“THINKING FRAMEWORK” FOR GENERATING PERFORMANCE REQUIREMENTS 
GENERAL CRITERIA*

*Adapt and customize these suggested Performance Requirements for your work unit and the employee’s position (make them appropriately specific to job).
INSTRUCTIONS: 
What’s important to measure in an employee’s performance? What kinds of results or work behaviors are important for this job?  
1. Select the Requirements from this list that are most important to a particular MAR or Job Element.

2. Add specifics to each Requirement, if necessary, to make it relevant to the position (i.e., appropriate to grade level and what your work unit does).
3. Ask yourself: Will I be able to verify that the staff member met this Requirement?

4. Add any appropriate Requirements (measures) that are missing for this position.
Type of Requirement

21.
Productivity/Efficiency


32.
Quality/Effectiveness of Results


43.
Communication


54.
Service Orientation


65.
Teamwork / Collaboration


76.
Initiative / Independence


87.
Critical Thinking


98.
Creativity / Resourcefulness / Adaptability


109.
Technical Proficiency / Self-development


1110.
Compliance with Regulations





1. Productivity/Efficiency 

What’s important to measure?
· Quantity produced (if relevant)

· Speed of production

· Time management

· Work planning and organizing

· Cost or resource savings 

SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Meets assignment deadlines
· Plans, organizes, prioritizes, and schedules work efficiently to help the unit achieve its target goals

· Produces at least __  per ___ 
[Specify quantity: How much of what item per hour/day/week/month would meet your expected program goals and targets? Note: This measure would be appropriate only in volume-processing environments.]
· What other SPECIFIC productivity or efficiency measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Consistently meets deadlines despite heavy demands or adverse circumstances

· Delivers cost-effective solutions that leverage and save resources

· Exceeds the expected production quantity specified in  “Successful” criteria

· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

2. Quality/Effectiveness of Results
What’s important to measure?

· Customer or other stakeholder satisfaction

· Accuracy 

· Thoroughness, completeness

· Timeliness

· Adherence to standards

SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Work products reflect attention to Library, Service Unit, and work unit priorities and goals

· Customer feedback, when provided, cites work products as useful 
· Work products typically require no more than a moderate amount of revision to be accepted

· Work products are accurate, containing no more than _____ errors per ____ [Define acceptable error rate or percentage]

· Work products are well organized and easy to use

· Continually strives for better results by improving on previous work and integrating lessons learned

· Follows established operational standards 

· What other SPECIFIC quality or accuracy measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Substantially improves work unit operations

· Customer feedback cites work products as exceptionally effective and valuable

· Work products do not require substantive revision to be accepted
· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

3. Communication
What’s important to measure?

· Quality/effectiveness of written documents

· Quality/effectiveness of oral communication

· Listening, comprehension

· Transfer of information

SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Written products typically require no more than moderate revision in grammar, content, or structure to be accepted 

· Actively listens, asks clarifying questions , strives to ensure a mutual understanding with supervisor and others of the purpose, scope, content and desired outcomes of assignments

· Communicates regularly to ensure that others have the information they need to accomplish unit goals

· What other communication measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Written products require no substantive revision and could serve as writing quality models to other team members

· Simplifies and conveys complex information so that it is easily understood by others

· Compels audiences to constructive action in both formal and informal settings
· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

4. Service Orientation

What’s important to measure?

· Attitude in helping customers (both internal and external)

· Ownership, responsiveness and follow-through on customer requests

· Effectiveness in serving customer’s needs
SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Is approachable and courteous when a customer needs assistance

· Listens attentively to understand customer requests

· If unable to resolve customer’s need directly, provides contact information of someone who can help, and follows up to ensure resolution 

· Consistently maintains a professional, helpful attitude, even when customers are demanding or difficult

· What other service measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Anticipates customer needs or questions and provides assistance without being asked

· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

5. Teamwork / Collaboration

What’s important to measure?

· Fostering collaborative relationships and team successes

· Responding positively to peer feedback
· Sharing knowledge

· Earning respect from peers

· Understanding, respecting, valuing others’ perspectives

SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Willingly shares knowledge, skills and resources with others on the work team

· Works collaboratively with work team colleagues and other LOC staff members to achieve organizational goals
· Is receptive to and responds productively to constructive feedback from colleagues

· Maintains a courteous, respectful manner that helps team dynamics function smoothly

· Contributes positively to a workplace that is respectful and inclusive of all staff, regardless of differing backgrounds or opinions

· What other teamwork/collaboration measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Seeks opportunities to share relevant knowledge and skills with others on the work team; teaches or mentors others
· Volunteers to assist others in completing work assignments to help meet or exceed organizational goals
· Finds productive ways to keep interpersonal challenges from disrupting achievement of team goals

· Builds effective partnerships within and outside of work unit that contribute to shared goals

· Generates enthusiasm, collaborative spirit and dedication to excellence from colleagues for team achievements

· Credits other contributors to shared goals

· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

6. Initiative / Independence

What’s important to measure?

· Guidance needed to complete work successfully (appropriate to grade level)

· Leadership demonstrated

· Organizational impact of initiative demonstrated

SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Follows guidance and instruction to complete work and fulfill assigned duties
· Completes work with minimal guidance [Note: this may vary according to grade level.]

· What other initiative/independence measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Plays pivotal role in complex work assignments that significantly further organizational goals

· Translates development opportunities into concrete advances that have an organizational impact

· Explores and integrates Federal and industry best practices into work approaches and products

· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

7. Critical Thinking

What’s important to measure?

· Disciplined approach to accomplishing work
· Effectiveness at solving problems 

SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Applies established procedures to effectively complete assignments

· Collects the basic information needed to understand a problem or situation

· Uses available information to draw logical conclusions

· Devises effective solutions to well-defined problems

· Identifies and corrects errors before they escalate into problems 

· What other critical thinking measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Identifies alternative procedures to overcome obstacles in completing assignments

· Researches, analyzes and synthesizes complex or disparate data to develop new insights or in-depth rationale

· Solves complex problems and effectively handles ambiguities

· Identifies potential future problems that need attention

· Provides guidance to colleagues in solving complex problems or challenging issues
· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

8. Creativity / Resourcefulness / Adaptability

What’s important to measure?

· Ongoing productivity during change

· Demonstrated commitment to optimize operations
· Expansive thinking

· Managing challenges that disrupt workflow

SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Uses a variety of appropriate means or methods to achieve or support work results

· Adapts quickly to changing priorities or procedures and remains productive when changes occur

· Contributes to identifying inefficiencies and areas where work processes can be improved

· Embraces new approaches and innovations to accomplish work, aligned with changing trends in customer expectations and the digital environment

· What other measures of creativity, resourcefulness or adaptability are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Devises innovative, creative, and/or resourceful solutions that improve the work unit’s processes and/or products

· Creates best practices to be modeled by work unit

· Proposes operational changes when they are needed and helps the work unit enact them

· Analyzes how necessary changes will impact the work and inspires and guides others to embrace them
· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

9. Technical Proficiency / Self-development

What’s important to measure?

· Appropriate application of technical knowledge and skills to LOC work
· Ongoing commitment to expand knowledge and skills relevant to LOC work
SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Work products demonstrate effective use of professional or technical knowledge, skills and appropriate technologies. [Note: Customize this and be specific about the relevant subject area, technologies, tools.]

· Works with supervisor to identify appropriate opportunities for self-development in technical and professional competencies; follows through on implementing them

· Seeks performance feedback and translates it into performance improvements

· Actively applies new knowledge or skills to improve work products

· What other measures of technical proficiency or self-development are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Is regarded by managers and colleagues as a trusted role model and go-to source for professional or technical expertise 

· Applies depth and breadth of expertise in _______ [What professional or technical field is central to the job?]  to perform difficult or complex assignments at this level

· Proactively identifies learning opportunities and advances own development in professional or technical field

· Uses new assignments as learning opportunities that have a significant impact on work unit projects

· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria

10. Compliance with Regulations

What’s important to measure?

· Demonstrated respect for Library of Congress institution

· Compliance with applicable LCR’s and CBA’s
· Safeguarding of Library materials and information
SAMPLE REQUIREMENTS (Customize, make more specific for position):

Successful / Satisfactory Performance  (Expected level of performance for this position)

The employee’s performance CONSISTENTLY exemplifies the following:

· Complies with regulations and protective practices governing LOC operations
· What other compliance measures are important for this job?

Outstanding Performance (Examples that exceed expected level of performance for position)

The employee’s performance exemplifies all “Successful” criteria and CONSISTENTLY exemplifies MOST of the following:

· Creates best practices for the Service Unit that help create new or improved LCRs
· Other examples that would exceed expected performance?

Commendable (or Excellent) Performance = meets all “Successful” (or “Satisfactory”)  performance criteria and OFTEN meets SOME of the “Outstanding” criteria
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