Job Success Factors – Rating Guide

	Job Success Factor
	Does not meet
	Meet
	Exceed
	Exceptional

	[bookmark: _GoBack]Public Trust  
Gains trust, confidence and respect from various segments of the community. Reaches out to the community, building interpersonal networks and forming alliances. Acts in a professional and ethical manner with community members. Demonstrates empathy, respect and cultural sensitivity. Leaves a positive impression in interactions with the community.
	Does not reach out to the community to build networks and alliances. Usually fails to act in ways that build or enhance trust. Inconsistent in demonstrating sensitivity, courtesy, empathy and with community members. Seldom shows equal interest and respect for all citizens. Inconsistent about speaking with respect about individuals or groups. 
	Consistently demonstrates sensitivity, courtesy, empathy and respect when interacting with the community. Generally seen as trustworthy, credible and accessible. Acts professionally. Able to build networks and alliances when necessary. Generally speaks respectfully about individuals or groups, whether in their presence or not. 

	Demonstrates sensitivity, courtesy, empathy and respect with community members. Almost always seen as trustworthy, credible and accessible. Is a model of what it means to act professionally. Builds strong networks and alliances. Speaks respectfully about individuals or groups, whether in their presence or not. 

	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Exceptional at building and enhancing public trust.  Can be counted on to always represent the Department well and make a positive impression on the community.

	Functional/Technical Skills
Has the functional and technical knowledge and skills to do the job.
	Employee’s job knowledge and skill are not good enough to consistently produce quality work. Does not keep technical or functional skills up-to-date. Does not take advantage of learning opportunities offered. Cannot answer technical questions. Employee keeps information to themselves and does not share knowledge.
	Consistently demonstrates the job skills needed to do the job at the expected standard. Maintains the appropriate skill set. Takes advantage of learning opportunities offered. Gives satisfactory answers to job- related questions. Willing to share knowledge and tips.
	Actively seeks ways to build the skills needed to deliver work that exceeds standards. Well-developed skills allow the employee to produce results efficiently. Willing to learn new technology. See as the primary resource person for others. Adept at transferring knowledge.
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Seen as an expert by others inside and outside the City. 

	Quality of Work
Quality of goods and services produced in terms of errors, waste and rework required to meet standards.
	Produces work that is below the quality standard, and contains frequent and unacceptable errors. Work requires correction before it can be used and then sometimes doesn't meet minimum quality standards or specifications.
	Quality of work is fully acceptable with very few errors and very little waste of time or resources. Can be depended on to perform at the quality standard required. Pays attention to detail; sees jobs through to completion.
	Regularly produces work that
is of uniformly high quality, typically error free and rarely requires rework. Can reliably do things right the first time. The quality of the work is among the best.
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Consistently produces quality work that exceeds expectations. Sets the quality standard for other employees.

	Productive Work Habits
Overall work style is effective and productive in terms of using time and resources, knowing priorities, getting the work done, and following through. Follows policy and procedures. Complies with safety practices. Arrives at work as scheduled and ready to work.
	Disorganized and unproductive at work. Is late, absent, or wastes time. Follow-through is inconsistent and unacceptable. Frequently offers excuses when work is not acceptable or not completed on time. Fails to see how their bad work habits affect others.
	Consistently productive and organized. Sets priorities, manages time and gets the work done as expected. Follows through.  Steps up when there is additional work to be done. Conscientious about being on time. Makes prudent use of resources. Uses own time and the time of others effectively. Follows policy and procedures.
	Very efficient in planning and executing work. Willing to take on a challenge. Can be depended upon to get the work done. Allocates resources to best address needs and priorities. Follows policy and procedures.
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Extremely efficient in planning and executing work. Uses resources effectively and efficiently. 



	Job Success Factor
	Does not meet
	Meets
	Exceeds
	Exceptional

	Peer Relationships
Can quickly find common ground and solve problems for the good of all; can represent his/her own interests and yet be fair to other groups; can solve problems with peers with a minimum of noise; is seen as a team player and is cooperative; easily gains trust and support of peers; encourages collaboration; can be candid with peers.
	Tends to alienate co-workers.
Insists on working with some people but cannot work with others. Not a team player. Withholds information, news or resources and is slow to offer assistance. Disrespectful to others. Will problem solve with peers only if it is in their own self-interest. Not always honest with others.
	Works well with others. Treats others with respect and consideration. Is an effective team player who adds complementary skills and contributes valuable ideas, opinions and feedback. Listens to peers' viewpoints and respects their needs. Respected for commitment and willingness to help the group succeed. Finds common solutions.
	Shows sensitivity to the needs,
feelings and capabilities of others. Typically works well with everyone. Regarded as a valuable team member. Respects others' viewpoints and needs. Values others’ strengths and contributions. Very good at finding common solutions to problems. Knows how much information may be shared without betraying confidences.
	Produces a significant and positive impact that inspires others to reciprocate. Please describe the impact or contribution.

Outstanding at working with others. Often sought out to work on major projects and cross-department initiatives. Creates win-win solutions. 

	Self-Knowledge
Knows personal strengths, weaknesses, opportunities, and limits; seeks feedback; gains insights from mistakes; is open to performance feedback; is not defensive; is receptive to talking about shortcomings; looks forward to balanced performance reviews and career discussions.
	Does not see self accurately or objectively. Becomes closed and defensive when receiving feedback. Only seeks positive feedback. Doesn’t accept criticism. Does not admit mistakes but rather makes excuses or blames others. Unaware of how they come across to others. 

	Knows what they are good at, and where they need to develop. Open to feedback from a variety of sources. Willing to engage in frank discussions about their performance. Admits mistakes. Aware of how people respond to them and can accurately describe how they are perceived.
	Can identify their limitations as well as established skills. Can use strengths without seeming arrogant. Actively seeks feedback from a variety of sources. Open to criticism. Freely admits mistakes without making excuses and learns from mistakes. Is highly aware of how they are perceived.
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.
Employee’s insight and openness to feedback is a model for others. 

	Problem Solving
Uses logic and methods to solve difficult problems with effective solutions; probes all reasonable sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn’t stop at the first answers.
	Does not thoroughly analyze problems or look beyond the obvious. Frequently leaps to conclusions. Lacks multiple approaches to problem solving – comes up with quick answers mostly from past experience. Applies the same solutions repeatedly. Doesn't consider alternate solutions, even when the situation warrants. Has trouble with more difficult problems. 

	Able to bring difficult situations to resolution with persistence and ingenuity. Rarely jumps to conclusions, is disciplined and systematic. Generally good at applying analytical and critical-thinking skills to problem solving. Gets to the root of the problem. Is rarely deterred by the complexity of issues and will search for alternative solutions. Good at seeing a problem in different ways 

	Very skilled at problem solving. Takes the time to search for root causes. Tackles difficult problems with determination. Good about not settling for the first or most convenient answer. Undeterred by difficult problems. Always looks at multiple options to get to the best solution.
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Consistently exceptional at problem solving.





	Job Success Factor
	Does not meet
	Meets
	Exceeds
	Exceptional

	Decision Making  
Makes effective decisions over a broad range of situations. Accurately assesses the level of urgency, making quick, firm decisions when necessary. When time allows, seeks input from more stakeholders. Considers costs, benefits and risks before selecting an alternative. Accurately anticipates the implications of various alternatives. Most decisions stand the test of time.
	Inconsistent at judging the urgency of a decision. Unable or unwilling to make decisions independently. Not skilled at reaching consensus when there is time to do so. Fails to weigh the future implications of a decision.   
	Good at accurately assessing the urgency-level associated with a decision. Able to make quick decisions when speed is essential or when there is no clear consensus about the best approach. Seeks input from other stakeholders when there is time to do so.  Generally weighs the costs, risks and potential benefits before selecting an alternative. 
	Easily assesses the urgency level associated with a decision. Efficient at decision making. Typically knows which approach to take. Seeks input when appropriate. Can be counted on to make a quick decision if needed. Adept at seeing the future implications of a decision and planning for those contingencies.  
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Consistently exceptional at decision making.

	Command Skills
Relishes leading; takes unpopular stands if necessary; encourages tough debate but isn’t afraid to end it and move on; is looked to for direction in a crisis; faces adversity head on; energized by tough challenges.
	Does not demonstrate self-confidence in leadership roles. Doesn’t step up in a crisis. Prefers others take the lead in addressing problems. Reluctant to take responsibility for resolving conflict; lacks perseverance and gives up easily.  Doesn’t respond consistently to tough challenges. Does not exhibit the toughness and perseverance needed to deal with them. Prefers to follow; hangs back and waits for direction from others.
	Comfortable taking charge. Provides direction in a crisis. Able to channel energy to seek out quick and acceptable solutions to conflicts, disagreements and difficult situations. Wiling to face controversy head-on if and when needed. Not easily rattled. Composed and self-assured. People trust their judgment. 
	Faces adversity head-on; does not shy away from potential conflicts. Prepared to take an unpopular stand if necessary. Superb at taking on challenges. Generally looked to for guidance during difficult situations. Is not rattled; instills confidence others. Stellar leader in times of stress. One of the most competent people we have when it comes to dealing with difficult situations.
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Consistently exceptional at command skills

	Leadership and Influence
Exerts positive leadership influence and impact. Articulates a vision. Uses logic, conviction and interpersonal skills to persuade others and gains their support and commitment. Mobilizes people to take action. Serves as a positive role model. Empowers and develops others. Shares the credit. Remains positive.

	Seldom articulates a clear vision; frequently fails to persuade others and gain their support and commitment. Not generally viewed as a role model. Seldom empowers others to take action and make decisions. Usually fails to develop others. Rarely shares credit. Quick to point out the negative.
	Able to communicate a vision. Has the skill to persuade others, gain their support and commitment. Mobilizes people to take action. Serves as a positive role model. Develops others. Shares the credit. Remains positive.

	Skilled at articulating a clear vision and gaining support. Easily mobiles people to action. Consistently acts as a positive role model.  Attentive to ensuring that the focus of activities is directed at meeting the highest priority needs. Consistently empowers others to take action and make decisions.  Makes developing others a priority.
	Produces a significant and positive impact or a unique and extraordinary contribution to the success of the City. Please describe the impact or contribution.

Consistently exceptional at leadership and influence.



