	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Plans are often reactive to address immediate problems or crises; fails to proactively plan and/or take into account long-term strategies or impacts.
	Establishes specific plans for a workgroup; considers both short and long-term strategies and impacts of plans.
	Integrates strategic Agency plans into day to day planning; routinely takes proactive steps to plan which minimize crisis management activities and balances long and short-term impacts when determining the best course of action.

	Misses deadlines that are within his/her control.
	Generally meets deadlines that are within his/her control.
	Work is exceptionally well organized and frequently completed ahead of schedule as a result.

	Does not maintain a steady work pace, and work load becomes significant at times as a result.
	Works at a steady pace to complete daily priorities.
	Restructures work, proactively researches information, or suggests changes to work processes that maximize productivity and efficiency.

	Does not prioritize tasks effectively; may fail to handle the high priority items with appropriate sense of urgency.
	Generally makes the right decisions about work priorities to ensure the highest priority issues are handled first.
	Works ahead of schedule and efficiently and is often available to provide assistance with unexpected, urgent issues as a result.

	Works on activities one at a time or as they arise, and fails to complete some items that should be addressed as a result.
	Balances multiple activities when necessary and tracks items to ensure completion of urgent items.
	Proactively develops organizing processes that enable him/her to manage numerous priorities simultaneously; consistently manages a considerable workload while emphasizing the right priorities.

	Fails to appropriately schedule staff to ensure work can be accomplished efficiently and effectively.
	Completes duty staffing calendars and plans for specific work and leave requests to ensure workloads are manageable.
	Looks for opportunities to better leverage and schedule staff and work assignments to maximize efficiencies.

	Allows inefficient processes or methods to impact employees’ ability to work effectively and efficiently.
	Promotes efficient methods and encourages others to be productive during work time.
	Often seeks to improve staff skills in the area or organizing, planning, and managing priorities at work.

	Misses key information needed to create reasonable budgets.
	Collects information regarding previous budgets and takes into account the most critical data and needs for the following year to provide reasonable budget estimates.
	Takes initiative to thoroughly research information, consider both immediate and longer term potential needs for a program, and involve key staff or other stakeholders in identifying or refining budgetary needs.

	Does not contribute to setting annual goals; tends to be short-term and tactical in his/her planning and operations.
	Creates annual performance goals and specific plans to accomplish those goals.
	Includes longer-term trends, opportunities, and potential changes in his/her plans; creates plant that are longer-term.



