Library of Congress Sample Performance Requirements for Supervisory/Managerial Positions
This is a sample list of performance requirements that reflect Successful, Commendable, and Outstanding performance levels.  You may wish to use these for developing standards of measurement in your performance plan.

· A very high degree of teamwork and cooperation is fostered among employees and supervisors within the organization, which contributes significantly to programmatic achievements or effectiveness

· An exceptional level of skill or effort is demonstrated in effectively dealing with unusual or complex human resources issues, with positive outcomes.

· Seeks out information to ensure timely and appropriate personnel actions are initiated or recommended.
· Selection and promotion recommendations are based on quality and merit criteria.
· There is positive, proactive support for the achievement of a balanced, diverse and representative workforce.
· Work is delegated to appropriate staff levels, in consideration of such factors as grade-level, skills and personal development.
· Employees are provided adequate access to supervisory guidance, mentoring and instructions; training needs are identified and actions taken to best meet those needs within available resources.
· Employees are provided continuous feedback regarding the expectations for their work and their achievements, and appraisals are conducted in accordance with prescribed schedules.
· High quality performance and efforts to continually improve the quality of products or services are recognized and rewarded.
· Teamwork and cooperation are fostered and encouraged as a means of meeting organizational goals.
· Timely and appropriate personnel actions are initiated or recommended.
· Selection and promotion recommendations are based on quality and merit criteria.
· There is positive support for the achievement of a balanced, diverse and representative workforce.
· Work is delegated to appropriate staff levels, in consideration of such factors as grade-level, skills and personal development.
· Employees are provided adequate access to supervisory guidance and instructions; training needs are identified and actions taken to best meet those needs within available resources.
· Employees are provided feedback regarding the expectations for their work and their achievements, and appraisals are conducted in accordance with prescribed schedules.
· High quality performance and efforts to continually improve the quality of products or services are recognized and rewarded.
· Assigns work to employees in ways that use their skills effectively in meeting organizational goals. Timely and appropriate personnel actions are initiated or recommended.

· Selection and promotion recommendations are based on quality and merit criteria.
· There is positive support for the achievement of a balanced, diverse and representative workforce.
· Work is delegated to appropriate staff levels, in consideration of such factors as grade-level, skills and personal development.
· Employees are provided adequate access to supervisory guidance and instructions; training needs are identified and actions taken to best meet those needs within available resources.
· Employees are provided feedback regarding the expectations for their work and their achievements, and appraisals are conducted in accordance with prescribed schedules.
· High quality performance and efforts to continually improve the quality of products or services are recognized and rewarded.
· Team achieves objectives, improves services, maintains quality standards, and enhances productivity and effectiveness.
· Workload is managed so as to contribute to meeting the division’s or office’s mission, goal, and objectives.
· Staff productivity, job skills, and contributions to the organization are enhanced.
· Employee commitment, communications, and effectiveness are maintained.
· Every staff member has an opportunity to develop and use abilities they have and to develop new skills and abilities.
· Effectively makes contributions to a special project, or carries out an assignment separate from regular ongoing duties that significantly furthers the achievement of the mission, goals, and objectives of the organization.
· oductivity and effectiveness
For more information contact Alison Pullins, HRS/WPD at 202-707-1130 or apul@loc.gov

