, Base military personnel, trainees and interns, drill crews, assistants, field personnel). 
b) Reviews the work of the trainees, interns, and other staff members to ensure applicable job duties (e.g., inspections, sampling) are consistent and cover any areas of concern. 
c) Provides technical guidance and assistance during the training of new junior employees and interns.

	9. Other – 

	a) 
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	II.  COMPETENCIES
The competencies for each level 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. 


	

	Environmental Scientist Career Family Competencies

	Competency
	S1
	S2
	S3
	S4

	Professionalism
	X
	X
	X
	X

	Assertiveness
	
	
	X
	X

	Attention to Detail
	X
	X
	X
	X

	Communication
	X
	X
	
	

	Composure
	
	
	
	X

	Continuous Learning (Expertise)
	X
	X
	X
	X

	Creativity
	
	
	X
	X

	Initiative
	X
	X
	X
	X

	Planning and Organization
	
	X
	X
	X

	Problem Solving
	
	X
	X
	X

	Teamwork
	X
	X
	X
	X










	[bookmark: Professionalism]PROFESSIONALISM – Is truthful and dependable, accepts responsibility for actions, maintains confidentiality, acts respectfully towards others, and demonstrates commitment to the organization. 

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Integrity – Is truthful, treats others fairly, and firmly adheres to ethical principles.  

	Gives false impressions or misleads others.  
Withholds information or tells partial truths.  
Makes promises that cannot be kept.  
Develops inappropriate relationships.
Shares inappropriate personal information with clients.
Handles personal interests at work.
	Is honest, open, and forthright with others.
Provides, or ensures, full disclosure of information, when appropriate.  
Fulfills assigned tasks and other responsibilities or requests.
Avoids inappropriate situations and actions which appear to be conflicts of interest.
Maintains professional boundaries with others.  
	Delicately confronts others when they are acting dishonestly.
Shares information, insights, or comments with others when it would be easier to refrain from being open about a situation.
Makes others aware of the appearance of inappropriate actions.
Coaches others on how to maintain professional boundaries.

	Responsibility – Accepts responsibility for own actions and for achieving expected results.  

	Attempts to conceal or not disclose mistakes.  
Blames others for own mistakes or poor performance, or makes questionable excuses.  
Fails to learn from mistakes and repeats them.
	Accepts personal responsibility for the quality and timeliness of work.  
Immediately acknowledges mistakes to affected parties and takes action to correct them when possible.

	Accepts responsibility for mistakes even when others may have contributed.  
Takes proactive steps to prevent mistakes in the future.  

	Attendance – Is punctual and maintains a responsible work record of attendance.  

	Shows up late for work or meetings.
Procrastinates working on tasks upon arriving to work or after lunch.   
Does not make up time (when late) or submit leave requests.
Fails to communicate schedule changes to the appropriate person(s).  
Takes excessively long breaks.  
Leaves work early without permission or notifying others.
Uses sick and personal leave for inappropriate reasons.
	Uses sick and personal leave for legitimate reasons.
Takes annual leave on a pre-planned basis and obtains necessary approvals.
Reports to and starts work in a timely manner.
Observes rules governing meal and break time.
Gives proper notification to the appropriate person(s) of any lateness or absenteeism.
Is willing to work overtime when needed.
	Takes into consideration peers and agency needs prior to requesting leave time. 
Offers to work overtime when needed.

	Dependability – Follows through on assigned duties and commitments, and completes work on time.   

	Breaks commitments or fails to complete work by date promised.  
	Keeps commitments to others.  
Completes work on time.  
	Completes work ahead of the time promised.

	Confidentiality – Protects confidential information and maintains professional boundaries. 

	Carelessly discloses or handles confidential information.
Shares negative information about people to others (i.e., gossips).  
	Keeps personal information about others to self.
Considers potential consequences prior to sharing personal information.  
	Identifies and uses methods to increase the security of confidential information.  


	Commitment – Demonstrates commitment to the organization and the profession.

	Publicly questions or criticizes the agency.  
Demonstrates a poor attitude through body language, negative comments, or actions towards coworkers, customers, or management.
	Willingly takes direction from supervisors and those in authority.
Uses work time, supplies, and resources efficiently and appropriately.
Works when expected and alters work schedule to accommodate work demands.  
Speaks positively about the program or agency. 
Demonstrates a positive attitude by outwardly showing enthusiasm and interest in the job and organization.
	Applies appropriate discretion when representing the agency.  
Defends and promotes the program or agency’s reputation with outsiders and expresses pride about being part of the agency.  
Puts the agency’s needs before own needs.  
Demonstrates an attitude that contributes to a positive work environment and has a positive impact on others’ attitudes.

	Respect – Respects, cooperates, and communicates openly with coworkers; follows supervisor’s request; and complies with policies and procedures. 

	Disregards policies and procedures when inconvenient; or finds loopholes to get around them.    
	Complies with supervisor’s requests and instructions.
Follows policies and procedures. 
	Serves as a role model for others by following policies and procedures even when inconvenient; and encourages others to be compliant.



	[bookmark: Assertiveness]ASSERTIVENESS – Demonstrates self-confidence and takes bold action when needed. 

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Demonstrates self-confidence – Demonstrates confidence in own ability and judgment.                

	Presents self in a weak or timid manner or exhibits fear (e.g., shakes, broken voice). 
Is not aware of own body language and the message it may send to others.  
Questions own abilities and avoids or hesitates taking on difficult or new assignments.  
Defers to others even if has knowledge to answer question or address concern.  
Hesitates or fails to take control of situations or the activities of others when needed.   
	Uses body language (e.g., open posture, eye contact) to project confidence. 
Presents self in an authoritative manner when the situation calls for it.
Speaks with a self-assured tone of voice.
Rejects unreasonable requests and clearly explains why.   
Expresses confidence in own judgment or ability to accomplish tasks.  
Takes charge during challenging, chaotic, or emergency situations when needed.
Conveys a command of the relevant facts and information.  
	Skillfully uses body language and voice to create a presence and project authority.
Seeks constructive feedback to learn from mistakes. 
Admits own mistakes to others and acts to correct problems.  
Reassures others after setbacks.  
Encourages others to assume leadership when needed.  


	Asserts self – Confronts issues directly and shares viewpoints openly with others. 

	Avoids direct confrontation.  
Does not speak up when position is challenged or in disagreements when doing so could be beneficial.  

	Speaks up when appropriate and asserts own position with conviction.
Defends personal ideas and decisions when necessary, while maintaining respect and courtesy for others.
Confronts the appropriate individuals or groups when disagrees with a decision or has concerns about an issue. 
Challenges others’ faulty assumptions or viewpoints.
Takes the necessary action even when it may produce unpleasant consequences.
	Steps forward to take stands on unpopular issues.   
Defends others whose viewpoints are unjustly attacked or silenced.  


	Works independently – Completes duties without being overly reliant upon others for direction or support.     

	Requests excessive guidance or assistance from supervisors or coworkers when performing tasks.  
Does not independently structure and plan work assignments.  
Refers decisions to supervisor that should be made at own level.    
	Works independently without relying on others or needing others to provide structure or to check work.
Successfully addresses problems without hesitating or consulting others.  
Acts in spite of disagreement from others and without seeking approval (when not needed).  
Takes the initiative to strategize, plan, and prioritize work assignments without guidance from others.
	Volunteers for challenging assignments with little or no available support or guidance.  



 


	[bookmark: Attention_To_Detail]ATTENTION TO DETAIL – Attends to all details of assignments and completes work properly, accurately, and thoroughly.    

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Attentive to policies and instructions – Ensures complete understanding of applicable laws, policies, procedures, and instructions. 

	Makes inaccurate assumptions about policies and complies inappropriately.  
Takes “shortcuts” in procedures or fails to read or follow instructions.  

	Carefully follows all applicable procedures and instructions.
Reads, accurately interprets, and applies relevant laws, rules, policies and procedures. 
Keeps up-to-date on policy and procedure changes.     
Asks questions when unclear on policy or procedure.  
	Provides guidance to others on the accurate interpretation and application of policy and procedures.
Conducts own research and analysis when unclear on policy or procedure.

  

	Ensures accuracy – Completes tasks without error or within an acceptable error rate.

	Overlooks or disregards mistakes. 
Produces work containing errors, inaccuracies, or inconsistencies.  
Leaves work for others to finish.  
Submits work that is incomplete, sloppy, disorganized, or lacks needed details.  
Continues to make the same mistakes, even after they have been addressed.
	Notices important details associated with thoroughly completing tasks.
Verifies the accuracy of information without relying on others for review.
Performs all aspects of tasks to produce complete work.  
Ensures that work outputs are neat and orderly.

	Makes logical inferences regarding additional activities that may need to be performed to produce a complete product or service.
Remains acutely aware of minute, yet potentially critical details, even when distracted or busy. 
Sets up procedures or systems (e.g., checklists, working logs) to prevent errors and ensure details are not overlooked.  
Produces work that is completely accurate and thorough on a consistent basis.
Completes work in a highly efficient manner while maintaining a consistently high level of accuracy. 

	Is thorough – Considers all aspects of assignments and reviews work to ensure it is thorough and complete. 

	Fails to notice or correct mistakes in work received from others. 

	Double-checks own work and promptly corrects errors before submitting it.  
Checks the accuracy of information provided by others; notes discrepancies or concerns and notifies the appropriate individuals.  
Reviews or monitors other’s work (when asked) and corrects mistakes or notifies others of quality issues as appropriate.

	Devotes extra time to important tasks to ensure work is of the highest quality possible.
Sets up procedures to check others’ work to identify errors and ensure completeness.
Makes suggestions to improve quality.    
Notices subtle, but critical mistakes when reviewing others’ work.  
Anticipates where errors are most likely to occur and acts to prevent them from occurring. 






	[bookmark: Communication]COMMUNICATION – Listens attentively to others and clearly conveys information and ideas.

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Writes effectively – Writes in a clear, organized, and engaging manner for the intended audience. 

	Uses too many words or not enough words when writing. 
Uses incorrect spelling, grammar, punctuation; or inappropriate writing style.
Does not adjust writing style or tailor messages to the audience.
Does not support claims with facts or references.
	Composes clear, organized, and succinct written communications.
Presents ideas in a way that engages others by keeping the audience in mind.
Uses a business writing style and avoids using conversational language when appropriate.
Uses correct grammar, spelling, and punctuation; and carefully selects appropriate words and phrases.
	Composes clear, effective content from scratch, or when limited information is provided. 
Organizes ideas clearly by signaling organization to the reader (e.g., through an introductory paragraph, use of headings). 
Clearly conveys the importance of the message.
Uses innovative, thought-provoking facts and concepts throughout documents.

	Speaks effectively – Speaks clearly and concisely, and engages others in conversations.

	Does not speak clearly, e.g., slurs words, speaks too softly or rapidly.  
Uses distracting mannerisms when speaking, e.g., body movements, filler words. 
Dominates conversations and does not provide others with opportunities to speak.
Communicates inconsistent messages.
	Expresses oneself clearly and self-assuredly in interactions with others and ensures understanding.
Uses proper enunciation, pace, pitch, volume, and intensity when speaking.  
Maintains eye contact when speaking with others and uses effective body language.  
Adjusts communication in accord with others’ mood and emotional reaction. 
Uses appropriate words and phrases. 
Uses voice inflection and body language (eye contact, gestures) as a tool for gaining and sustaining the interest of others.
	Recognizes when language requires adjustments to be understood, and effectively makes the adjustments.
Allows others ample opportunity to react and express themselves in conversations.
Exchanges delicate information in a constructive, noncritical, and non-defensive manner.
Anticipates when situations may get out of hand and skillfully uses voice and message to speak convincingly and maintain control of the situation.

	Listens attentively – Listens attentively to others without interrupting and conveys understanding. 

	Is impatient in hearing others out; cuts people off or interrupts others who are speaking.
Does not seek clarification from others when the message is unclear.   
Plans next comment when others are speaking rather than giving full attention.
Rushes people who speak slowly or take a long time to make their point.
Performs other activities when others are speaking, giving them the impression that one is not listening.
	Allows others to completely express their point of view before asking questions or offering own view.
Summarizes and paraphrases under-standing of what others have said to prevent miscommunication.
Listens patiently and attentively to others, and responds to their reactions.   
Asks questions to ensure complete understanding.  
Ignores, or removes, distractions in order to focus on the conversation. 
Refrains from immediate judgment and criticism of others’ ideas. 
	Probes in a respectful and considerate manner to understand unexpressed or poorly expressed thoughts, concerns, or feelings.     
Uses body language, such as leaning forward, nodding, and eye contact, to demonstrate active listening. 
Obtains others’ points-of-view by asking open-ended questions.

	Delivers effective presentations – Develops and delivers presentations that are impactful or persuasive with their intended audience. 

	Uses jargon, acronyms, or terms not understood by listeners.  
Uses slang words in professional settings.
Fails to use facts or data to clarify or support messages when necessary. 
Overuses personal examples when speaking.
	Identifies and presents information or data that will have a strong impact on others. 
Selects content, language and examples tailored to the level and experience of the audience.
Selects relevant and engaging stories, analogies, facts, or examples to illustrate or emphasize key points.
Uses graphics or other aides that display information clearly to help clarify the message or to explain complex topics.  
Keeps the audience engaged through body language, voice inflection, humor and energy, and seeks audience participation. 
	Understands how information will be taken from the receiver’s perspective, anticipates others’ interpretation or response, and alters message accordingly.  
Develops a good rapport with the audience even when circumstances or topics are controversial or difficult to explain.
Illustrates key points and makes a lasting impression by creating original graphics that have high impact, and by using the most compelling facts and data available.
Presents several different compelling arguments in support of a position.

	Keeps others informed – Passes on appropriate information in a timely manner to others who should be kept informed. 

	Withholds or delays dissemination of information that others may find useful.
Fails to keep supervisor fully informed and aware of potential problems. 
Passes on unimportant information.
	Selects the appropriate medium for communicating information to others. 
Keeps others involved in a project informed about developments and plans.
Shares ideas and information openly with others who might find them useful.
Keeps own supervisor informed about progress and problems; avoids surprises. 
	Identifies and offers solutions when bringing issues forward. 
Uses a variety of channels or means (e.g., emails, memos, newsletters, meetings) to communicate important messages and ensure target audiences are reached.





	[bookmark: Composure]COMPOSURE  – Remains focused in stressful situations and keeps emotions under control at all times. 

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Demonstrates self-control – Restrains emotional impulses when provoked or when faced with opposition or hostility.

	Is impulsive or spontaneous in situations that require caution.  
Acts inappropriately (e.g., makes unprofessional comments or gestures, raises voice, rolls eyes, glares, smirks) when under pressure or irritated.
Avoids dealing with people or situations that provoke negative emotions.  
	Acts calmly in stressful situations, when provoked, or in emotionally-charged situations.
Controls emotions when faced with opposition or setbacks.  
Refrains from letting actions or comments from others evoke emotional responses and distract focus on current task.  
Stays in control when confronted with irritating or intimidating behaviors.

	Recognizes and maintains constant awareness of own emotions and ensures they do not negatively interfere with actions.  


	Tolerates stress – Thinks clearly and acts calmly during crises and stressful situations.        

	Becomes withdrawn or defensive when stressed, or lets it affect others.
Loses focus and allows emotions to interfere with work effectiveness.

	Identifies the source or causes of stress and attempts to avoid or address them when possible.  
Remains focused and works effectively during stressful situations.  

	Constructively addresses the causes of stress. 
Plans activities or takes other measures ahead of time to alter conditions that create stress.    
Generates solutions to stress-inducing problems or situations.

	Calms others – Stays positive and calms others during crises and stressful situations. 

	Allows mood to negatively influence others.
Annoys others intentionally and/or unnecessarily provokes or causes stress in others.
	Detects signs of anxiety and stress in others and acknowledges their feelings. 
Remains positive and upbeat despite stressful conditions.  
	Encourages others to express feelings during stressful periods as a first step in managing it.  
Maintains a sense of humor under difficult circumstances; or uses humor to help diffuse stressful situations.
Redirects the energy and emotion of others to restore a stressful environment to a calm, productive work environment.  




 
	[bookmark: Continuous_Learning]CONTINUOUS LEARNING (EXPERTISE) – Develops expertise by actively identifying development needs, taking advantage of development opportunities, and applying newly learned knowledge and skills on the job.

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Identifies development needs – Actively requests feedback to increase awareness of development needs.   

	Expresses an inflated view of own capabilities.  
Fails to acknowledge when performance expectations are not met.  
Does not recognize the need for self- development. 
Ignores or does not act on constructive feedback.
Gets defensive, makes excuses, or blames others for own performance.     
Shows lack of concern or interest in discussions about performance.  
	Acknowledges personal weaknesses, skill deficiencies, and failures to meet expectations.
Identifies areas that could benefit from development.   
Welcomes suggestions and constructive criticism and acts on them.  
Views personal mistakes and setbacks as learning opportunities.
Analyzes other’s past successes and failures to learn from them. 

	Anticipates future skills needed to determine development needs.
Analyzes own performance to understand the underlying reasons for failure.  
Seeks performance feedback from others and expresses appreciation when provided.
Objectively discusses failures with others to identify underlying causes and preventative measures.  

	Develops self – Identifies and actively participates in development activities to maximize learning and stay current in own job field.

	Avoids opportunities to take on new assignments or attend trainings.  
Does not take the time or finds excuses to not develop self.  
Is complacent with current job duties and not receptive to learning new work methods.  

	Searches for opportunities to address development needs. 
Willingly accepts opportunities for training and development.
Actively participates in training and development activities (e.g., asks questions, takes notes, does assignments) to make the most of the learning experience.    
Uses new assignments as learning opportunities.
	Takes on challenging assignments or puts self in unfamiliar situations at work in order to learn new skills. 
Engages in formal career development planning (e.g., self-assesses capabilities, sets development goals, identifies and documents development activities).  
Chooses appropriate activities to fully develop competencies and gain experiences needed for next job or to improve current performance.
Actively participates in self-development activities, such as reading, attending webinars, and networking.
 Documents career development progress in a formal Career Development Plan.  

	Applies knowledge and skills – Puts newly learned knowledge and skills to practical use on the job.  

	Does not take advantage of opportunities to apply newly learned knowledge or behaviors on the job.
Avoids sharing new knowledge with others.
   

	Recognizes and takes advantage of opportunities to utilize new knowledge and skills on the job. 
Attempts to further learning through trial-and-error.
Shares information and suggestions that others may find useful.
	Volunteers for challenging assignments in order to apply new skills. 
Uses new knowledge to initiate improvements beyond the scope of one’s job.   
Shares knowledge by preparing informal training or creating resources for others to use.  





	[bookmark: Creativity]CREATIVITY – Generates innovative ideas and takes calculated risks to help solve problems or make improvements. 

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Generates ideas – Generates numerous, original ideas or solutions to problems.  

	Does not generate many fresh, relevant ideas in response to defined problems or opportunities.  
Looks for a “quick fix” and only identifies obvious approaches when more effective possibilities likely exist.  
	Approaches problems with curiosity and open-mindedness. 
Brainstorms individually and with others to generate multiple ideas or explanations.  
Generates new and unique, but potentially feasible, ideas and solutions.  
Conducts research, uses networks, or looks outside the agency to identify different solutions.  
Keeps up-to-date on current research and technology in the field or profession.
	Actively exchanges ideas with others and builds on their ideas to identify new solutions.
Creates groundbreaking ideas, processes, and solutions for situations with little or no precedent.  
Exhaustively researches a variety of sources to develop unique solutions to emerging concerns. 
Proactively communicates new ideas to others while being open to feedback and suggestions.

	Seeks improvement– Looks for and suggests new ways to improve quality, efficiency, or effectiveness.     

	Assumes if there is not a problem, there is no need for improvement.  
Is overly focused on completing daily tasks and fails to take time to consider or propose more effective approaches.  
Continues to use inefficient processes without trying a different approach.  

	Questions established ways of doing things when they appear to be ineffective or inefficient. 
Reviews processes to ensure they continue to be relevant and add value. 
Looks for ways to eliminate redundancies or streamline work processes.  
Is open-minded and considers (or accepts) alternative ways to view or define problems and opportunities.  
	Seeks out opportunities to use new technology to meet work goals better, faster, and cheaper.  
Suggests innovative ways to improve work activities or reach goals.      
Tries unorthodox methods; “thinks outside the box.”  
Adapts previous solutions in new ways.  
Obtains buy-in and support from key stakeholders.

	Implements ideas – Implements innovative ideas that involve calculated risks in an attempt to achieve improved results. 

	Fails to follow through after an idea is introduced. 
Gets involved in too many new ideas at once and fails to prioritize them.
	Tries different approaches and new ideas, taking reasonable, calculated risks.
Maintains quality work while experimenting with new approaches. 
Communicates potential benefits and risks to key stakeholders.
	Projects how ideas may play out before they are tested or implemented.  
Ensures successful implementation of new ideas by thoroughly planning and evaluating results. 



 

 
	[bookmark: Initiative]INITIATIVE – Displays a high level of effort and commitment towards completing assignments and goals.     

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Works diligently – Maintains a consistent, high level of productivity.                                         

	Only puts forth the minimum effort to complete a required task.  

	Consistently puts forth a high level of effort towards completing assigned tasks and projects. 
Devotes an adequate amount of time and effort to assigned tasks.
Completes work with minimal need for direction and support. 
	Strives to exceed job expectations.
Displays a high level of energy, urgency, and enthusiasm at all times.  
Devotes extra time to important tasks to ensure highest quality work.
Makes repeated attempts to overcome obstacles, evaluates progress, and changes approach as needed.  

	Perseveres – Persists when facing unexpected obstacles or setbacks.                                             

	Gives up easily when things to do not go as planned.
	Attempts to overcome obstacles and setbacks.  
Stays focused and positive in spite of distractions and interruptions.  

	Responds to setbacks with renewed and increased effort.  
Makes repeated attempts to overcome obstacles, evaluates progress, and changes approach as needed.  

	Initiates work – Independently identifies what needs to be done and does it. 

	Does not seek additional work when tasks are completed or during slow times, or waits to be asked. 
Fails to initiate work or independently complete assignments.  
	Promptly finds additional productive work to perform when own duties are completed. 
Independently learns new processes.
	Independently implements new ideas and starts projects on his or her own.  

	Makes improvements – Proactively identifies areas to improve and recommends changes.  

	Looks for the easiest solution to most problems.  
Continues to use inefficient processes without trying anything different. 
	Looks for new or better ways to carry out tasks and makes or suggests changes.
Identifies and removes obstacles that may interfere with potential improvements.
	Commits significant resources and/or time to improve the work unit’s performance. 
Identifies ways to improve organizational processes and outcomes and pushes to implement them.  

	Achieves goals – Exerts a high level of effort and commitment towards achieving goals. 

	Makes excuses to avoid taking on additional work or complains about the work assigned to them.
Does not put forth sufficient effort to achieve goals or meet deadlines. 
Does not set goals or chooses easily reached goals.

	Sets challenging goals for oneself. 
Willingly accepts assignments or goals set by management.  
Displays a high level of effort and commitment toward completing goals in a timely manner. 
Tracks progress towards achieving goals. 
Meets standards set by management.  

	Voluntarily sets work-related goals in a variety of areas.
Volunteers to take on additional challenging work assignments.
Does all that is necessary to accomplish goals even if it is not normally part of own duties.    
Achieves goals ahead of schedule. 
Attempts to surpass past performance levels or standards set by management by taking risks and trying new work methods. 






	[bookmark: Planning_and_Organization]PLANNING & ORGANIZATION – Sets priorities, schedules activities, acquires resources, and monitors progress to ensure the successful completion of projects and assignments. 

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	 Prioritizes work – Identifies more/less critical activities and assignments and establishes and adjusts priorities. 

	Focuses on urgent, trivial tasks while neglecting critical, long-term tasks.
Fails to adjust priorities or recognize the need to do so.
	Prioritizes tasks and assignments based on importance and urgency.   
Focuses on the critical few tasks and puts trivial tasks aside.
Regularly evaluates progress toward goals and adjusts priorities accordingly. 
	Takes organizational and/or team goals into consideration along with importance, urgency, and others’ schedules when prioritizing tasks.

	Identifies tasks and resources – Determines project/assignment requirements by breaking them down into tasks and identifying the types of resources and people needed.   

	Fails to consider the resources needed or fails to plan ahead to ensure they will be available when needed.
Overlooks small, but critical, steps when planning a project. 
Fails to plan and allow for contingencies.
Makes plans that are unorganized.

	Develops objectives and desired end results for assignments and projects. 
Analyzes the situation and resource needs for each project and assignment. 
Identifies and obtains the people and resources to get things done.
Obtains approval for plans from all involved parties. 
Identifies time and cost constraints and estimates requirements.
Identifies the steps or tasks involved in projects and develops a project schedule or work breakdown schedule. 
	Clearly defines the sequence of tasks involved in a project.
Engages in long-term planning to obtain the resources (people, material, funding, and support) needed to get things done with the highest possible efficiency.


	Manages schedules and timelines – Allocates appropriate amounts of time for completing work; develops timelines and establishes milestones.

	Fails to plan for contingencies. 
Establishes unrealistic deadlines. 
Does not evaluate progress regularly or keep supervisor informed.
Misses important deadlines and completes assignments late.

	Prepares realistic schedules. 
Sets deadlines and sticks to them.
Establishes milestones to periodically evaluate progress.  
Anticipates and resolves problems that may impact the timely completion of work.
Maintains awareness of time allotted and deadlines in order to ensure they are met. 
Keeps supervisor informed of progress.
Concentrates efforts on the most important priorities. 
Effectively allocates own time to complete work. Secures assistance or adjusts schedule if it appears that work may not be completed on time.
Readily handles multiple tasks at the same time. 
	Coordinates schedules with others impacted by plans.
Foresees potential roadblocks and develops contingencies to redirect tasks so momentum is not lost. 
Accurately determines the time commitment and difficulty of projects/ assignments. 
Identifies clear, realistic and measurable outcomes for projects; and plans for evaluation.
Evaluates actions and timelines against agency mission or goals.
Identifies areas where time isn’t utilized fully and makes changes.
Skillfully discriminates between urgent and important tasks and balances time appropriately. 
Remains acutely aware of timeframes and successfully completes assignments ahead of schedule.

	Leverages resources – Takes advantage of available resources (individuals, processes, agencies, and tools) to complete work efficiently; coordinates with internal and external individuals or groups.

	Attempts to complete work on own, when it would be beneficial to consult others.
Plans schedules without coordinating with others. 
	Identifies resources that may be useful.
Readjusts resources based on progress.
Coordinates schedules and planning efforts with other affected work units.

	Anticipates the potential impact of external factors on projects and makes plans in advance to compensate for the unexpected.
Clearly communicates details of plans to others who are involved, creating structure for on-going communication and interaction.

	Stays focused – Uses time effectively and prevents irrelevant issues or distractions from interfering with work completion.    

	Works on tasks in order of assignment without regard to importance.  
Focuses on irrelevant or unimportant tasks due to a failure to prioritize.
Becomes distracted and fails to give projects the needed attention.  
	Follows plans closely, despite difficulty and setbacks.
Takes prompt action to resolve delays to ensure deadlines will be met. 
Develops or uses systems to organize and keep track of information, priorities, and deadlines (e.g., “to do” lists, appointment calendars).  
	Creates flexible, organized plans that allow for continuous changes to be made.  
Keeps clear, detailed records of activities related to accomplishing goals. 
Knows status of own work at all times.




	[bookmark: Problem_Solving]PROBLEM SOLVING – Analyzes problems and makes sound recommendations.

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Recognizes problems and opportunities – Recognizes potential problems, issues, or challenges and determines whether action is needed.

	Assumes that problems that have not been corrected or eliminated can’t be.  
Fails to act on potential opportunities. 
	Recognizes signs that may indicate problems. 
Identifies potential problems and opportunities and takes prompt action when appropriate.
Identifies separate and distinct issues to help clarify potential problems and determine if analysis is needed.
	Recognizes potential problems and opportunities that are difficult to detect.


	Gathers information – Identifies and collects information needed to understand and analyze problems; weighs the relevancy and accuracy of the information. 

	Fails to gather adequate information to identify the causes of problems. 
Gathers excessive or irrelevant information.  

	Recognizes information that is pertinent.
Collects information from multiple relevant sources. 
Recognizes when adequate information has been obtained.  
Distinguishes between relevant and irrelevant information.
	Recognizes when information is missing, or requires verification.
Collects pertinent information from a wide variety of sources, including uncommon or unusual sources. 
Efficiently gathers all immediately available information before acting in crisis situations.

	Interprets information – Integrates information from a variety of sources and detects trends, associations, and cause-effect relationships.

	Identifies the symptoms rather than the causes of problems. 
Gets overly concerned with details and fails to notice larger, underlying issues. 
Uses one or two sources when integrating information on important issues.
Identifies incorrect or unsupported cause-effect relationships.
	Understands how each part of an issue affects another and uses this information to solve problems.
Identifies all likely causes of problems.
Finds trends, associations, and cause-effective relationships. 
Breaks down problems into smaller parts to understand and define them better.

	Identifies patterns or connections between situations (or pieces of information) that are not obviously related.  
Identifies all key or underlying issues in complex situations.   
Acknowledges when something isn’t known and takes steps to figure it out. 

	Generates / evaluate alternative actions – Identifies alternative solutions to problems and identifies/weighs the pros and cons of each.  

	Fails to identify a sufficient number of reasonable, alternative solutions.
Only identifies solutions that worked in the past, and tries to force-fit them. 
Generates impractical or irrational options.
Fails to thoroughly think through the impact and implications of each alternative.  
Does not consider past/similar experiences when evaluating options.  
Prematurely draws conclusions and fails to fully evaluate each alternative.  
Allows previous poor decisions (e.g., sunk costs) to influence current decisions.  
Ignores selective information drawn from analysis and recommends impractical, ineffective, or biased solutions.  
Chooses a course of action based solely on short-term gains without regard for long-term consequences. 
	Spends ample time brainstorming alternative solutions.    
Looks for common factors in different problems and determines if previously successful solutions can be used or modified.  
Identifies and considers the probable impact of each alternative, including costs, benefits, risks, and chances for success.
Evaluates experiences with similar situations to assess potential impact.  
Uses both a short- and long-term perspective when evaluating alternatives.
Anticipates obstacles and thinks ahead about next steps for each alternative.  
Recommends solutions that are consistent with available facts and constraints. 

	Thinks outside the box to generate new and unique alternatives.     
Searches for and analyzes new ideas from others and assesses their potential relevancy.  
Recognizes situational subtleties and discrepancies in supporting information when evaluating alternatives. 
Develops decision criteria to methodically evaluate and compare the potential impact, consequences, and feasibility of implementing each alternative.
Maintains total objectivity by being aware of personal biases and preferences, and ensuring they do not influence decisions.
Considers or selects harder (e.g., unpopular, more complex), long-term solutions over more immediate fixes.  



 	

	[bookmark: Teamwork]TEAMWORK – Works cooperatively with others and promotes a friendly work climate in order to achieve shared goals.  

	UNSATISFACTORY PERFORMANCE
	SUCCESSFUL PERFORMANCE
	EXCEPTIONAL PERFORMANCE

	Develops positive relationships therserswork climate in orders and xxxxxx  to acheive ps and works cooperative with all employees– Develops positive relationships with coworkers and treats all coworkers with courtesy and respect.

	Works cooperatively with some people but not others.
Antagonizes others or encourages conflict among coworkers.
Treats others with hostility or indifference.
Leaves tasks for others to finish.  
Does not give input in meetings; avoids sharing thoughts or ideas.  
Inappropriately competes with others.  
Insists upon own interests and does not offer concessions to resolve conflict. 
Uses inappropriate or disrespectful language when interacting with others. 
Is argumentative, uses negative sarcasm, or makes tactless, offensive comments.
	Treats all others with a respectful, courteous, and professional manner.
Maintains positive relationships even under difficult circumstances. 
Supports and defends group decisions, even when such decisions may not entirely reflect one’s own position.
Cooperates with others, and only engages in conflict when necessary. 
Expresses disagreement with others constructively and professionally.  
Displays patience with others.  
Offers meaningful concessions to resolve conflict with others.
Shares credit for good ideas and accomplishments with others. 
	Consistently puts team goals ahead of individual goals. 
Actively seeks to eliminate “cliques” and works to include others in discussions and work activities. 
Helps others feel valued and appreciated.
Demonstrates sensitivity to others’ needs and offers support.  
Sacrifices own interests, and instead identifies and seeks common interests to resolve conflict.
Assists in mediating between team members to resolve conflict, without requiring help from the supervisor.


	Supports coworkers– Supports coworkers and provides assistance when needed. 

	Talks down or rudely to others.  
Tries to damage the image of others and/ or openly criticizes others’ suggestions.    
	Is dependable and does his or her fair share of the work.
Accepts requests for assistance from others.
Assists others by temporarily filling in as needed. 
Speaks positively about coworkers. 
Makes encouraging comments to others and supports their ideas. 
Supports team decisions.
Helps others resolve technical issues in own areas of expertise.
	Volunteers to provide backup to coworkers in their absence.    
Takes on additional responsibility without hesitation to help the group.  
Defends others when appropriate (e.g., when unfairly criticized).    
Protects and promotes the group’s reputation with outsiders. 
Gives honest and constructive feedback.

	Keeps coworkers informed – Openly shares information, knowledge, and expertise with coworkers.

	Withholds information or knowledge from coworkers. 
Does not volunteer skills or ability to help work groups reach goals.
Waits for others to solve interpersonal/ team conflicts and problems. 
Does not share concerns or overlooks the concerns of others.
	Passes on pertinent information about developments to others involved in group efforts. 
Fully contributes own expertise in group projects.  
Regularly initiates communication to help solve interpersonal/team conflicts and problems.
Makes helpful suggestions and shares ideas and tips.  
Is open with others and shares concerns. 
	Informally mentors or helps train new or struggling employees. 
Facilitates communication between others experiencing conflict who have previously been unable to solve problems.
Shares general information with others who might find it useful. 


	Solicits coworker input – Solicits input from coworkers and involves them in team decisions.  

	Dismisses opinions or suggestions from others in a discourteous manner.
	Asks for opinions and suggestions from others to help form plans or make specific decisions.
Listens and responds constructively to others’ ideas, viewpoints, and feedback.  
Involves others fully in team decisions and actions.
	Prompts others to play an active role in the group.  
Expresses sincere appreciation for others’ input and shows a willingness to learn.





