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Library of Congress

PERFORMANCE PLAN
Non-Bargaining Unit Staff, Non-Managerial/Non-Supervisory Staff, GS-15 and Below
Employee Name:
Appraisal Period: 09/01/2009 – 08/31/2010
Position Title/Series/Grade: Secretary, GS-0318-07
Position Number: 
Supervisor Name/Title: 
Employee Name:
Appraisal Period: 09/01/2009 – 08/31/2010

Position Title/Series/Grade: Secretary, GS-0318-07
Position Number: 
Supervisor Name/Title: 

Plan Definitions:

1 MAR is one of 3-5 major areas of responsibility for which the employee will be held accountable for producing results that contribute to progress toward organizational goals.
2 Weight indicates percentage of time devoted to and/or relative importance of a major area of responsibility.  The percent may be varied or equal.

3 Major Duties include the specific duties that need to be performed in support of a major area of responsibility.

4 Performance Requirements state how many times, how well, in what time, in what manner, and to what end a duty must be performed to earn a Successful-level rating. Five levels of performance should be described for each MAR.

5 Expectations for Accomplishments during Current Appraisal Period include specific results to be accomplished by the employee during the appraisal period.  Expectations always have a due date assigned.  If no time-bound expectations are listed for an MAR the following statement should be entered in the third column: “Continue to consistently perform major duties according to performance requirements.”

Goal Alignment Legend:

Successful performance of the MAR directly supports:
LC Strategic Plan Goals, 2011-2016:

#1: Provide authoritative research, analysis, and information to the Congress.
#2: Acquire, preserve, and provide access to a universal collection of knowledge and the record of America’s creativity.
#3: Sustain an effective national copyright system.

#4: Lead and work collaboratively with external communities to advance knowledge and creativity. 

#5: Manage proactively for demonstrable results.

Unit High Priority Areas: 
1. Create and deliver timely content and services that meet the evolving expectations of our customers. 
2. Generate responses to the correspondence within four days of receipt.
	Rating:
	Major Area of Responsibility (MAR)1 #1: Office Activities Coordination

	Weight Percent2
	35%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support MAR)
	Performance Requirements4
(Include at least Successful-Level measures here)
	Expectations for Accomplishments during

Current Appraisal Period5
(Anticipated results with Due Dates)

	· Controls the Director’s calendar, scheduling, rescheduling and canceling appointments, meetings, training sessions, and conferences
· Manages office operations
· Reserves meeting rooms and audio-visual or other equipment, notifies meeting participants, and arranges other logistical matters
· Attends meetings to record minutes, track action items, and note assignments
· Screens all telephone calls and office visitors
· Personally handles routine inquiries and those requiring knowledge of the organization's activities or its internal procedures. 

· Serves as the custodian of files for the Director

· Serves as the travel liaison for the office and is responsible for making all travel arrangements for the Director and office staff
· Manages the Government Purchase Card for the office
· Works closely with the service unit’s administrative officer and provides guidance to the clerical staff on the use of the Library’s Financial System, Momentum
· Inputs financial data into the Momentum system
· Serves as the time and attendance WebTA administrator

	Outstanding Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Outstanding rating.)

· Delivers innovative, cost-effective solutions that leverage and save resources
· Consistently demonstrates initiative to take on leadership tasks and complete initiatives with little guidance

· Customer and/or colleague feedback in this MAR consistently confirms effectiveness

· Facilitates program activities through positive work relationships 

· Exceeds program goals and targets, substantially improves program operations

· Independently resolves conflicts, completes projects, assignments and deliverables

Commendable Level of Performance:

· Meets Successful criteria and often exemplifies some of the Outstanding criteria.
Successful Level of Performance:

· Meeting reservations and logistics are coordinated on a timely basis and fully meet the host’s requirements 
· Keeps thorough and accurate notes of meetings
· Exercises excellent judgment, tact, discretion and diplomacy in referring customers to appropriate Librarian’s Office staff, or the appropriate Library area the first time

· Avoids conference room scheduling conflicts and reschedules appointments in a timely manner when necessary
· Handles sensitive, confidential and personally identifiable material according to Library established policies and practices

· Ensures that travel arrangements are finalized at least a week in advance of travel
· Correctly and efficiently enters data into the Momentum system
· Prepares required documentation for reconciliation and reconciles the purchase card payment in a timely manner each month
· Monitors and follow-up on items that require action to ensure a timely and sufficient response
· Maintains Director’s files in organized fashion and ensures that files and records are retired according to the Library’s record retirement criteria
· Recommends changes to the Director and staff on ways to improve the administrative practices and services in the office
Unsatisfactory Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Unsatisfactory rating.)

· Provides little or no contribution to meeting organization goals

· Fails to meet work objectives

· Fails to meet customer needs

· Does not incorporate organizational priorities and administrative requirements in the work


	· Continue to consistently perform major duties according to performance requirements
· Develop Standard Operating Procedures for travel documentation by 8/30/2010

· Researches records management best practices/Library policies and develops plan to improve filing systems in Unit by 7/30/10

	

	Rating:
	Major Area of Responsibility (MAR)1 #2: Office Automation

	Weight Percent2
	35%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support MAR)
	Performance Requirements4
(Include at least Successful-Level measures here)
	Expectations for Accomplishments during

Current Appraisal Period5
(Anticipated results with Due Dates)

	· Produces program support materials and web-based information
· Evaluates the office automation needs of the immediate work area and adapts available office automation methods to specific requirements and develops guidelines for use by others in the unit
· Provides office automation advice, guidance, and assistance to staff
· Uses a variety of software applications and provides instructions on the use of macros
· Works closely with the Librarian’s Office correspondence team and identifies system operation trends and develops procedures for the Correspondence Control Mercury (CCM) system
· Assists in training interns and contractors on the use of Library and office software

	Outstanding Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Outstanding rating.)

· See MAR #1
Commendable Level of Performance:

· Meets Successful criteria and often exemplifies some of the Outstanding criteria.
Successful Level of Performance:

· Program support materials and web-based information are clear, concise, and promote a positive image of the unit and Library
· Seeks to streamline procedures with new software or processing procedures
· Evaluation and system management activities reflect an excellent grasp of unit priorities, policies, anticipated changes, and needs

· Office automation recommendations result in improved processes

· Advice provided to staff is thorough, timely, and sensitive to needs

· Follows up within one month with interns and contractors to ensure training was effective
Unsatisfactory Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Unsatisfactory rating.)

· See MAR #1

	· Continue to consistently perform major duties according to performance requirements
· Prepare Microsoft Outlook tip sheet for office colleagues by 5/25/10 (
· 

	

	Rating:
	Major Area of Responsibility (MAR)1 #3: Correspondence Review and Management

	Weight Percent2
	30%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support MAR)
	Performance Requirements4
(Include at least Successful-Level measures here)
	Expectations for Accomplishments during

Current Appraisal Period5
(Anticipated results with Due Dates)

	· Reviews and analyzes all correspondence for the Director. 
· Responds orally, on own initiative, to routine queries of a technical and policy nature for the Director and drafts written responses based on a knowledge of Director’s views. Drafts, edits, and completes in final form complex memorandums, difficult reports and papers, and other very challenging original written products. 
· Assures all deadlines are met that all replies are consistent with policies and positions of the Director. 
· Analyzes the most difficult concerns received from high level officials outside the Development Office; including obtaining information and materials needed for response. 
· Provides assistance to office staff to assure that the tailored responses to inquiries from the library or outside interest groups are appropriate and in compliance with preferences and policies. 

· Plans and develops new methods for providing correspondence services in a complex organization with disparate segments requiring complicated administrative controls. 
· Reviews and manages all correspondence in the CCM Mercury correspondence system assigned to the office for response 

· Instructs unit administrative, clerical, and support staff regarding such matters as correspondence preparation, publications, maintenance, and correspondence handling procedures.
· 
	Outstanding Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Outstanding rating.)

· See MAR #1
Commendable Level of Performance:

· Meets Successful criteria and often exemplifies some of the Outstanding criteria.
Successful Level of Performance:

· Incoming correspondence, publications, and other items are consistently and appropriately routed 
· Accurately and quickly screens all publications, directives and periodicals, bringing items of significance to the Director’s attention. 
· Materials are coordinated correctly and are in accordance with established policy
· Brings to the originator’s attention any questions regarding the accuracy and/or organization of the material
· Consistently follows through to ensure that replies to correspondence are forwarded on schedule
· Proofs and corrects work and presents the completed work, virtually error free, to the originator
· Formats for the most effective presentation and verifies titles, names, and other factual data
· Written materials are free of error in grammar, spelling, and punctuation prior to being sent out of the office
· Regularly demonstrates attention to detail when completing special projects such as assembling reports and publications into a finished, comprehensive document
Unsatisfactory Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Unsatisfactory rating.)

· See MAR #1

	· Continue to consistently perform major duties according to performance requirements
· Develops training guide for new CCM Mercury procedures by 6/30/2010 

	Performance Rating Scale

Each major area of responsibility (MAR) should be evaluated and ratings must be supported by a narrative justification.  Distinct levels of performance are generally defined as follows:

Outstanding: A level of exceptional, high-quality performance. The individual has performed so well that organizational goals were achieved that would not otherwise have been attained. The employee's mastery of professional/technical skills and thorough understanding of how his/her performance contributes to progress toward achieving the mission and goals of the Service/Support Unit's (S/SU) objectives, led to enhanced organizational performance. An Outstanding rating may be assigned only when all aspects of performance not only substantially exceed Successful requirements, but are exceptional and deserve the highest level of special recognition. The employee is eligible to receive high-performance acknowledgement and awards.

Commendable: A level of high performance. The individual has exceeded Successful level requirements and expectations in MAR and shown sustained support for achieving key work unit, S/SU, and Library goals. Many aspects of his/her work were carried out at an Outstanding level of performance. The employee's performance and initiative are worthy of special notice.

Successful: A level of good, sound performance. The employee completed all assigned MAR activities and met all requirements and expectations. He/She contributed positively to organizational goals and effectively applied professional/technical skills and organizational knowledge to get the job done. A Successful rating is assigned when performance falls within a band of performance ranging from just below Commendable to just above Minimally Successful. Performance at the top half of this level indicates that the employee is making consistent valuable contributions toward achieving S/SU and Library goals. Performance at the bottom half of this level indicates that the employee has not demonstrated required skills and results in all MAR, but has responded positively to feedback and made observable efforts to improve. The employee is working at an acceptable level of competence and is eligible for a within-grade increase.

Minimally Successful: A level of performance that is minimally acceptable. It is not however at an acceptable level of performance for the purposes of granting a within-grade increase or conversion to permanent status. Performance shows significant deficiencies that require correction. The employee's work has been marginal in one or more MAR, jeopardizing attainment of key unit goals. The employee has made some improvements, but does not always respond positively to feedback on performance.

Unsatisfactory: A level of unacceptable performance. The employee clearly and consistently fails to meet performance requirements and/or produce expected results. Work products have not met the minimum requirements of the MAR. Deficiencies such as little or no contribution to meeting organization goals, failure to meet work objectives, failure to meet customer needs, and inattention to organizational priorities and administrative requirements are examples of work characteristics and/or performance that could lead to an Unsatisfactory rating. An Overall Rating of Unsatisfactory may lead to demotion or removal from the Library.



	Employee Signature: 
(Indicates plan requirements discussion was held with supervisor)
	Date:

	Supervisor Signature: 
(Indicates plan requirements discussion was held with the employee)
	Date:

	Review/Authorizing Signature (If applicable): 
(Indicates review and concurrence with overall performance requirements)
	Date:
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