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Criteriafor Success for FP&M Employees
Criteria for Success reflect key skills and values that unit employees are expected to demonstrate.

Rating Scale: Exemplary, Successful, Developing, Partially Meeting Expectations, Not

Meeting Expectations, Unable to Rate/Not Rated
Descriptions of ratings canbe found HERE

Performance Criteria

Work Performance
e Knowledgeable in performing job duties.
e Applies knowledge and available resources effectively and efficiently.
e Performs work assignments accurately and according to professional standards.

Communication & WorkingRelations
e Maintains effective working relationship with coworkers, supervisors and/or customers.
e Asks for direction or clarification when needed.
e Displays effective listening skills.

Assist co-workers when appropriate.
Demonstrates effective verbal & written communication skills.

Dependability
e Demonstrates punctuality and follows procedure for absences.
e Consistently performs well while working independently.
e Takes initiative to use time productively.

Customer Service
e Relates workand job purpose and commitment to customers.
e Treatsallinternaland external customers withrespect.
e Manages challenging customer service situations calmly and tactfully.

Safety
e Follows established procedures and protocols for job function at alltimes.
e Takes appropriate actionif unsafe conditions or safety hazards arise.
e Other: (Examples of Other should be noted in comments box)

Accountability
e Demonstrates honesty and ethical behavior.

Is willing to adjust to shifting priorities and changes in work assignments.

Accepts responsibility for own work.
Follows through on commitments.

Special Projects
e |dentify work on special projects, committees or shared governance, if applicable.

Engagement, Inclusion & Diversity (EID)
e Honors FP&M and Department core values.
e Provides regular feedbackand input tosupport EID initiatives.
e Supports and assists peers and co-workers inlearning and development.
Fosters a welcoming and inclusive work environment.
Supports workforce diversity.
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Criteriafor Success for FP&M Supervisors

Supervisors are expected to demonstrate and continuously develop these additional key skills and values

to ensure the success of their employeesand departments.

Performance Criteria

Acts as a Leader
Demonstrates the FP&M'’s Core Values, Mission and Vision

Demonstrates the ability to reach firm and clearly defined decisions in a timely manner.
Coaches employees for success.

e Byengaging & inspiring your team.
e Byencouraging employee development.
e By ensuring each individual within department knows what is expected of them at work.

Drives accountability throughout Department and FP& M.

Planning & Continuous Improvement

Demonstrates ability to plan and prepare administrative unit programs, activities and services.
Develops and applies performance metrics to trackand improve services.
Communicates Metric results to FP&M Leadership Team, Department and others as needed.

Fiscal Management

Safeguards UW-Madison assets.

Demonstrates efficient & effective utilization of resources.

Implements effective internal controls, and software/data security.

Professional Expertise

Demonstrates effective job knowledge.
Stays current with trends and/or researchin field.
Maintains necessary professional credentials as applicable.

Engagement, Inclusion & Diversity (EID)

Values Differences: Conveys respect for diverse individuals and perspectives; takes the lead in modeling

Instills Trust: Creates a welcoming environment that fosters diversity by encouraging contributions from

inclusive and culturally competent behavior

all individuals
Demonstrates Self-Awareness: Takes time to reflect on own actions and recognizes one's filters, privileges,

biases, and cultural preferences

Invests in Self-Development: Proactively engages in learning to build skills in engagement, inclusion,
diversity, and equity

Manages Conflict: Calls others in to conversations (vs calling out) about their behavior and its potential
consequences

Communicates Effectively and Drives Engagement: Respectfully listens toand takes actions on the
opinions, concerns, and ideas of others
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Criterios de desempeno laboral
ESPANOL / SPANISH

Los criterios de desempefio laboral reflejan habilidades y valores claves que los empleados de una unidad de trabajo
deben demostrar. La escala de puntuacion es: ejemplar, cumple con éxito las expectativas, en proceso de desarrollo,
cumple parcialmente con las expectativas, no cumple conlas expectativas y sin calificar/no se calificé.

Criterio de desempeiio laboral

Desempeiio Laboral
e Conoce lastareas de sutrabajo.

e Aplica suconocimiento y los recursos disponibles de manera efectiva y eficiente.
e Realizalas tareas asignadascon precisiény de acuerdo con los estandares profesionales.

Comunicacién yrelaciones laborales
e Mantiene una efectiva relacién de trabajo con los compafieros, supervisores y/o clientes.
Pide direccién o aclaracidon cuando es necesario.
Muestra habilidades efectivas para escuchar.
Ayuda a los compafieros de trabajo cuando es apropiado.
Demuestra habilidades competentes de comunicacion escrita y verbal.

Confiabilidad
e Demuestra puntualidady sigue los procedimientos para las ausencias.
e Se desempeiia bien constantemente cuandotrabaja independientemente.
e Tomainiciativa para usar el tiempo productivamente.

Servicio al Cliente
e Relaciona el trabajo, el propédsito del puesto y el compromiso con los clientes.
e Trataatodos los clientes internos y externos con respeto.
e Manejasituaciones dificiles de servicio al cliente con calmay tacto.

Seguridad
e Sigue los procedimientos y protocolos establecidos para la funcién del puesto en todo
momento.

e Toma acciénapropiada siexisteno sise presentan condiciones inseguras ode peligro.
e Otro: (Los ejemplos se deben anotar enla casilla de comentarios).

Responsabilidad
e Demuestra uncomportamiento honestoy ético.
Esta dispuestoa ajustarse a los cambios en las prioridades y asignaciones laborales.
Acepta la responsabilidad por su propio trabajo.
e Cumple con los compromisos asumidos.

Proyectos Especiales
e I|dentifique el trabajo en proyectos especiales, comités o gobiernocompartido, sies aplicable.

Participacion, inclusion y diversidad (E/ID)
e Respeta los valores fundamentales del departamentoy de FP&M.
e Ofreceregularmente sugerencias e ideas que apoyan las iniciativas de E/D.
e Apoyayasisteasus colegas ycompaferos en su aprendizajey desarrollo.
e Fomenta un ambiente laboral acogedor e inclusivo.
e Apoya lacreacién de una fuerza laboral diversa.
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HMOOB/HMONG
Cov Pab Ua Tau Txoj Haujlwm Zoo

Cov pab uatau txoj haujlwm zoo ghia txog cov kev txawj thiab muaj ngi uas cov neeg ua num ntawm ib pawg yuav
tsum ua muaj ghia tau. Cov lus siv ntsuam uatau li cas: Zoo tshaj plaws, Zoo heev, Tseempheej kawm, Ua tau zoo Li
Kom ua Me Ntsis, Ua Tsis Tau Li Kom Ua, Ntsuam Tsis Tau / Tsis Ntsuam.

Cov xyuas rau kevua num

Kev Ua Haujlwm

¢ Paub ua cov dej num ntawm txoj haujlwm

e Siv tswvyim thiab cov khoom ua num tauzoo thiab sai.

e Ua num tauzoo raws li txoj haujlwm thiab raws lilawv tau ghia.

Kev Sib Txuas Lus & Sib Raug Zoo Nrog Cov Ua Haujlwm

* Muaj kev sib raug zoo nrog lwm tus neeg ua hauj lwm, cov thawjsaib thiab/los cov ghua.
¢ Nug yuav ua li cas los kom ghia dua thaum tsis to taub zoo.

¢ Mloog to taublus los kev ghia zoo.

e Pab Iwm tus neeg ua haujlwm thaum tsim nyog.

¢ Hais lus thiab sau ntawv sib ghia tau zoo.

Kev Tuaj los Ua Num Tag

¢ Tuaj ncav sijhawm thiab ua raws txoj cai hu yog yuav tsis tuajua haujlwm.
e Uanum tauzoo tas li txawm tib leeg ua haumjlwm xwb.

e Siv lub sij hawm ua hauj lwm kom tag tauzoo.

Kev Txais Tos Qhua

¢ Ua raws txoj haujlwm thiab muaj siab pab cov ghua.

e Hwm saib cov ghua sab hauv thiab sab nraum muaj nuj nqis

¢ Uatib zoo tswjtus kheej thiab hais txawm muaj tejghov teeb meem nrog cov ghua.

Kev Xyuam Xim

e Uaraws cov kev muajua raws thiab kev tsim kom muaj kev xyuam xim ua txoj haujlwm txhua lub sij
hawm.

e Ua raws ghov yog thaum pom ib gho yuav muaj los thaum muaj teeb meem / kev phom sij.

¢ Lwmyam: (Piv txwv txog Iwm yam saurau koog muaj sau lus hauv gab no)

Kev Lees los Taug Qab

¢ Muaj kev coj ncaj ncees thiab coj zoo.

e Kam pauv ua tejyam dej num twg ua ntej thiab hloov kev ua dej num.
e Lees txais lub luag haujlwm (los kev txhaum thaum yus ua yuav kev).
¢ Ua kom tag yus cov luag haujlwm.

Tej Num Muaj Ib Cag (Special Project)
¢ Qhia txog tej haujlwm muajib cag, cov pawg tawm tswvyim los kev koom tswjua num, yog muaj.

Kev Koom Tes, Rub Ua kev & Muaj Ntau Hom Neeg (EID)
¢ Hwm FP&M thiab ceg ua haujlwm cov nge lust seem ceeb.

* Muabtswvyim tas li rauthiab txhawbtej yam txog EID.

e Tsimtauyog ib gho chaw muaj cov homphiaj thiab neeg paub zoo tias yuav ua dabtsilos li cas.
e Txhawb thiab pab cov neeg ua haujlwm nrog kawm txoj haujlwm ntxiv.

¢ Ua kom yog ib gho chaw ua haujlwm txais tos thiab rub sawv daws ua ke.

¢ Txhawb kom muaj ntauhom neeg ua haujlwm.
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