	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Fails to effectively deliver a clear, understandable verbal explanation or message; may ramble, present incomplete, overly technical, or disorganized information, or lack relevant details important to the message.
 
	Delivers a clear, understandable verbal message in typical interactions and situations; offers succinct, yet informative information and generally stays on point; delivers information that is at the right level for a given audience.  
	Thinks quickly on his/her feet, adjusts delivery to the optimal level based on the audience, and generates persuasive, effective verbal responses to challenging questions; displays confidence presenting information to all audiences (e.g., senior leaders, judges, etc.). 

	Verbal delivery of information lacks enthusiasm at times; may use minimal body language, or voice inflection, or fails to speak with appropriate volume/projection.
	Generally uses effective volume, some voice inflection and appropriate non-verbal behaviors (e.g., facial expression, eye contact) when speaking. 
	Takes proactive measures to engage others through a persuasive delivery style when communicating; speaks with passion and enthusiasm, strong voice projection, and very effective non-verbal behaviors. 

	Tends to write in the same manner across different types of documents that call for different styles; writing is not organized well and is difficult to follow.

	Written reports are well organized and formatted correctly; varies level of detail and writing style depending on the type of document being produced.
	Produces error-free written work that is easy to follow, read, and comprehend; choses optimal writing style and approach for the type of document being produced; provides reviews or guidance of others’ written work when asked. 

	Written work contains several grammatical and/or spelling errors, awkward phrasing, and structure mistakes (e.g., run-on sentences).

	Written reports contain consistently correct grammatical and spelling, clear phrasing, and correct sentence structure; reports are filled out accurately.
	Consistently provides thorough details or examples, analogies, graphs, or charts to clarify and illustrate key written messages or influence others.

	Interrupts others or fails to listen to, learn from or acknowledge others’ points at the appropriate times.
	Listens to others and acknowledges their point of view; modifies his/her thinking, position, or decision based on new information gathered from others when appropriate.
	Actively listens to others, asking clarifying questions, summarizing their perspectives, and ensuring mutual understanding or finding optimal solutions to disagreements when appropriate. 

	Fails to provide relevant information to team members, or does so only sporadically.
	Passes on appropriate information to the team as it is received via one-on-one conversations and email.
	Consistently establishes formal processes to facilitate regular team communication (e.g., team meetings); “over communicates” using different approaches to ensure others are informed and understand critical information. 



