	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Has difficulty using some of the basic, core functions of Microsoft Office relevant to the job; has to rely on others for assistance on a consistent basis.
	Effectively uses most basic functions and capabilities of Microsoft Office tools relevant to completing his/her work responsibilities.
	Shows understanding of advanced Microsoft Office applications and programs relevant to the job; utilizes advanced knowledge to assist others who have questions about Microsoft Office.

	Frequently requests assistance on the most basic computer operations; has difficulty learning or navigating the computer environment and accessing different drives.
	Understands how to access and navigate different internal drives, unit folders, personal work folders, etc., within a computer environment needed to perform day-to-day work.
	Demonstrates more advanced computer-related expertise that facilitates getting work done faster or more efficiently; answers questions or provides others assistance on computer operations.

	Does not effectively use some basic internal or external computer systems that are needed to perform work.
	Understands the core, most often used computer systems needed to perform his/her work; is efficient and effective at retrieving most basic information; understands the purpose and application of each of the different systems. 
	Shows expertise in functionality of specific computer systems; coaches others on their capabilities or how to navigate or effectively utilize different computer systems to facilitate completing work more effectively. 



