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Introduction

Purpose of the
Performance
Appraisal

The primary purpose of the Performance Appraisal System for
Band ], II, and III Employees is to provide a systematic and uniform
method to evaluate the job performance of GAO evaluators and
evaluatorrelated specialists on the basis of job-related criteria.
The system should be used to

advise employees of the standards upon whlch their performance
will be based,

help employees understand their responsibilities and how their

~ work contributes to GAO’s goals and performance measures,

provide feedback to employees on how well they are meeting
expectations and coach them in improving performance,

help supervisors and managers identify and improve poor perfor- :
mance, and .

provide a basis for performance-based actions.

|
Supersession

This manual supersedes the Performance Appraisal Svstem for
Emd_L_u..md_nLEmp.lgm dated June 1991.
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Chapter 1

The Performance Management Cycle

The performance management cycle includes setting expectations,

~ monitoring performance and providing feedback, and conducting

the appraisal sessmn.

i .

Setting Expectations

‘band level. At a minimum, the ratee should be able to perform at
the fully successful level, as descnbed in the performance standards.

‘scope, or methods may not be fully known at the beginning of assign-

_tion is obtained or when clrcumstances negate or substantially modify

| As outlined on the form and summarized below, three types of

Performance expectations include what a ratee will do, whenthe
ratee will do it, and how well it should be done. - What the ratee will

~do and when it is done are usually determined by ass1gned work.

How well a ratee performs is measured by written performance
standards set forth in the performance appraisal manual for each

When setting expectations, the rater should explain how the ratee’s
work can contribute to GAO’s overall goals and performance
measures. These measures can be found in GAQ’s Strategic Plan

and the G&Bﬂfgnnanmn

Expectatlon settmg should occur at the begmmng of the ratmg
cycle and when each new assignment is begun. Products, tlmeframes,

ments. Expectations should be revised or clarified as more informa-

pnor agreements

Expectahon-settmg‘ discussions should occur at an agreed upon
meeting time. While the rater has the ultimate responsibility to
determine ratee expectations, expectation discussions should be a
dialogue. The rater should solicit input from the ratee, and the
ratee is responsible for seeking clarification of any matters that
are not understood.

GAO Form 209, “Expectation Setting Record” (see app. I) has been
developed to help guide and document the formal expectation
setting process. A signed copy of GAO Form 209 for each ratee
must be completed and filed in the geographic home unit. The R
employee’s signature indicates that expectations have been communi-- - - -
cated. Units may prescribe additional expectation setting forms, if =
desired.

information should be covered during the expectation-setting
session: job/role information, performance standards, and contri-
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Chapter 1
The Performance M;nugement Cycle

-+~ butions to goals.and performance measures. The level of detail
. appropriate for the expectation-setting discussion will depend on the

ratee’s prior knowledge concerning the assignment, the ratee’s experi-
‘ence level, and the information available to the rater about the assign-
ment. v o .

Job/Role Information

The rater should provide as much assignment-specific information as
available, such as the ratee’s role, assignment objectives, assignment
scope and methods, anticipated products, and timeframes. Itis
expected that the rater will amplify and clarify initial expectations -
during subsequent on-the-job discussions with the ratee. Further
meetings to clarify expectations should be held only when changes

- have been so substantial-as to constitute a new-assignment

To guide expectation sett:mg, the rater may refer to appendix VIII,
“Band I, I1, and ITI Role Definitions;” which contams typical duties and
responsibilities for each band level.

N,

@

Performance Standards

Each ratee must know the performancé standards and critical ele-
ments of his or her position. A critical element is a job dimension,

“such as planning, that is of sufficient importance that unacceptable

performance in that component constitutes unacceptable performance
of the job and may be the basis for reduction in band or removal. All
dimensions rated are critical elements for the purposes of GAQO's
performance appraisal policy.

A rater should confirm that the ratee understands that his or her
performance will be assessed on the standards set forth in this perfor-
mance appraisal manual. The rater should instruct the ratee to
become familiar with the performance standards; if a ratee does not
understand the standards, he or she is responsible for seekmg clarifi-
catlon from the rater.

Contributions to Goals
and Performance
Measures

. In addition to individual assignment goals, the rater should remind the

ratee how his or her work contributes to GAO's goals and performance
measures. To the extent possible, raters should specify by example
how a ratee’s work can directly affect unit teamwork, communica-
tions, products, dollar savings, timeliness, cycle-time reduction, as well

-as quality, customer satisfaction, and other goals set forth in GAQ's (" )

Strategic Plan and the GAQ Performance Report. .
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Chapter1 = -
The Performance Management Cycle

Monitoring
Performance and
Providing Feedback

Once expectations are established, the rater should monitor perfor-
mance and provide feedback to the ratee on his or her performance.
Feedback can reinforce good performance or help improve perfor- -
mance that is below expectations. In other words, the feedback
should allow the ratee to know current strengths and developmental
needs and how his or her performance could be improved. However,
feedback is not solely the responsibility of the rater. The ratee is
responsible for actively seeking and receiving feedback.

Feedback should take place before the end of the appraisal period.
Although feedback need not occur in a formal progress session, one or
more progress review sessions may be beneficial to verify a shared
understanding of expectations and the progress toward meeting them.
A progress review session is especially appropriate and recommended
when the rater has concerns about a ratee's performance.

When monitoring performance, the rater 1s encouraged to keep brief

‘notes on the ratee that reflect both positive accomplishments and

instances where developmental needs are present. This facilitates

more accurate and complete performance appraisals.

Conducting the
Appraisal Session

After the appraisal is completed by the rater and reviewed and signed
by the designated reviewer, the rater must provide a copy of the
appraisal to the ratee and should discuss the basis for the appraisal
with the ratee.
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Chapter 2

Performance Appralsal Pohcy

< This chapter describes who should be appraised, when appraisals are -
-due, who should prepare the appraisal, the responsibilities of each
individual involved in the appraisal process, and grievance: procedures
for ratees who are unsatlsﬁed w1th their appraisal.

Whoi IS Appralsed and Generally, appralsals forstaffmbands I Full-Performance Level, 11
Wh A als ~and III are to be prepared annually. The appraisal period begins
en Ppr a.IS are . October 1 and ends September 30. If an employee has been on
' Due duty at least 30 staff-days dunng the annual appraisal period (a
R staff day is 8 hours charged to one JOb code), then the employee
must be appraised. ‘Appraisals should be completed (wntten,
reviewed, and discussed with the ratee) at the conclusion’ of the

appraisal period or in sufﬁcrent nme so that they can be used in the

annual assessment process

Exceptlons to an annual appralsal mclude the followmg

.. Apprmsals should be prepared at the end of an assrgnment lasung
“more than 30 staff-days for Band I Developmental Level staff. BandI
' Developmental Level sta.ff must be appraised at least once each 6

'months to support pay assessment

. ‘Apprarsa.ls should be pre‘par’ed whenever there is a change in the rater

unless, the staff member and management agree that anannual ap-

praisal would be more appropnate

ie Appra:sals may be prepared whenever supervisors and/or managers
* have performance concerns. See GAO Order 2432.1, Dealing With
Unacceptable Performance, for guidance as to when this is appropri-

ate.
Who Prep ares the The performance appraisal form should be prepared by the person
A isal who is in the best position to assess the ratee’s performance. Usually,
pprais _ this is the ratee’s immediate supemsor——the same person'who sets

expectations and assigns and reviews work. However, there may be -
circumstances which make it more appropriate or desirable for

another person to assume the rating responsibility. In those cases, the
designation of a rater other than the immediate supervisor should be

done at the beginning of an assignment and must be acceptable to the

ratee. The ratee’s acceptance of the rater should be noted on the GAO

Form 209.
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Chapter 2

Performa.pce Apprai.sgl Policy
MoreThanOne . - . If an employee has worked concurrently for more than one supervisor
Supervisor During a ~ during the appraisal year, then the supervisors should decide who will
Rating Period prepare the rating. The rating preparation should be a collaborative

process with each supervisor providing input on the employee’s
performance. In cases when a supervisor has worked with the em-
ployee for such a short period of time that he or she doesnothavea -
basis for assessing the employee’s performance, the rating should be
prepared based on the assessment of the other supervisor. -

Congressional Staff When assignments are expected to be short (4 months or less), the
Assignments - - designated rater in the home unit will prepare the performance ap-

: praisal and should obtain information from the supervising congres-
sional staff member concerning the employee’s performance. When
the assignment is expected to continue for a major portion of the
appraisal period, typically the Office of Congressional Relations (OCR)
arranges for a supervisory congressional staff member to prepare the

-appraisal using the GAO forms and standards. In this instance, OCR
reviews the appraisal, provides any additional comments, and for-
wards it to the employee’s home unit. However, if OCR is unable to-
arrange for the congressional staff member to prepare the perfor-
mance appraisal, then the home unit should reach agreement with
OCR on who will prepare the employee’s performance appraisal.

Rater and Ratee in As the needs of the work require, a staff member may supervise

the Same Band and appraise the performance of a person in the same band. Al-

' : though a rater and ratee may be in the same band, the reviewer
must be in a higher band than the ratee.

|
Responsibilities of
the Ratee, Rater,
and Reviewing

- Official

Ratee The ratee is responsible for

¢ participating with the rater in determining expectations;
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Chapter 2 S
Performance Appraisal Policy -

: seeldng'clariﬁcaﬁon of expectations from the rater or suggesting

modifications to expectations when circumstances have changed; -

,seeking feedback from the rater when appropriate;

becoming familiar with the performance standards for his or her band
level, B

‘ noufymg the rater of any facts or clrcumstances that should be consrd-

ered when appra.\smg performance, ‘ ‘

reviewing the appra.lsal for accuracy ‘and completeness and signing

the appraisal form, indicating that it has been reviewed and dis-
cussed w1th the rater; and

addmg any comments to the form that he or she considers perti-
nent, such as clanfymg facts or rater narrative or commenting on
the apprmsal

TY. @ Rater

The rater is responsrble for preparing the ratee’s perfomlance |

appraJsal Specxﬁcally, ttus respon51b1hty mcludes

‘ estabhslrung expectatlons with the ratee, either ora.lly or m writing,
-and revising them when c1rcumstances warrant;

monitoring ratee performance and provrdmg feedback and coach-
ing; ‘ '

appra.lsmg performance agamst performance standards at the end

- of the apprmsal period; and

makmg suggesnons to improve the ratees performance or correct
deficiencies. ’

Reviewing Official

O

The reviewing official is determined by the employee’s unit man--
agement. Reviewers must be at a band level higher than the ratee;
there is no reviewer when the rater is the unit head. The review-
ing official is responsible for

ensuring that the rater understands the performance system,

knows how to properly prepare performance appraisals, is knowl-
(
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Chapter 2

- Performance Appramal Policy -

‘Grievance
Procedures for
Performance
Appraisals

- ---edgeable about applicable performance standards, and maintains
-reasonable-consistency in applying standards: and

cheéking each appraisal to ensure that it complies with instructions

and standards.

If the reviewer believes that the rater has not properly applied the

- performance standards or that the narrative is not consistent with

the rating, the reviewer may return the appraisal to the rater for
additional justification or a change in the rating. If the rater and
reviewer disagree on a rating and the reviewer has knowledge of

“the ratee’s performance or believes the rater has not properly

applied the standards, the reviewer may assume responsibility for
the rating on the dimension(s) in question. The reviewer will (1)
obtain approval from the next higher responsible official (if the
reviewer is not the unit head) and document the reasons and
approval; (4] change the ratmg for the dimension(s) in question;

-.-and (3)-if necessary, provide the-appropriate: narratlve support for

the rewsed rating.

The appraisal form presented to the ratee will include only the

‘ ﬁnal rating cleared by the reviewer. If the rater and the ratee

agree to change the appraisal after it has been signed by the
reviewer, the appraisal must again be reviewed and approved by
the reviewer.

. Ratees wh_b are dissatisfied with their perfonnénce appraisal may file

a formal grievance per GAO Order 2771.1, Administrative Grievance
Procedure. When multiple units are involved in a performance
appraisal grievance process, the involved unit managers will confer
regarding who will serve as the deciding official.

|
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Chapter 3

Preparmg the Appralsal Form for
BandIand II Staff

'The rater should ensure that appraisal information is entered on GAO

Form 563, “Performance Appraisal for Band I and II Employees” (see
app. II). It is recommended that the automated version of GAO Form
563, available on the LAN be used .

The rater should ensure’ that the mtroductory blocks of the form
are completed. Instructions for completmg the five parts of the
form follow.

— :
PartI: Assignment

Information and
Expectations
Summary

" Part I mcludes information on the a551gnment and the expectatlons

established for the ratee. It may be prepared by the ratee and re-
viewed and amended as necessary by the rater. :

A551gmnent Efonnaﬁon

 Part I(A) should briefly describe

, the job(s), assigrlment(s), or project(s) covered by the appraisal or the

phases in wluch the ratee parhcxpated and

any unusual charactenstlcs or parucularly significant factors relating

-to the complexity or difficulty of the assignment, for example, dead-

lines, evaluation criteria, or staffing problems.

Collateral duties, such as memberships on committees, special
projects, or staff activities, may be included here if they occupy a
significant amount of time. However, these are more appropriately

. included in the ratee’s “Contributions and Accomplishments State-

ment” (GAO Form 223), which may be completed as a part of GAO’s
Pay-for-Performance process.

Expectations Summary

Part I(B) shduld summarize the expectations for the ratee’s role and

- responsibilities and major work products, including evaluatlon plans,
: questlonnalres, reports, report chapters, or testimonies.

“
Part II: Assessment
Qf Job Dimensions

In part II, the rater provides information on the ratee’s performance

during the appraisal period on seven dimensions:
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Chapter 3

- Preparing the Apprai.sal Form. for Band I and II Staff

planning;

data gathering and documentation;
dataanalysis;

written communication;

oral communication;

‘working relationships, teamwork, and equal opportunity; and

supervision, appraisal, and counsehng (Band I Developmental Level
excepted).

Dimension definitions are the same for bands I and II, but all
components of a dimension may not be typical of all band levels.
(See app. I through V for definitions of the dimensions and the
performance standards.) :

Rating the Job
Dimensions

Using the appropriate performance standards, the rater evaluates
the ratee’s performance in the relevant job:dimension, using one of
five levels: . outstanding, exceeds fully successful, fully successful,
needs improvement, :and-unacceptable. “When assigning a rating
level, the rater should use relevant information in part I and his or
her knowledge of the ratee’s performance and accomplishments. If
a ratee was not involved in a dimension or has not had sufficient
experience to be rated in a dimension, the rater should note this
under “no basis for evaluation.”

After determining the relevant dimensions, the rater should focus
on the ratee’s specific behaviors or accomplishments as the basis
for the appraisal. Detailed standards for outstanding, fully success-
ful, and unacceptable are described in appendixes III through V.
For an “exceeds fully successful” rating, the ratee’s predominant
performance for the period should exceed the fully successful
rating but not fully meet the outstanding standard. For a “needs
improvement” rating, the ratee’s predominant performance for the
period should exceed the unacceptable rating but not fully meet the
fully successful rating.

~ The rater shoiﬂd check on the form the box corresponding to the

performance standard most nearly exemplifying the ratee’s pre-
dominant performance in each dimension—that is, the ratee’s
overall work behavior during the assignment or period. In making
this determination, the rater should note that the performance
standards were developed so that a ratee meeting expectations
should be rated fully successful. The rater also should note that
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“Chapter 3

Preparing the Appraisal Form for Ba.nd I'and I Stafr

the performance standards are not all-mcluswe—the ratee need -

__not perform all the activities or the exact activities descnbed in the

standards to be rated ata certa.m level

Part I]I: Rater’s '

Assessment of
Performance

‘In part III the rater prov1des an assessment of the ratee’s perfor-

mance, which should include a summary narrative, and/or a dimen-
sion-specific narrative. C

A summary narratwe covering perfonnance and mauor accomplish-
ments should be prepared for band I full-perfomlance and band I
staff. The summary narrative should not restate the assignment
and expectations information in part I and need not address all of -
the dimensions rated. It should provide some examples of indi-
vidual accomplishments and qualitative performance. The sum-
mary narrative should not exceed the space provided on GAO
Form 563, and a 12-pitch font should be used.

A dimension-specific narrative should be prepared for (1) each
dimension rated in part II covering the performance and major
accomplishments of band I developmental level staff and (2) any job
dimension rated below fully successful, regardless of the band level.
When preparing a dimension-specific narrative, the rater should use
side headings for each dimension being addressed and provide narra-
tive justification for the ratings in part I, including individual accom-
plishments and qualitative performance. One side of one page may be
attached for continuing the narratlve

Additional documentatlon is usually required to support an opportu-
nity period notice or a performance-based action following ratings of

“unacceptable. (See GAO Order 2432.1 Dealmg With Unacceptable

Performance.)

Part IV: Signatures

Both the ratee and the rater should sign the appraisal form in the
spaces provided. (See ch. 2 for details on the role of the reviewer.)

'The rater’s and reviewer’s typed names. and band/SES should also

appear on the form. After the rater gives the ratee the appraisal
and discusses it with the ratee, the ratee should sign the appraisal
form. By signing, the ratee does not indicate agreement with the

appraisal but acknowledges that he or she has read it. -
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Chapter 3
Prepn.ring the Appraisal Form for Band 1 md II Stafr

_
“Part V- Ratee

Comments

' 'The ratee may submit comments within 5 calendar days of belng _
- presented with the rating.  These comments are not limited to the

space on the form. Ratee comments become a permanent part of the

- appraisal. The appraisal is final after 5 calendar days of the ratee

being presented with the rating unless, the rater extends the comment

...period. If the comment period is: extended ‘the appraisal is final at the

time the comments are due.
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Chapter 4

| Preparlng the Appra1sa1 Form for Band I 1

Staff

| The rater should ensure that appra.lsal mfonnatnon is entered on

GAO Form 175 “Performance Appralsal for Band IIT Employees

‘(see app. VI). It is recommended that the automated version of

GAO Form 175, ava.llable on the LAN be used

’ The rater should ensure that the mtroductory blocks of the form

are completed.. Instructlons for completmg the seven parts of the

‘ form follow ,

Part I: Description
of Work/Duties/
Responsibilities

Part I should be completed by the ratee and reviewed and
amended, as necessary, by the rater. Information regarding the

- type of work, duties; and responsibilities of the ratee during the

appraisal period should be mcluded in this section. Appropriate

mformatxon includes-

AN

the ratee’s overall ass1gnment ob_;ectlves role in the unit, and work

load (number of jobs);

complexity of assigmnent(s) undertaken;
number of staff supervised; ‘
number of agencies affected by the ratee’s responsibility;

degree of supervision received; and

unique characteristics of individual aSsignments or area(s) of

responsibility.

Collateral duties, such as memberships on committees, special
projects, or staff activities, may be included here if they occupy a
significant amount of time.  However, they are more appropriately
included in the “Contributions and Accomplishments Statement”
(GAO Form 223) which may be completed as a part of the annual
Pay-for-Performance process

Part I also i 1s used to document esteblislied expectations. A sum-
mary of the expectations including the ratee’s role and responsibili-

ties and maJor work products is to be mcluded in-part L.

Page 17




Part II: Major
Results/ =
Accomplishments
Achieved

- Part III: Assessment

of Job Dimensions

Chapter 4
Prepmng the Appraisal Form for Bnnd 1 Suﬂ

The ratee may complete part II or attach GAO Form 223, “Em-

ployee Statement of Contributions and Accomplishments,” instead

- of completing part II.

In completing part II, the ratee should identify the major results or

- -accomplishments achieved during the appraisal period and explain

their importance or impact. There is no limitation on the number of

accomplishments that can be listed; however, the information must
not exceed the space provided. Itis recommended that only major
accomplishments be listed. The accomplishments do not necessarily
have to relate to a specific job dimension or to an estabhshed expecta-
tion. For example, an accomplishment might relate to a collateral
duty that may not be clearly addressed in any other part of the ap-

.. praisal. The narrative explaining the significance of each accomplish-

ment is more important than the number of accomplishments listed.

“In part 1T, the rater provides information on the ratee’s perfor-

mance during the appraisal period on six dimensions:

planning; | |

project implementation;

communications;

external relations;

teamwork, workmg relationships, and performance management;
and

organization management.

Rating the Job
Dimensions

Using the performance standards, the rater rates each relevant job
dimension, using one of five levels: outstanding, exceeds fully

successful, fully successful, needs improvement, and unacceptable.

When assigning a rating, the rater should use relevant information
in parts I and II and his or her knowledge of the ratee’s perfor-
mance and accomplishments. If a ratee was not involved in a
dimension or has not had sufficient experience to be rated in a
dimension, the rater should note this under “no basis for evalua-
tion.”

Since band III duties vary wideiy, instances may occur when a .
band III ratee performs in a dimension that has not been specified.
In this instance, the duties should be specified and appraised under
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Chapter4 i

Prepanng the Apprai.snl Form for Ba.nd III sutr

other This dxmensron, however, is to be used only to apprarse the

“ performance of a ratee assigned specral or unusual duties. This

drmensmn should be agreed to when expectations are set at the

start of the appralsal penod or when the special or unusual duties

~are assrgned Space is provrded on. GAO Form 175 for ratmg other,

speclﬁed dunensrons ‘

After detenmnmg the relevant dlmensxons, the rater should focus
on the ratee’s spec1ﬁc behaviors or. accomphshments as the basis

* for the appralsal Detarled standards for outstanding, fully success-

 ful, and unacceptable are described in appendix VII. For an “exceeds

fully successful” rating, the ratee’s  predominant performance for the . -
period should exceed the fully successful rating but not fully meet the .
outstanding standard. For a “needs unprovement” rating, the ratee’s
predominatit performance for the period should exceed the unaccept--

- able ratmg but not fully meet the fu]ly successful rating.

- The rater should check on the form the box corresponding to the
- performance standard most nearly exemplifying the ratee’s pre-

dominant performance in each dimension—that i is, the ratee's
overall work behavior during the assignment or period. In making
this determination, the rater should note that the performance
standards were developed so that a ratee meeting expectations

‘should be rated fully successful. The rater also should note that

the performance standards are not all-inclusive—the ratee need
not perform all the activities or the exact activities described in the
standards to be rated at a certain level.

]
Part IV: Rater’s
Assessment of
Performance
(Optional)

A narrative summary is not required to support ratings at or above
fully successful. The rater may opt to provide a brief summary of
the qualitative performance observed in producing the major
results/accomplishments recorded in part II.

Part V: Basis for
Ratings Below Fully
Successful

Each dimension rated below fully successful requires narrative sup-
ported by examples. Additional documentation is usually required to
support an opportunity period notice or a performance-based action
following ratings of unacceptable. (See GAO Order 2432.1, Dealing
With Unacceptable Performance.)
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"Chapter 4

Preparing the Appraisal Form for Band III‘ Staff ;

S

Part VI: Signatures

Both the ratee and the rater should sign the appraisal form in the
spaces provided. (See ch. 2 for details on the role of the reviewer.)
The rater’s and reviewer’s typed names and band/SES should also
appear on the form. After the rater gives the ratee the appraisal

‘and discusses it with the ratee, the ratee should sign the appraisal
- ~form. By signing, the ratee does not indicate agreement with the
appraisal but acknowledges that he or she has read it.

When the rater is the unit héad, there is no reviewer. In these

cases, ox‘\ly_ the signatures of the rater and the ratee are required.

I —
Part VII: Ratee
Comments

The ratee may submit comments within 5 calendar days of being
presented with the rating. These comments are not limited to the
space on the form. Ratee comments become a permanent part of the
appraisal. The appraisal is final after 5 calendar days of the ratee

- being presented with the rating unless, the rater extends the comment

.. period. :If the.comment period is extended, the appraisal is final at the &

e,

time the comments are due.

/
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Appendlx I

VGAO Form 209 Expectatlon Settmg Record

United States General Accounting Office -

GAO Expectation Setting Record

Instructions: This form must be used o confirm that the ratee has been informed about; snd 'understands, the foliowing mattars:
1. Assignment expectations (such as roles, responsibllities, outputs snd metrames.)

2. Job Dimensions and Performance Standards 1o be used hwnluaﬂng performance (see the job dimensions
' -nd performance standards as set forth in the performance appraisal rn-nual.)

3. How individuel efiorts can help schieve mmlm GAO strategic goals and performance messures.

Chapter 1 of the PanmApmnhﬂSynmerand 1. I, and )li Employses provides turther guidance on ssiting expectations,
Dete(s) Expectations Set [Employes's Signature Supervisor's Signature

Optiona! (Summary of Expectations)

OFR:Pers GAO Form 208 (Rev. 10/87)
editions obsol
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Appendix 1

GAO Form 568 Perfonnance Appralsal for
Band I and II Employees |

O

1 - _ R »‘ UnitedsutesGeneralAecounﬂgLoméev I
"GAO  Performance Appraisal for
| Band I and I Employees

1.Name

4. RatingPericd 5. Total Staff Days
From: To: ’

PartI(A) A: nt Information: Describe, (1) job titie(s), . of assi nt(s) ob; and :
(A) ms:.&onrm form . (1} Jeb title(s), code(s), summary gnment(s) objectives; and (2) any unusual job

Part {B) Summary of‘thu'a Expeciations: Describe mto;s role and oxpeetam. for the assignmentperiod. ‘

P-nll Assessment of Job Dimensions: Roview the Parformance Appraisal System Manual tonhe peﬁounames\andards Place
achedthboxmatbestdescrbesmeesporfomm Narmative fmust be provided in part il

“No.Basia for Needs Fu Exceeds Fi ]
Job Dimensions Evalustion Unacceptable improvement "7 sumu‘\'.'n" Outstanding

Planning
Data Gathering and
Documeniation

Data Analysis -
Wiitten Communication
" Oral.Communication..

Teamwork, Workin%
Relationships, and Equal
Opportunity

Supervision, raisal,
andpe00unse IQSP

Q ) (GAO Order 2430.1) GAO Porm 563 (Rev. 1087)
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Appendix IT

'GAO Form 563, Performance Apprdsal for Band I and II Employees(keveue Side)

Part lll. Rater's Asssssment of Performance. Sumsmatize pe m#o necomphhmenu (Do not exceed the
wmhhlm,mnbrmﬂnwbﬂw&lywoﬂomwmpmmmm , when nmnlvuhwldboplovldod
(om-cldo)mybelthdndl the continuation of . Usa 12 pitch font )

Part IV, Signatures

Name (typed) Band Signature Unit Date
Rater
Reviewer
Rates

. The signature of the rater and ratee indicate that the

raisal has been
pertonnanee By signing, the ratee does not nace: .gjp

indicate agreement wlth the app

discussed ai ndﬂ:ist:lzeemeounuhdonhm

Part V. Ratee Comments (optional): Additional pages may be added.

GAO Form 563 (Rev. 1097)
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Appendix IIT

Performance Standards:

- Band I-Developmental Level
o e

—

@
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1.Planning

Includes identifying areas of review that will lead to improved government operations—such as the potential for dollar savings
and/or nonfinancial benefits to the government and taxpayers, ascertaining congressional interest, and contributing to issue
area plans including the job compendium; using appropriate planning tools, planning the resources needed for specific
assignments, including the need for technical assistance; determining the scope and objectives of assignments (coordinating
work to avoid conflict and duplication, identifying alternatives and constraints to planned work, sources of information, and
methodology); designing the method(s) of communication to the customer's needs; terminating unproductive work; learning
and applying GAO policy and generally accepted government auditing standards (GAGAS) governing work; and planning own

work time. :

Band | (Developme evel

Frequently: o
Overlooks or fails to identify important and relevant
information sources needed to accomplish detailed
project steps or duplicates work on the subject that
is available.

Identifies and selects information sources for a
project that are infeasible or unavailable.

Demonstrates Jittle or fails to apply knowledge of
GAQ policies and procedures and GAGAS neces-
sary to perform job-and administrative functions.

Performs day-to-day activities without considering
relative priorities, contingencies, or time constraints.

Encounters constraints in project work but does not
inform or coordinate with others to resoive delays or
problems. : 2

Usually: |

Locates information sources needed to accomplish-
detailed project steps within established time frames,

including information available from past and cur-
rent work on the subject.

Determines availability of needed information and
ways to obtain it within established time frames.

Displays knowledge of GAO policies and procedures -
(including the dimensions of quality) and GAGAS:
anduses such knowledge in peerrming administra- .

tive and job functions.

Plans and manages own work; works on tasks as--
* signed as mostimportant and urgent and completes -

work within established time frames.

Identifies Constraints or risks in projectwork andin-

forms others to accomplishassigned tasksina timely. .

s

(Continued on Next Page)

- Almost Always:

Identifies important and relevant information sources
needed to accomplish detailed project steps ahead

~ of schedule and avoids duplicative work on the sub-

ject. R

Determines principal and alternative sources of
needed information and develops ways to obtain it .
aheadofestablishedtimeframes. =~

Demonstrates detailed knowledge of GAO policies

and .procedures(including the dimensions of
_quality)and GAGAS and applies such knowledge to

improve administrative and job functions. =

Estab“ShespﬂOMyof tasksin termsof impo rtance
and time needed and manages work activities ac-

cordingly, completing work ahead of schedule.

Maintains contact with and coordinates own work
and problems encountered with others who need to
know. Suggests mitigation strategies to accomplish -
tasks in a timely manner. '

1011/97
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1. Planning

: Fféquently:e

Overlooks issues with potential for dollar savings and/
.or nonfinancial benefits orfails to plan auditevalua-

tion steps necessary to fully develop them. -

Demonstrates little knowledge of planning tools (such -
as the job assessment, design matrix and project
. planning software) and fails to understand their role
inachieving desired outcomes related to time, cost " -

and quality. ’

1 |
Unacceptable

Needs lmprqvg;_nent

Usually:

Identifies issues with potential for, and plans work

“steps that lead to, dollar savings and/or nonfinan-
cialbenefits. = = :

“Understands a"nd'uses planning tools (such as the
“Job assessment, design matrix and project planning
- software) that help the team meet commitment dates

and cost estimates.

Fully Succe_ssﬁil Exceeds Fully Successful

AlmostAlyvay_s: o N ‘

Identifies issues and plans work steps that provide
results in terms of dollar savings and/or honfinancial
benefits to the government and taxpayers.

Findsnnovative ways to use planning tools (SUch as

- the job assessment, design matrixand project plan-
.~ hing software)to maximize their value'in helping to

meet commitment dates and cost estimates and.

- -coaches others in the work area to use them more
_effectively.- -~ - ; Bt m

Outstandlhg o
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2. Data Gathering and Documentation

- Acquiring-and documenting relevant data to develop supportable: findings, conclusions and recommendations or otherwise
fulfill project objectives, including researching and identifying data sources and data collection strategies, identifying missing
data, and ensuring that data are current and accurate. Leaming and applying current automated tools to collect, share,

organize and manipulate data. Following GAO policies and

documentation.

Does notuse the appropriate data collection meth-
ods which adversely affects product quality and de-
lays completion of work.

Chooses an incomplete or inappropriate data-gath-
ering approach or submits documentation that isun- -

reliable. Fails to follow up to obtain missing data or
conducts ineffective follow-up.

Submits Workpapers that are assembled, indexed, -

and cross-indexed in a manner that makes verifica-
tion impossible. (For Developmental staff, this oc-
curs even after extensive coaching.)

Does not contribute required documentation forthe
Job Management and Project File. BEE

” Identifies and uses the éppropriate‘rdata:éoll'eétviblri

methods for producing quality products that meet
oommitm'entdate‘s.i L .

Identifies appropriate data sources; obtains relevant -

and reliable data within specified time frames. -

Assembles, indexes, and cross-indexes workpapers

properly and efficiently to facilitate analysis. Orga-
nizes workpapers to support the preparation of writ-
ten summaries or reportsegments. . .

Contributes requi

“* Management and Project File.

(Continued on Next Page)

red documentation for the.Job -

procedures when preparing all forms, and project or administrative

Typ g

Frequently: Usually: Almost Always:

Identifies and uses the most appropriate data col-.
lection methods for producing quality products within

:....-0rahead.of agreed-upon deadlines. Helps othersto
- -expeditedatagathering: - - . e

Identifies:appropriate data sources and obtains rel- -
evant data to sustain supportable conclusions ahead
of specified time frames and in the most cost-effec-
tive manner; organizes datato ensure reader under-

- standing: -

Assembles, indexes, aﬁd cmss-indexes workpapers
to expedite subsequent analy§is. Documentationis
readily translated into summaries to support segments

. -of the audit/project, and critical data is readily differ-"
- entiated from other evidence with less-than-normal
level of supervisory review. Workpapers stand on

their owniwith little or no need fqr elaboration.

Contributes required documentation for the JobMan-
- agement and Project File and helps others to pre-

pare proper documentation.

10/1/97
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Frequently:.

Resists leaming and/or using available ADP resources
(such as computer, lnternet agency databases) to

- acoompllsh work

~Is unaware of or ignores GAO policies and proce-

dures related to ensuring reliability and complete-
ness of computer-based data. _

Mlsleads other staii members dueto rncomplete or
- inaccurate background research.

Prepares inaccurate or- mcomplete administrative

documentation.

Requires extensive supervision or coaching to com-:

plete data gathering or documentation. Does not
recognize the need for or seek help from supervisor.

Unacceptable

Needs Improvement

Usually:

Uses available ADP resources (e.g., computer,

 Intemet, agency data bases) to obtain, create, store, -
' kshare and accessdata. ~ -

Applies GAO pollcies and procedures, as appropri?

ate, to ensure reliability and completeness of com-:
puter-based data and analysis.

' ‘Conducts relevant research to ldentriy background
“information on previously used data and data collec-

tion methods and techniques, and applies informa- -

tion to the current assignment. Performs complete .
) -and aocurate research B “

Prepares ddministrative documentation redulring |
. minimal revision.

Aimost Aiways- B

Seeks opportunities to enhance ‘data gathering
through innovative-use of: ADP resounces. includ-
ing learning new technology

Applies the highest professﬁional standards when
-applying GAO policies and procedures to ensure the
-.-reliability and completeness of: computer-based data

: resulting in oonsistently trouble-iree handlrng ot data.

Modrfies prewously researched data collection meth-
_odsor techniques for use on the current assignment.
‘Such.modifications are new or umque and result in
decreased calendar time or cost

Prepares oo_mpletéand accurate administrative docu-

“'mentation: “Is.consulted by peers to provide clear

’ guidance in meeting GAO requirements.

Requires an average amountof supervision or coach-

ing to complete data gathering or documentation,
typical of the staff member's progression in the band
level. Seeks help from supervisor when needed.

Fully Successful Exceeds Fully Successful

Requires little or no supervision to complete data
gathering or documentation, typical of the staff
member’s progression in the band level. Discovers
and resolves problems, getting concurrence trom

supervlsor

Outstanding 10/1/§7 '
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3. Data Analysis

Orgamzmg, tabulating, contrasting, and synthesrzmg dataor information to produce findmgs, conclusions, and recommendations;
using computer tools to support analysis; applying professionally accepted analytical techniques (statistical, economic, accounting,
and so on); determining validity, reliability, and quality of data and the adequacy of evidence supportlng findings or conclusions,

including those in GAO's own work,

Frequently:

Does not complete work by seff-established andi mu-
tually agreed- upon deadlines. Rarely makes sug-
gestions on how to expedlte data analysis

Chooses or applies an analysis strategy inappropri-
ate to the objectives of the evaluation; includes irrel-
evant analysis; '_overl'ooks job constraints.

Conducts inappropriate analyses (using animproper,
" overly complex. or smplistic techmque) forthe job.

Conducts analyses requiring many changes by the
superv:sor to meet pro;ect objectives

Interprets, summarizes, or reports statistical analy-
ses incompletely, incorrectly, or in a confusing man-
ner. '

Usually:

Completes wotkby agreed-upon deadiines. Isaware
of time constraints and suggests ways to expedlte
» analysis N i

Devises or apphes an analysis strategy that ad-
dresses the objectives of the evaluation and helps
to produce a high quality product that meets com-

mitment dates. Makes provision for typical jobcon-

straints.

Conducts appmpnate analyses using the propertech-

niques (for example, information synthesis, content

" analysis, statistics, econometrics, operations re-
" search, modeling, accounting, and so on).

. Conducts analyses requiring little change: by the su- '
perwsor tomeet project objectlves . :

lnterprets; summarizes, or reports statistical analy-

ses correctly. and in a way that others can-under-
" stand.

(Continued on Next Page)

Almost Always:

Completes work on or ahead of agreed-upon dead-

~|ines Helps others to expedite analysus

Devises or applies an analysis plan that provides a
unique solutionto complex evaluation objectives that . .
have eluded previous attempts at solution

Conducts analyses using unique or new techniques -
orcombines’ lnlormation in productive ways fo achieve .
jobobjectives. ‘

Completes own analyses requmng little i any change -

by the supérvisor and is consulted by others to

troubleshoot and identify errors in their work.

Interprets complex statistical data correctly summa-

‘rizes and reports statistical analyses clearly and com-

pletely; provides data in a format that is understood

_byboth professionals and lay people.

1011197
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3.Data Analysis

Frequently

Chooses an inappropriate research methodology,

Has difficulty deciding if evidence gathered is sutii-‘: 7
cient. Fails to gather an adequate amount of evi-
- dence or evidence lacks relevance to the audit steps/ ;

project objectlves

Gathers more data than needed, or data that are

not relevant to assignment objectives.

" Fails to recognize that data are weak or problem-

atic, even after having several opportunities to do

- "so.’ Cannot identify serious gaps or weaknesses in .
* evidence or determine what evidence is needed to .
- satisfy individual project objectlves without constant

supervision.

Fails to appropriately consider findings of fact, weight,, :

of evidence, laws, regulations, or GAO standards
when drawing conclusions, resulting in extensive dis-

cussion and revision; draws conclusions based on -

incomplete, inaccurate, or outdated information; is
poorly prepared for challenges.

- Usoally;

ers anadequate.amount of evidence thatis relevant

analysis, or software: package, justifies. decisrons

; ‘,Determmes it evrdenoe gathered Is sufficient, Gath- ‘

to, the audit steps/project objectives.

éathers data efficiently, avoiding the time and ex- .

- pense of gathering extraneous information.

Evaluates the quantity and quality of evidence to
determine if it satisfies the requirements of individual

- pro;ect objectives. Determines if data are sufficient
" to draw proper: conclusions:and recommendations -

and ii not, follows up.

Appropnately considers findings of fact, weight of -

evidence, laws, regulations, or GAO standards when
drawing conclusions, resulting in little need for dis-
cussion and revision; draws conclusions on complete,
accurate, and up-to-date information; is prepared for
challenges

(Contlnued on Next Page)

_ Almost  Always:
--.Chooses an appropriate research methodology data'
data analysus or soitware package, cannot justify .

- decisions.

: Selects research methodology that |s technically
" 'soundiand'efficient and provides a convincing ratio-

nale for the choice.

: Gathers ermor-free evidence that meets all require- ‘

ments’ despite heavy work load, the abilrty to work

- “independently, complexity, deadlines, or a combina-

tionof these factors.

Gathers datain a highty eihcrent manner with most

: inton'nation directly responsive to assignment objec-
: tlves

Is consulted by supervisors and peers to examine
data or analyses o identify and correct weaknesses
and assure that all job ob]ectives are met. .

Does original or unique work when analyzing data, |
drawing conclusions, and developing recommenda-
tions, especially for complex or sensitive evaluations.

10/1/97
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4.ertten COmmunIcetlon

Preparmg and reviewing a variety of written products in collaboration with others including issue area and assignment plans
interview write-ups, workpapers, workpaper summaries, report segments, chapters, technical appendixes, complete reporits
or testimony, data collection instruments, internal and external correspondence, administrative documentation of all types,
including performance appraisals, and speeches and professional articles. Using automated capabllrties to develop, review,

and process GAO products.

Band | (Devel

Frequently:

Prepares written products that are incomplete, inac-
curate, illogical, or are untimely, or fail to achieve
project objectives. Prepares products that do-not
conformto GAO policy guidance. Uses incomplete
sentences and incorrect grammar and spelling.- -

- Submits superficial interview write-ups lacking docu-

mentation to support comparisons, clarity, and cov-

erage; providing insufficient details for use as evi- -
_ dence; or containing factual errors.

Prepares Serhaﬁes that are pocriy developed and

hard to understand; fail to focus attention on the

main-issues; and require correction by the supervi- .

sor. Develops conclusions and recommendations
unsubstantiated by supporting information.

Usually:

Prepares written products that are accurate, objec-
tive, complete, timely, and clear; uses sufficient ex-
amples to support conclusions and recommenda-
tions. Prepares products that contribute to or can

sion and that conform to GAO policy guidance (in-

. cluding the dimensions of quality). Uses complete’

sentences and correct grammar and spefiing.

Prepares interview write-ups that may require some

supervisory revision but are accurate, provide suffi-
cient details for use:as evidence, and meet expec-

tatrons for coverage and clarity

s Prepares wntten summaries that are complete, con-
cise, accurate, and logical and require an average

amount of supervisory revision. Encounters aver-

age difficulty incorporating several related issues and .
develops adequately stipported conclusions andrec-

ommendations. .

‘(Contlnued on Next Page)

mental Level) Performance ar

_Almost Aiways:

- Prepares written products that are accurate, objec-

tive, complete, timely, and clear. Prepares products
onorahead of schedule. Prepares intermediate prod-

. ucts, suchas workpaper summaries and chapters,
*. be'incorporated into final products with some revi- -

that require no substantive changes, provide sup-
port for or can be easily incorporated into the riext

“ phase or the final product, and that comply with GAO

policy guidance (including the dimensions of qual-
ity). Uses complete sentences and correct grammar -
and spelling.

Prepares interview write-ups that are complete in every

. respect and are clear; logical, and well organized
. and require minimal supervrsory revisron

’ Prepares written eumrrraries that are complet’e, con-
.-cise;:accurate, and logical and require minimal su-

pervisory revision. Easily incorporates several related

[Issues and develops fully supporled conclusions and

recommendations. -

10/1/97
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Band | (Develo

Frequently:

Prepares report segments thatare disorganized or
diverge fi:vagreed-uponoutiine. Includes mislead-
ing background-information‘or presentation. Pre-
sents issues unclearly so that the basis for conclu-
sions and recommendations is not apparent.

Does not use automated capabilities including graph-

ics to improve on-the-job and message-related com-
: munrcatlon

! Unacceptable

Needs Improvement

4. Written Communication

tal Level

Usually:

, Prepares report segments that drscuss retevant is-
sues and are well organized logical complete, and -

aocurate

Uses automated capabilities including graphics to
improve on-the-job and message-related oommuni-
cation P o :

Fully Successful Exceeds Fully Successful

Almost Always- '

Prepares well-organlzed well-structured and logi- -
cal report segments: Presents multiple issues Clearly
and concisely so that readers easily understand find-

Ings, conclusions; and recommendations_ ‘

Makes optimal use of automated capabilmes includ-’ :
ing graphics to improve on-the-job and message-re-f"

_ Iated oommunieatlon

- Outstanding

101/97
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5. Oral Communication

Communicating upward and downward so that information flows freely and shared understanding occurs; contributing to openness,
honesty, mutual respect and cooperation that enhances effective communication with other GAO staff: communicating with
agency personnel; meeting with Members of Congress and their staffs; representing GAO to the public, private organizations,
and the press; communicating complex technical information to clients.

Band | (Developmental Leve! ta r'
Frequently: Usually: : - Almost Always: - -

Misstates questions orincludes extraneous content,

requiring excessive time for repetition and clarifica----

tion or failing to obtain needed information.

Gathers incomplete information by asking questions
inappropriate for the interview or discussion.

: fLécks command of assigned poﬂionsofabrieﬁng;
- fails to clearly.convey the facts; rambles or stumbles

. inresponse‘to some questions.

Asks clear, concise, and logical questions. Responds

to comments in a definitive, objective, and mean-

ingful manner, acknowledging stated positions and
perspectives. Does notramble and observes appro-
priatetime frames. -

Elicits information from others by analyzing ongoing
discussions or interviews and asks appropriate fol-

‘Presents assigned portion of briefing by;rqyiewlng
“pertinent data and making reference notes. Speaks
- clearly and logically and responds to questions

reaqiiy and accurately.

- freely ontechnical matters.: o

Probes, questions, or requests information so skill-
fully that officials readily provide needed informa-

‘tion. Articulates so that misunderstandings and mis-

conceptions do not occur.

Extracts information that s sensitive and difficult to
obtain. :Obtains information quickly and easily. De-

parts from prearranged outlines to pursue relevant
.subjects in greater depth.and still retufns'to task at

hand. Demonstrates such knowledge of subject
matter that agency officials and employees converse

< §

Presents assigned portion of briefing, ‘carefully tai-
~.loring it to'the concems-and time requirements of

the listener without overreliance on notes; presents
‘apositive image when communicating with any type,
level, or size of audience; uses demonstration tech-

= ~niques, audio-visual aids, or sample/briefing materi-

(Continued on Next Page)

als expertly. :

10/1/97
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5. Oral Communication

Frequently: o Usually o B " AlmostAlways:

Speaks ttmldly and fails to hold attention of audi- Is self-confident in appearance, atease, and articu- - Presentation skills aresuch that employee often leads
ence: Does not demonstrate an ablllly to “thmk on late. Uses appropriate movements for emphasis. - the dlscussion or meeting
feet” , _ Summarizes interview and clarifies issues, difter- '

‘ S _ ences, or misinterpretations. . - - "

Unacceptabte © -Needs Improvement - Fully Successful Exceeds Fully Successful Q'Outsta’ﬁdlhé Ce

10/4/97
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6.Teamwork,Worklng Relationships, and Equal Opportunity (EO)

Demonstrating support for and promoting collaborative efforts to achieve mission requirements, satisfy customer needs, and
meet common goals. Promoting teamwork which includes helping each other, meeting commitments, valuing ideas and
suggestions of others, communicating openly and candidly, encouraging others to participate fully in discussions; and employing
techniques for problem solving, decision making, and recognizing the contributions of both ind:viduals and teams.

Establishing and mainfaining effective and construct've working relationships wrth all stakeholders and others both inside

and outside GAO.

Ensuring that principles of equal opportunity are properly observed.

Band | (Developme: many

Frequently:

Fails to support cooperative projects or those cho-
sen by group consensus, putting owninterests ahead
of the group’s; does not perform well as part of a
team by refusing to exchange information, belittling

the suggestions of others, or-ignoring.group deci-- .

sions. Hesitates or refuses to take on additional or

difficult work or to help coworkers; relies excessively =

on assistance from others Does not meet commit-
ments.

Does not listen constructively to others; expresses
views in a confusing way; does notrespect the indi-
vidual when expressing disagreements. Is conten-

~-tious or divisive in team discussions and interactions.

Resists sharing information or skulls placing self in-
terest over group'sinterests.

" Refisses to acknowledge or disparages contributions
of others. Creates morale problems within group.

~ Usually:

Coliaborates with coworkers and others; adjusts to
different working styles, approaches and perspec-
tives. Does his/her part of assigned workload;

proactively assists others as needed to meet team

.objectives. Meets comimitments.

Almost Always:

Promotes teamwork and cooperation especially in
frustrating, difficult, or provocative situations; antici-
pates potential conflicts and addresses them dlrectly
and effectively; is gracious inexpressing own views

~ when dealing with others. Willingly accepts addi-

tional or difficult responsibilities, requesting challeng-

- ing, novel, or unusual assignments; proactively helps

Listens constructively to others, expresses own ideas
soastobeclearly understood, respects others when

, expressmg dlsagreements [Freely shares informa-
~ tion and developments within and outside of the work
: group 'when appropnate

Prowdes informal and tormal encouragement and

. fecognitiontoothers. - -

(Continued on Next Page)

coworkers. Meets commitments. Models exemplary

- work behaviors and mentors others to enhance their

performance.

Actively contributes to the quality of team discus-
sions and interactions; enlarges horizons and per-
spective of others in discussions; promotes consen-

sus building. Takés initiative to getothers up to speed
- oncomplex issues and: sub]ect-matter '

Actively pursues appropriate recognition of individu-
-+ als and the team that significantly contributes to team

morale.

101/97
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6.Teamwork, Working Relationships, and Equal Opportunity (EO)

Band | (Developmental Lev n ta

Frequently:

Fails to acquire specialized or general skills in a timely
manner which affects personal contributions or team
productivity. Fails to provide opportunities to others
to develop their knowledge, skills and abilities. Does
not seek out reasonable personal developmental
experiences.

Subordinates team decisions and goals to individual
goals.

Does not contribute tb or works against a shared

understanding of job objectives, roles and agreed

upon message-in reports by not participating in or

by exhibiting counterproductive behavior in job-re-

lated design summits, conferences, etc.

Shows discourtesy or disrespect to coworkers and
others; acts in a condescending manner; violates or
breaks confidences; fails to tolerate others’ needs,
perspectives; duties, or responsibilities.

Reacts to constructive feedback with hostility or de-
fensiveness; attempts to shift blame or responsibil-
ity for mistakes.

‘ :ivalues dufferfrom own.

Usually:

Develops or builds on specialized or general skills to
further team objectives. Provides opportunities to
others to develop their knowledge, skills, and abili-

ties. Seeks necessary personal training and devel-

opmental experiences.

Balances individual goals with support for team goals.

_Contributes to a shared understanding of job objec- -
tives, roles and agreed upon.message in reports by
actively participating in ]ob-related design summits, ...

“conferences, etc.

Demonstrates respect and concem for others to
strengthen and maintain effective working relation-
ships. Develops constructive working relationships
with people whose goals,. culture, background or

Responds constructively to feedback..

(Continued on Next Page)

Almost Always:

Actively looks for ways to offer opportunities to oth-

ers to develop knowledge, skills and abilities. lden-
tifies the need for and fosters acquisition ot knowl-
edge and skills that support short-range and long-
range needs.

Values contributions and support forteam decisions
and goals while accommodating individual goals.

‘Makes significant contributions to a shared under-- _

standing of job objectives, roles and agreed upon
message in-reports by actively participating in job- .
related design summits, conferences, etc. Contrib-
utes useful ideas, works toward consensus and moves
the discussion toward solutions.

Demonstrates respect and concerri for others to
strengthen and maintain effective working relation-

ships..Is extremely active in seekingout and help- -

ing others to.provide support and serves asafole..

.. model through personal actions: Treats others with
- dignity; seeks to understand-and demonstrates re-

spect forthe needs, perspectives, and responsibili-
ties of others; maintains confidences; develops con-
structive working relationships with people whose

. ,gqals, gu_ltum. background, or values differ from own.

| is highly re_éponslve and open to feedback, encour-

aging others to provide suggestions for improvement.

1on/e7
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6.Teamwork, Working Relationships, and Equal Opportunity (EO)

and | (Developmental Leve| )
Frequently: o  Usually: . . ' _ | Al,mqstl\lway#:v

Creates conflicts in work group; makes distinctions Works harmoniously with coworkers, treating them  Actively works to promote harmony with coworkers
of race, sex, and so on and expresses an unwilling- fairly regardless of race, sex, and so on; supports. .. without distinctions onthe basis of race;sex, and so
ness to work with certain people; does not support: - ‘and furthers Affirmative Action andEOgoals.. . . . on; supports and furthers Affirmative Actionand EO
Affirmative Action or EO goals. T TERESR AL Rl T -goals; and-expresses a willingness to ' work in EO
SR . . jprograms or activities. - - R

- Unacceptable  Needs Improvement - Fully Successful - Exceeds:Fully Successful Outstanding
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1.Planning

Includes identifying areas of review that will lead to improved govemment operations—such as the potential for' dollar sawngs
and/or nonfinancial benefits to the government and taxpayers, ascertaining congressional interest, and contributing to issue
area plans including the job compendium; using appropriate planning tools, planning the resources needed for specific
assignments, including the need for technical assistance; determining the scope and objectives of assignments (coordinating
work to avoid conflict and duplication, identifying alternatives and constraints to planned work, sources of information, and
methodology); designing the method(s) of communication fo the customer’s needs; terminating unproductive work; learning
and applying GAO policy and generally accepted government auditing standards (GAGA S) govemning work; and planning own .

work time.

Band | (Full Performance Level

Frequently:

Overlooks or fails to identify important and relevant
information sources needed to accomplish detailed
project steps or duplicates work on the subject that
is available.

ldentities and selects information sources for a

project that are inteasible or unavailable.

Demonstrates little or fails to apply knowledge of
GAO policies and procedures and GAGAS neces-

- saryto perform job and administrative functions.

~Performs day-to-da'y activities without considering

relative priorities, contingencies, or time constraints.

Encounters constraints in project work but does not
inform or coordinate with others to resolve delays or
problems.

Usually:

Locates information sources needed to accomplish
detailed project steps within established time frames,
including information available from past and cur-
rent work on the subject.

Determines availability of needed information and

- ways to obtain it within established time frames.

Displays knowledge of GAQO policies and procedures
(including the dimensions of quality) and GAGAS
and uses such knowledge in performing administra-
tive and job functions.

Plans and manages own work; works on tasks as-
signed as most important and urgent and completes
work within estabiished time frames.

Identifies constraints or risks in pro]eot work and in-

forms others to accomplish assigned tasks in atimely
manner.

(Contlnued on Ne_xt Page)

Almost Always:

Identifies important and relevant inforrriation sources
needed to accomplish detailed project steps ahead
of schedule and avoids duplicative work on the sub-
ject.

Determines principal and aitematiire sources of
needed information and develops ways to obtain it
ahead of established time frames. - -

Demonstrates detailed knowledge ¢ of GAO. policies
and procedures (including the dimensions of quallty)
and GAGAS and applies such knowledge to improve
administrative and job functions. T

Establishes priority of tasks in terms of |mportance
and time needed and manages work activities ac-
cordingly, completing work ahead of_ schedule.

Maintains contact with and coordmates own work
and problems encountered with others who needto
know. Suggests mitigation strategies to acoomplish*

{asks ina timely manner.

10/1/97
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1. Planning

Band | (Full|

Frequently:

Overlooks issues with potential for dollar savings and/
or nonfinancial benefits or fails to plan audit/evalua-
tion steps necessary to fully develop them.

Demonstrates little knowledge of planning tools (such

as the job assessment, design matrix and project -
planning software) and fails to understand their role-
in achieving desired outcomes related to tlme. cost -

and qualrty

When plannirig orcoordinating proiects oractivities,

makes uniformly inappropriate or rmpracttcal sugges-
tions. . . :

Makes unreahstlc and mcomplete assignment seg-, :

ment estimates; fails to identify critical work loca-
tions or identifies locations that are impractical for
performing work; or makes staffing estimates that

“do not allow for eftecttve ot efficient coverage

Makes rnaccurate estlmates to complete work that-' .

do not allow for contingencies.

Does not consider, understand, or research appro-
_priate methodologies and factors, requirements; or -
constraints to meet project objectives.

Usually:

Identifies issues with potential for, and plans work
steps that lead to, dollar savings and/or nonfinancial
benefits.

Understands and uses planning tools (such as the

job assessment, design matrix and project planning

software) that help the team meet oommrtment dates
-and-cost estrmates : '

| Atmost Alvvays:

Identifies issues and plans work steps that provide
results in terms of dollar savings and/or nonfinancial
benefits to the government and taxpayers.

Finds innovative ways to use planning tools (such
as the job assessment, design matrix and project
planning soﬂware)to maximize their value in helping

" to meet commltment dates and cost estimates and
“coaches others in the work area'to use them more

B eﬂectively

When planning or coordinating projects or activities,
makes:suggestions that are potentlally productive i
-~and relevant to the issue area. “

Makes practical and complete assignment segment
--estimates; identifies staff and skills'néeded, time:

trames to complete work, constraints, and some con-
tingencies.

Estimatesﬂto complete work are reliable but may re-
quire some revision by the supervisor.

Performs necessary research recognizes avaitable

and develops anunderstanding of these approaches.

(Continued on Next Page)

T T AT TR

Actively seeks opportunities to make productive con-
tributions to projects orissue area plans.. Sugges- .

“ tions reflect consideration of objectives, scope, and '

alternatives. Is consulted by supervisors and peers
as a source of ideas for new work.

Makes assignment segment estlmates thatareon

‘target, addressing staff and skills needed, imeframes

to complete work, work locations, headquarters, and
field coordination, and minimize “downtime.” Anticl-
pates constraints and contingencies at the outset.

 Makes reliable estimates to complete work that re-

quire no substantive changes by the supervisor.

Conducts independent research and has an in-depth

;- ‘understanding of all the altemative methods or ap-

proaches to best meet project objectives, and devel-
ops a logical, realistic, innovative, and complete
approach,

10/1/97
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_Selects an inappropriate type and level of analysis.

.\.|

1. Planning

Frequently' »

N Does not make meanmgful contributions:to. select-

ing methodology or offer altematives or suggestions

.. Tesulting in srgnrftcant delaysin meetlng ]ob reqwre-
- ments. , o

o Submrts plans lor analysls thatdo not address the
_issues or contain extraneous analysis that.cannot -

be used to support audit/project findings requiring
the supervisor to make substantive changes.

" Demonstrates little knowledge of policies, proce-

dures, regulations, and legislation that apply to GAO's
work; does not stay abreast of developments that

affect work; does notrecognize how changes in poli-:.

cies, procedures regulatlons and legislation affect

work; and does not take action to ensure that GAO:
“responds approprlately :

Unacceptable

Neéds'.lml;;tSVeﬁ.én‘i'-' :

.llsuallyn |

‘Proposes. methodology that reoognizes assignment :

constraints.

v Submits;plans for analysls tha_tiaddress the issues
[but may require some supervisory revisions.

--Selects a type and level of analysis that are appro-
o pnate inall respects i ’

Dlsplays knowledge of polrcles, prooedures regula-

tions, and legislation that apply to GAO's work; stays -
abreast of developments that affect work; recognizes
“how changes:in policies, procedures, regulations,’
-and legislation affect work; and takes actionto en-
sure that GAO responds appropriately.

* Fully Successful Exceeds Fully snccesslul

- Almost Always:

Proposes methodology that erihances assignment '

v_quality or completron

Prepares plans for analysis that lully address the

* “Issues, requiring little if any revision,

Selects an appropriate and cost-effectrve type and

j A‘level of analysis

Demonstrates thorough knowledge of pollcles pro-
cedures, regulations, and legislation that apply to
GAO's work is aware of developments andchanges

‘that aftect work and takes prompt; actlon to ensure
‘that GAO responds appropriately

Outstandlng

10/1/97
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2. Data Gathering and Documentation

Acquiring and documenting relevant data to develop supportable findings, conclusions and recommendations or otherwise
fulfill project objectives, including researching and identifying data sources and data collection strategies, identifying missing
data, and ensuring that data are current and accurate. Leaming and applying current automated tools to collect, share,
- organize and manipulate data. Following GAO policies and procedures when preparing all forms, and project or administrative

documentation.

Frequently:

Does not use the appropriate data collection meth-

ods which adversely affects product guality and de-

lays completion of work.

Chooses an incomplete or inappropriate data-gath-
ering approach or submits documentation that is

unreliable. Fails to follow up to obtain missing data -

or conducts ineffective follow-up. -

Submits workpapers that are assembled, indexed,

and cross-indexed in a manner that makes verifica-

tionimpossible.’

Does not contribute required documentation for the
Job Management and Project File.

tensummaries orreport segments. ,

‘Managementand Project File. " -

Usually:

- Identifies and uses the appropriate data collection

methods for producing quality products that meet
commitment dates.

Identifies appropriate data sources; obtains relevant
and reliable data within specified time frames. =~

. Assembles, indéxeé.and dmss""dexes'wqﬂspaﬁefS‘J_f
.properly and efficiently to facilitate analysis. Orga-

nizes workpapers to support the preparation of writ-

Contributes required documentation for the Job

. (Continued on Next Page)

Almqst Always: -

Identifies and uses the most appropriate datacok- -

* lection methods for producing quality products within

or ahead of agreed-upon deadlines. Helps others to

- expeditedatagathering. . - - -

ldetitif’ie's‘,gfbﬁflf‘c‘;bdate data sources and obtains rel-

evantdata to sustain' supportable conclusions ahead -
“of specified time frames and in the most cost-effec-

tive manner; organizes datato ensure reader tinder- -

Assembies, indexes, and cross-indexes workpapers
to expedite subsequent analysis. Documentation is

-readily translated into summaries to support segments
. ofthe audit/project ) ;

~ entiated from otherevidence with less-than-nomal
~ level of supervisory review. Workpapers stand on
- their own.with little or no need for elaboration.

, and critical datais readily differ- -

Contributes required documentation forthe JobMan- -

* ‘agement and Project File and helps otherstopre-

pare proper documentation.
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2. Data Gathering and Documentation

Band | (Full Performan 4 : tandard

Frequently: T

Resists leaming and/or using available ADP resources
(such as computer, Internet, agency data bases) to
accomplish work.

Is unaware of or ignores GAO policies and proce-,;
_dures related to ensuring refiability and complete-
-nessof computer-based data.

- Misleads other staff members due to incomplete or

inaccurate background research.

Prepares inac"r':ur_ate or incomplete administrative .
documentation. :

: Reouires extensive supervision or coaching to com-
plete data gathering or documentation. Does not -

recognize the need for or seek help from supervisor.

Unacceptable

Needs Improvement

| Usually:

Uses available ADP resources (e.g., computer. “

internet, agency data bases) to obtaln. create, store,

~ -share and access data.

:Applles GAO policies: and procedures, as appropn-
-ate, to ensure reliability and completeness of com--

puter-based data and analysis.

Conducts relevant research to identify background -
_information on previously used data and data collec-

tion methods and techniques; and applies informa-
tion to the current assignment. Performs complete
and accurate research.

,'Prepares administratlve documentatron requiring_
-minimal revision. '

Requires an average amount of supervision or coach-
ing to complete data gathering or documentation,
typical of the staff member’s progression in the band

. level. Seeks help from supervisor when needed.

Fully Successful Exceeds Fully Successful

Almost Always:

Seeks opportunities to enhance data gatheringk

“through innovative use of ADP resources, includrng
‘ ‘Ieamlng new technology. ,

‘ _Applies the highest professionai standardsuwhen

applying GAO policies and procedures to ensure the

_ reliability and completeness of computer-based data
resulting inconsistently frouble-free handlmg of data.

ki Modlﬁes previously researched data collectron meth-
odsor techniques for use on the current assignment.
“ Such modifications are new or unique and result in
. decreased calendartime or cost. '

, iPnepares oomplete and accurate admimstratrve docu-
‘mentation. Is consulted by peers to provide clear
. guidance inmeeting GAO requirements.

Hequires little or no supervision to complete data
~ gathering or documentation, typical of the staff

member’s progression in the band level. Discovers
and resolves problems, getting concurrence from
supervisor. :

Outstanding
’ 10/1/97
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3.Data Analysis

Organizing, tabulating, contrasting, and synthesizing data or information to produce findings, conclusions, and recommendations;
using computer tools to support analysis; applying professionally accepted analytical techniques (statistical, economic, accounting,
and so on), determining validity, reliability, and quallly of data and the adequacy of evidence supporting findings or concluslons, :

lncludmg rhose ln GAO's own work.

Frequently

Does not complete work by self-eslabllshed andf
“mutually agreed-upon deadlines.- Rarely makes Sug-’

geslions on how to expedite dala analysls

Chooses or applres an analysis strategy inappropn-
ate to the objectives of the evaluation; includes irrel-
evant analysis; overlooks job constraln‘t_s.

Co;n'duc.ts inaonropriate analyses (using animproper, -
overly complex;.or simplistic technique) for thejob. ,
e we .= -analysis, statistics, econometrics; operallonsre-

Conducts analyses requmng manychanges by lhe p

superwsor to meet project objeclrves

lnterprets summarizes, or reports statistical analy-

ses incompletely, rncorrectly, orinaconfusingman-: "

ner.

B Usually

Compleleswod(byag éed-upon de:
- of time conslramls and gg
S analysrs ' St

Devrses or applles an analysis slrategy lhal ad-
dresses the objectives of the eyaluatron and helps
to produce a high quality pro u.cl}lhat meets com-

* mitment dates. Makes provis on fortypical jobcon-

straints.

‘Conducts appropnate analysec uslng the propertech- »

‘niques (for example, lnformation synth
search, modeling, accounting, and so on).

Conducts analyses requmng Tittle change by lhe

3 -'supervlsor to meet project objeclives

Interprets summarizes, or reports slalisllcal lanaly- .
.ses correctly andina ‘way that others can under-
stand.

(Continued on Next Page)

Almost Always-

Devises or applies an analysis plan that provides a
unlque solutlon to.complex: evaluation objectives that
have eluded prevlous altempls atsolution: = -

R

Conducls analyses uslng unlque or new techniques =

job ob]ectlves

Compleles own analyses requmng llttle |l anychange
by the supervisor and is consulted by others to
lroubleshoot andidentify errors in their work.

-Interprets complex statistical data correctly; summa-
rizes and reports statistical analyses clearly and com-
pletely; provides data in a format that is understood
by both professionals and lay people.

" 1001797
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3. Data Analysis

Frequently:

; Chooses an inappropriate research methodology,
data analysis, or software package; cannot justify -

decisions.

Has difficulty deciding if evidence gathered is suffi-- -

cient. Fails to.gather an adequate:amount of evi-

- dence or evidence lacks relevance to the audit steps/

project objectives.

Gathers more data than needed, or data that are

not relevant to assignment objectives.

Fails to recognize that data are weak or problem-
atic, even after-having several opportunities to do-
. 0. Cannotidentify serious.gaps orweaknesses in -:
evidence or determine what evidence is needed to -

satisfy individual project objectives without constant

- 'supervision.

Fails to appropriately consider findings of fact, weight

_of evidence, laws, regulations, or GAO standards

when drawing conclusions, resulting in extensive dis-

cussion and revision; draws conclusions based on |

incomplete, inaccurate, or outdated information; is
poorly prepared for challenges.

Usually'

Chooses an approprate research methodology, data
analysis, or software package; justifies decisions.

Detefmines if évidence gathered is sufficient. Gath-

- ers an adequate amount of evidence thatis relevant

to the audit steps/project obiectives

‘Gathers data efficiently, avording the time and ex-
o pense of gathenng extraneous information

Evaluates the quantity and quality of evidence to
“.determine if it satisfies the requirements of individual

project objectives. Determines if data are sufficient

“fo draw proper concliisions and recommendations

and if not, follows up.

Appropriately considers findings of fact, weight of
evidence, laws, regulations, or GAO standards when
drawing conclusions, resulting in little need for dis-
cussion and revision; draws conclusions on complete,
accurate, and up-to-date intonnatron. is prepared for
challenges.

(Contlnue‘d on Next Page)

- .Almost Always- »

Selects research methodology that ts technlcally

‘sound and efficient and provides a convincing ratio-

nale for the choice.

AGathers error-free evidence that meets all requrre-

‘ments despite heavy work load, the ability to work

'lndependently complexity, deadlines, ora combina-

tion of these factors.

. Gathers dataina highly efficient manner with most
L Informatron dlrectly responsive to assrgnment objec-

tives.

3

Is consulted by supervisors and peers to examine
.. data or analyses to identify and correct weaknesses
and assure that all job objectives-are met. -

Does original or unique work when analyzing data,

drawing conclusions, and developing recommenda-
tions, especially for complexor sensitive evaluations. -

101/97
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3. Data Analysis

Frequently: B ) : ~ . Usually: . ' | RV AlmostAlways '

Requires continuoué supervision or coaching tocom- = Requires an average amour_it'of“sv.jbénii"s:ory’ré’wew' Requires fittle or no supervision to cdmpléte analy-
plete analysis. Does not recognize the need foror or coaching to complete analysis, typical of the staff - _sis, typical of the staff member’s progression in the
seek help from supervisor. . member’s progression’in the band level, Seeks hle,lp,‘ band level. -Discovers and resolves problems and

- fromsupervisorwhen needed. gets concurrence from supervisor.

1 2 T B B 5 PR
* + Unacceptable - Needs Improvement Full&}Suqc‘es'sful Exceeds Fully Successful Outstanding -

1011/97
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4, Written Communication

Preparing and reviewing a variety of written products in collaboration with others Including issue area and assignment plans,
interview write-ups, workpapers, workpaper summaries, report segments, chapters, technical appendixes, complete reports
or testimony, data collection instruments, internal and external correspondence, administrative documentation of all types,
including performance appraisals, and speeches and professional arrrcles Usrng automated capabilrries to develop, review,

and process GAO products.

Band | (Full Perfor vel a a

Frequently:

Prepares written products that are incomplete, inac-

. curate, illogical, or are untimely, or fail to achieve

project objectives. Prepares products that do not
conform to GAO policy guidance. Uses incomplete
sentences and incorrect grammar and spelfing.

Usually:

Prepares written products that are accurate, objec-

tive, complete, timely, and clear; uses sufficient ex--

amples to support conclusions and recommenda-

tions. Prepares products that contribute to orcan .
 be incorporated into final products with some revi-
* sion and that conform to GAO policy guidance (in-

. -~ cluding the dimensions of quality). Uses complete

Submits superficial interview write-ups lacking docu-
mentation to support comparisons, clarity, and cov-
erage; providing insufficient details for use as evi-
dence; or contammg factual errors

Prepares summaries that are poorly developed and
" hard to understand; fail to focus attention on the
- mainissues; and require correction by the supervi-

sor. Develops conclusions and recommendetrons
unsubstantrated by supporting information.

sentences and correct grammar and spelling.

Preperes interview write-ups that may require some

supervisory revision but are accurate, provide suffi-
‘cient details for use as evidence, and meet expec-
: tatrons for covera‘ge and clarity

‘Prepareswntten summanesthatareoomplete con- P

cise, accurate, and logical and require an average
amount of supervisory revision. Encounters aver-

) agediﬂicultyinoorporating several related issues.and
* develops adequately supported oonclusionsand rec-
ommendations.

(Continued on Next Page)

Aimost Always:

Prepares written products that are accurate, objec-
tive, complete, timely, and clear. Prepares products
onorahead of schedule. Prepares intermediate prod-
ucts; suchas workpaper summaries and chapters,
that require no substantive changes, provide sup-

_port for or can be easily incorporated into the next
‘phase orthefinal product, and that comply with GAO

policy guidance (including the dimensions of qual-

- ity). Uses complete sentences and correct grammar

and spelling.

Prepares interview write-ups that are oomplete inevery

..respect. and are clear, Ioglcal and well organized
',‘;_and req: ire minimal supervisory revision

-/.,‘:_- N

Prep/ares written summaries that are oomplete. con-

- cise, accurate, and logical and require minimal su-

pervisory revision. Easily incomporates several related

- issues:and develops fully supported conclusions and

recommendations. Develops a succinct bottom line
message which reflects the appropriate context..

10/1/97
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4.Written Communication

and | (Full Performance Level) Performance Sta

Frequently:

| Prepares report segments that are drsorganrzed or.
diverge from agreed-upon outline. Includes mislead--

ing background information or presentation. Pre-
sents issues unclearly so that the basis for conclu-
sions and recommendations is not apparent. '

Does not use automated capabilities including graph-

ics to improve on-the-job and message-related com- -

munication.

Prepares final data collection instruments with bi-
ased or ambiguous items, providing inadequate data
collection and an incomplete coverage of project

objectives, or performs activities that fail fo produce ‘

awork product orone that is way beyond schedule.

Prepares mstruments thatare poorly mtegrated and"

make subsequent analysis difficult.

When reviewing written products of others, cannot

provide constructive or helpfulassistance, creating -

tension with comments that are arrogant, insulting,
or clearly irrelevant. Fails to complete reviews on
time.

Unacceptable

Needs Improvement

Usually

Prepares report segments that: drscuss relevant: ls- :
sues.and are well organized; logical, complete and

accurate.

Uses automated capabilities including graphics to
rmprove on-the-job and message-related communi-
cation..-—..... - core ¥

Prebéreé&é\fa collection mstruments lmth properly

constructed.and formatted items, resulting in com-

plete coverage of job-objectives. Prepares ques::

tionnaires or interview items thatare understand--
. able and have. proper grammar-and structure. Pre-

pares instruments that facilitate subsequent analy-

sis.

Conducts timely reviews of others’ written products

{identifying:major flaws.if. any exist. -Provides'con:
structive suggestions for change that help ensure

compliance with GAO policy guidance.

Fully Successful Exceeds Fully Successful -

n 'ue‘__' 5 i
Almost Always- .

Prepares well-organized, well-slructured and logl-, ,
cal report segments: Presents multiple issues clearly
and concisely so that readers easily understand find-
Ings, conclusions, and recommendations

Makes optlmal use ot automated capabrllties includ-
ing graphics to improve on-the-job and message-re- .

L lated eommunlcation

Prepares data collectron instruments that are well-
constructed and formatted and reflect a comprehen-
sive understanding.of- developments in the field. .

+ |dentifies sensitive issues and demonstrates’ orlgl-
- nality inmeasuring them. Prepares lnstruments that

are completely integrated and facilitate subsequent-

analysls

When reviewing others’ written. products, detects
flaws overiooked by others and provides insights into

- the most complex products. Provides reviews that

are uniformly constructive and include outlines of
possible revised approaches to remedy identified

-problems.

Outstanding
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5._._OraICommunlcatlon‘ o

Communicating upward and downward so that information flows freely and shared understandrng oceurs; contn'butrng to openness,
honesty, mutual respect and cooperation that enhances effective communication with other GAO staff; communicating with

agency personnel; meeting with Members of Congress and their staffs;

and the press; communicating complex technical rnformatron to clients.

g f. :
Fréquently:

Mrsstates questrons or mcludes extraneous content,

* requiring excessive time for repetition and clarifica- -
_tionor tarlmg to obtain needed information. _

. Gathers incomplete infonnatiorf‘py asking questions

inappropriate for the interview or discussion.

_Lacks command of assigned portrons of a brretmg,
-falls to clearly convey the facts; rambles or stumbles
-inresponse to some questions.

(Eull Performance Level) Performance Star

" Usually:

Asksclear, ooncrse, and Iogroal questions.-Responds
to comments.ina. definitive, objective,.:and mean-

tingful manner, acknowledging stated positions and ::
, perspectrves Does not ramble and observes appro-

priate time. frames el

Elicits informatron trom others by analyzing'ongoing

discussions or interviews and asks appropriate tol-

- low-up, questions

‘Presents assigned portion of briefing by reviewing

pertinent data and making reference notes. Speaks
clearly and logically and responds to questions

--readily and accurately.

(Continued on Next Page)

representing GAO to the public, private organrzatrons

" Almost Always:

- Probes;: questions or requests information so skill-

fully that officials readily provide needed informa-

tion. Articulates sothat misunderstandrngs and mis-
@ oonceptions do notoccur.

Extracts information that is sensitive and drfficult to

;~obtain. Obtains information quickly and easily. De-
~*‘parts from prearranged outlines to pursue relevant
. subjectsin greater depth and still returns to task at

hand. Demonstrates such knowledge of subject
matter that agency officials and employees converse

& treely on technical matters

: ~Presents assigned portion of briefing, caretully tai-

~loring it to the concems and time requirements of
the listener without overreliance on notes; presents

"apositive image when communicating with any type,

level, or size of audience; uses demonstration tech-

+“niques, audio-visual aids, or samplelbriet‘ng materi-

als expertly.

1011/87
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5. Oral Communication

Band 1(Fu ’I P ‘rtorman L ve

Frequently: |

Speaks timidly and fails to hold attention of audi-
ence. Does not demonstrate an ability to “think on
feet”

At GAO, agency, or congressional meetings. disrupts
meeting by asking antagonistic questions or monopo-

lizing discussion. Has extreme difficulty preSentlng"}” v
information, responding to specific questtons ‘or dts-'

tmguushmg between fact and optnlon

Provides advice or consultation that is too technical,
impractical, superficial, inaccurate, or misleading;

- allows personal views, interests, or biases to inap--
propriately influence judgment; cannot recognizeeven
maijor flaws in'the reasoning or argumentsof others

when own speclalty area is mvolved

Lacks_ organlzatlon, focus, clanty. or conciseness -
when speaking inimpromptu or planned situations; -
fails to impart necessary or correct information; con-- -
veys information in a vague or confusing mannerso

that the message is difficult to understand; has diffi-
culty responding appropriately to unanticipated or
skeptical questions or comments.

Usually

Is self-confident in appearance atease, and articu-
late. Uses appropriate movements for emphasis.
Summarizes interview and clarifies issues, differ-
ences, or misinterpretations.

At GAO, agency, or congressional meetings, shows
knowledge of project objectives and status of ef-

complete and organize manner, Actively lis

Provudes technical informatton, advice orconsulta-
tion that is clear, sound, technically accurate, and
sensitive to practical constraints and avoids personal
bias; recognizes flaws in the reasoning or arguments
~ofothers w_hen own specialty area is involved.

.....

agreements reached

(Continued on Next Page)

forts and responds directly to questions in his or her,_
areas of responstblhty ‘Presents material i m clear,

_?;_me:nt:siof;others" :

»Controls the tempo of meetings by awareness of‘“

audience.- Ftesponds clearty to questlons ooncem-:
ing the audit/project assignment. Concludes meet-
ings with summary of informatnon presented and

| Almost Always:

Presentation skills are such thatemployee oftenleads
the discussion or meeting. -

Contributes to meetings by presenting information
within area of responsibility and eliciting views of

. others. Maintains audience control, handling inter-
. ruptions and appropriately adjusting the presenta-
r M .. tionand  responses to achieveaoontinuous smooth
posmons of otherparticipantsand respond coord- ) :

presentatlon b

Ensures audience understanding when explaining
difficult or technical concepts to those unfamiliar with
them; develops and sustains listener attention.and

interest; actively. elicits. Iistener involvement.- ‘Recog-
nizes even subtle ﬂa _ém the reasoning or argu- o

when presenting oontmversial ﬁnd-:

~ ings toa skeptical orhostile. audtence and puts au-.a :
I.dienceinareceptwemood i .
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5. Oral Communication
Band | (Full Performance Level) Performance Standards (Continued)

Frequently

.; Requrres extensive gurdance in preparing for: meet-

- ings and needs assistance to clearly respond to ques-
tions about fundamental aspects of the audit/project.

~Responses.to questions show a lack of attention or

inability to express ideas without introducing irrel-
evant information. - Attempts to monopolize meeting

- and'continue discussion of issues beyond what is -

- warranted. " Fails to conclude mieeting with a sum-
‘mary of the' rnfonnatron presented and agreements
‘reached :

Deirvers presentations in a style thatis inappropri-

ate for the purpose, listener, or time requirements;

may read an entire presentation; makes poor use of

- demonstration techniques, audio-visual aids. or -
.- sample/briefing materials; displays nervousnesswhen
- speaking to'large or small groups that makes lrsten- -

ers dlstracted and |nattent|ve

| Unacceptable

Usually

Needs Impro_\rementj,, .

/

Demonstrate thorough understandrng of materials,
ideas, and concepts through presentations Re-

: sponds effectively to agency comments. Considers: ;
changing needs and positions in audience and al-
ters presentations accordingly. Facilitates effective

interaction and communication with audience.

Delivers presentations suitable for the purpose, au-
dience, and time requirements; uses demonstration

technlques, ‘audiovisual aids, or samplemriefing"

Almost Always:

- Is prepared for all contingencies at meetings, includ-
ing. -use of effective visual.aids when- warranted.

,iniormation in a clear, concise. manner.
Advises audience of factual information and opin-

__lons.. Involves accompanying staff in discussions and
L forchestrates their participation throughout the pre-
j-~sentation Displays comprehensive knowledge of
o how audrt/project contnbutes fo broader issues

Makes presentations with such clarity and ease that
they routinely elicit extremely iavorable reactron irom

_ faudienoes

materials adequately appears comfortable commu-
nicating with Iarge and sfall groups; reters to notes o

"appropriately

. Fully Successful. Exceeds Fully Successful

Outstanding
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6.Teamwork, Working Relationships, and Equal Opoortunlty (EO)

Demonstrating support for and promoting collaborative efforts to achieve mission requirements, satisfy customer needs, and
meet common goals. Promoting teamwork which includes helping each other, meeting commitments, valuing ideas and
suggestions of others, communicating openly and candidly, encouraging others to participate fully in discussions; and employing -
techniques for problem solving, decision making, and recognizing the contributions of both ind:vlduals and teams.

'Estabhshmg and maintaining effective and constructive working relat:onshlps with all stakeholders and others both Inslde |

and outs:de GAO.

Ensunng that prlnclples of equal opportumty are properly observed » '

Frequently: . . |

Fails to shbbor’it cooperative projects or those cho-
sen by group consensus, putting own interests ahead

of the group's; does not perform well as part of a

team by refusmg to exchange mformatlon belittling -

the suggest:ons of others, or.ignoring group deci-

sions. Hesitates.or refuses fo take on additional or.. -
difficult work or to help coworkers; relies: excessively .

on assistance from others. Does not meet commlt-
ments.

Does not listen constructwely to others; expresses

viewsina confusmg way; does not respect the indi--
vidual when expressing dlsagreements As.conten- -
. tiousor dnwsnve inteam discussions and interactions.
Resists shanng mformatton or skms, placmg selfin- -

terest over group 's interests,

Refuses to aoknowledge or disparages contributions
of others. Creates morale problems within group.

Band | (Full | _a Vi I
,Usually.

Collaborates with coworkers and others; adjusts to

different working styles, approaches and perspec-
tives. Does his/her part of assigned workload;
proactively:assists others as needed to meet team
objectives Meets commltments B :

Listens constructively to others; expresses ownideas

-:80 as to be clearly understood, respects others when
_expressing disagreements. Freely shares informa-
tion and developments within and outslde otthework N
'group when appropﬁate B

Provides informal and formal encouragemertt and
recognition to others.

(Continued on Next Page)

~ Almost Always:

Promotes teamwork and cooperatlon especially in
frustra 19, difﬁcult or provocative situations; antici-
ential conflicts and addresses them directly -

“and effectively, is. graclous in expressing own views -

~ when’ dealing with. others. Willingly. .accepts addi-
" tional or difficult responsibilmes, requesting challeng- .
*ing; novel, or uinusual assignments; proactively helps

coworkers. Meets commitments. Models exemplary
work behaviotsend mentors others to enhance theirf E

' performance

~ Actively contributes to the quality of team discus-
sions and interactions; enlarges.horizons and per- .
: spective of othersin discussions, promotes consen- -

sus buildlng Takes initiative to getothers uptospeed .

_ onoomplexlssuesand subject-matter

Actively pursues aopropnate recognition of individu-

,.,‘als andthe team that: signiﬁcantly contributes to team
" morale.
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6.Teamwork,Working Relationships, and Equal Opportunity (EO)

Fails to acquire specialized or general skills in a timely

manner which affects personal contributions orteam

‘productnvrty Fails to provide opportunities to others
_todevelop their knowledge, skills and abilities. -Does .
- not seek out reasonable personal developmental,

experiences. .

Subordinates team decisions and goals to individual
goals.

Does not contnbute to or.works against a shared

‘ understandlng of job. objectlves roles and agreed
- “upon message in reports by:not participating in or
by exhibiting; counterproductlve behavior in job-re-
lated design summits, conferences, etc. ‘

Shows discourtesy or disrespect to coworkers and
others; acts in a condescending manner; violates or

" breaks confidences; tails to tolerate others' needs,
" perspectives, duties, or responsibilities.

Develops orbuilds on specialized or general skills to
further team objectives. Provides opportunities to

- others to develop their knowledge, skills, and abill-
‘ties. Seeks necessary personal trainlng and devel-
opmental expenences

Balances individual goals with support forteam goals.

Contributes to a shared understanding of job objec-
tives, roles and agreed upon message in reports by

actively participatingin ]ob-related desngn summrts ' 1’messagein reports by actively participating in job-

conferences, etc

‘Demonstrates respect and concem for others to
.strengthen-and maintain effective working relation-
- ships. Develops constructive working relationships
. with people whose goals, cuilture, background, or

values differ from own.

Band | (Full Performance Leve) ntinued)
 Frequently: Usually:  Almost Always:

_ Actively looks for ways to offer opportunities to oth-
ersto develop knowledge, skills.and abilities. Iden-
tifies lhe need for and fosters- acquisrtlon of knowl-

k edge and skills that support short-range and long-

range needs ' _ : t

~ Values contnbutions and support for team decisrons
“and goals whlle accommodating individual goals

Makes signltlcant contributlons to a shared under-
~ standing of job ob]ectives roles and-agreed upon

'design summits, conferences, etc. Contrib-

- utes useful ideas; workstoward consensus and moves
_. the discusslon toward. solutions.

Demonstrates respect and concem for others to

. strengthen and maintain effective working relation-
- ships. Is extremely active in seeking outand help-

ing others to provide support and serves as a role

- model through personal actions. Treats others with

dignity; seeks to understand and demonstrates re-

..spectfor the needs, perspectives, and responsibili-

" ties of: others; maintains confidences; develops con-

. structive working relationships with people whose

- goals, culture, background orvalues differ from own.

(Continued on Next Page)
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6.Teamwork, Working Relatlonshlps; and Equal Opportunity (EO)

Frequently:

Reacts to constructive feedback with hostility or de-
fensiveness; attempts to shift blame or responsibil-
ity for mistakes. - , -

Creates conflicts in work grodp; makes distinctions.

of race, sex, and so onand expresses an unwilling-

" ness to work with certain people; does not support

Affirmative Action or EO goals.

o Unaécepta_ble

Néeds Improvemeipt . Fully Successful Exceéds Fully

Band | (Full Performance Level)

Usually:
Responds constructively tofeedback.

‘Works harmoniously with coworkers, treating them

fairly regardless of race, sex, and so on; supports -
and furthers Affirmative Action and EO goals.

3 g

Almost Always:

Is highly. responsive and open to feedback; encour- -
. aging others to provide suggestions forimprovement. -

Actively works to promiote harmony with coworkers
without distinctions on the basis of race, sex, andso

. on;supports and furthers Affirmative Action and EO

goals; ahd_.e)ipresse's a willingness to work inEO-

__programs or activities.

Successful - Outstanding
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7. Supervision, Appraisal, and Counseling

Delegatmg work to subordinates; reviewing work products to assess accuracy, complrance with objectives, sufficiency of supporting
documentation, and compliance with GAO policies and standards and generally accepted government auditing standards
(GAGAS); evaluatlng staff perfonnance against expectations and appraising performance; and promoting staff development.

'ad Full Performan eve

Frequently:

Fails to ellectively communicate performance goals

and standards to subordinates, making it difficult for
them to understand the basis for measuring their
performance. Fails to solicit subordinate’s input about
their performance.

- Failsto. monllor progress allows major issues to go
_ unnoticed and unresolved; delays taking corrective ..
" action when problems arise, causing disruption and

.delays in work; fails to track actions and decisions or

inform management of srgnmcanl events.

aiey

lnapproprialely steps in and completes subordinate’s
tasks rather than assisting the subordinate or ex-
plaining how to do the task properly.

Usually
Communicates performance expectations clearly in-

cluding how.individual efforts can help-achieve ap-

propriate GAO strategic goals and performance mea-

sures. Solicits subordinates’ input about expecta-

tions and opportunities to develop their skills. Pro-
vides clear and practical assistance to subordinates
that addresses their needs. Recognizes changes in
job conditions and adjusts goals and standards ac-
cordingly in conjunction with subordinate. -

4,-; Uses pro;ecl plans and plannlng lools to monitor :
progress of individual staff members. Identifies nec-

essary changes and develops altemative courses of

action before assignment is adversely affecled.
Considers staff input and keeps staff and manage-
- ment informed of the basis for decisions affecting

lhe work

Provides subordinate slaffwrlh discrete job segments ,

- and asufficient amount of tatitude to challenge them; employee's capabilities, interest, and developmen-

provides remedial guidance as necessary.

- Almost Atways:

Logically explains performance expectations, taking
into account job requirements, deadlines, and -
subordinate's expectations and gains staff's accep-
tance. Anticipates need to adjust expectations as
job conditions change. Provides direction and assis-
tance to staff by identifying and using alternative
approaches according to situation. Uses sound judg-

__ment in determinlng amount of assistance required;

s expectations to allow staff maximum devel-

'opmental opportunities. |

‘ While monltoring staff progress on asslgnmenls.
anticipates and resolves sensitive personal problems

without affecting deadlines. Notifies top manage-

.. ment of personal issues requlrlng action and recom-
) mends actlon aoceptable tomanagement and staff. -

_Delegates work considering GAO’s needs and

tal needs; oversees delegated tasks to monitor work
progression, identify potential problems, intervene

. appropriately, and reassign work and realign priori-

- (Continued on Next Page)

ties to ensure timely and effective goal accomplish-
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Band { (Full Performa

Frequéntly:

Takes ineffective or inappropriate action to deal with
employee performance or motivational problems; or
refers disagreements and interpersonal difficulties
to superiors without trying to resolve them with indi-
vidual staff member. '

Fails to provide feedback and counseling dunng the
rating period.

Fails to comply with established policies and proce-
dures when completing performance appraisals, or
appraisals are seldom prepared on time. Fails to
discuss performance evaluation with employee. Al-
lows personal relations to influence the rating out-
come. '

Leéves training and developmental activities strictly
to the initiative of employees; ignores training needs

of staff; fails to advise employees on training op-
tions; cancels staff's participation in training.

7. Supervision, Appraisal, and Counseling

_ Level) Performan tandar

Usually:

Discusses interpersonal problems with affected staff
members, involving them in the solution. Is aware
of GAO's professional counselors, seeks their ad-
vice, and refers affected staff to counseling when
appropriate.

Provides appropriate performance counseling to sitb-

ordinates, giving specific examples of the employee’s
strengths or citing instances of deficient performance

,and ways to improve. -

tinued

Almost Always:

Identifies potential staff disagreements and inter-
personal problems and takes action or makes appro-

priate referral before they adversely affect the job.
When short-range solutions are impossible, adjusts

“work assignments and responsibilities so that prob- -

lems have minimal impact on the work.

Deéls with employees in an open, professional man-
ner; rewards good performance with recognition; pro-
vides constructive; specific, and timely feedback on

. performance:and work products; effectively counsels

and encourages employees with motivational orper-

~ formance problems.

Evaluates job performance:timely and objectively
based on performance standards; supports evalua-
tions with relevant examples of performance; dis-
cusses performance evaluation with employees, iden-
tifying strengths and areas needing improvement;
deals directly and objectively with performance prob-

lems; maintains a helpful, constructive attntude. es- .

tabllshing two-way oommumcation

Informs employees of availabletramlng programs and” ’
helps employees plan ways to meet performance -
improvement goals; encourages staff to develop in-
__ dividualtrainingplans., =~ ,

(Continued on Next Page)

Anticipates pe:formance problems and provides re- -
medial counseling throughout the assignment. De-
vises and implements strategies for staff performance
improvement throughout the assignment.

Supports and encolirages employee developmental
activities; counsels employees about training needs,
informing them of avaltable training courses and other

.- -opportunities; provides opportunities for a broad
- spéctrum of both formal and on-the-job training; tai-

lors development plans and activities to the skills

- and knowledge of employees.
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Frequently: -

SENSSe S R [ 00 I R il

7.Supervision, Appraisal, and Counseling

Usually: = R Almost Always:

Demonsfra{eS’ little understanding or support for  Takes a léadership role in‘understandingand using ~ Takes 'ai’“léaders‘hipdrczjrl'e in Uhderstahaing and using
GAO's job management process and supportingtools. GAO's job management process and its supporting . GAO's job management process and its supporting -

Unacceptable

‘tools and technology and encourages and supports - technology and identifies ways to continuously im-
- othersindoing so. " : N prove the process and/or tools.

_ Needs Improvement  Fully Successful Exceeds Fully Successful: - Outstanding s
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1.Planning

Includes identifying areas of review that will lead to improved govemment operauons—such as the potenhal for dollar savings
and/or nonfinancial benefits to the government and taxpayers, ascertaining congressional interest, and contributing to issue
area plans including the job compendium; using appropriate planning tools, planning the resources needed for specific
assignments, including the need for technical assistance; determining the scope and objectives of assignments (coordinating
work fo avoid conflict and duplication, identifying alternatives and constraints to planned work, sources of information, and
methodology); designing the method(s) of communication to the customer’s needs; terminating unproductive work; learning
and applying GAO policy and generally accepted government auditing standards (GAGAS) governing work; and planning own

work time.

Frequently:

Overlooks or fails to identify important and relevant

information sources needed to accomplish detailed

project steps or duplicates work on the subject that
is available.

Identifies and selects .information sources for a
project that are infeasible or unavailable.

Submits job proposals too late to be oseful orare so
incomplete or unsuitable that they are not useful in
planning future issue area work.

Demonstrates little or falls to apply knowledge of
GAO policies and procedures and GAGAS neces-
saty to perform job and administrative functions.

and | dal

Usually:

Locates information sources needed to accomplish
detailed project steps within established time frames,

including information available from past and cur-

rent work on the subject.

Determines availability of needed information and
ways 1o obtain it within established time frames and

~ cost estimates.

Submits job proposals that are relevant to the issue
area, have potential for financial and/or nonfinan-
cial benefits and are sufficiently detailed to ascer-
tain whether they are practical and achievable.

Displays knowledge of GAO policies and procedures
(including the dimensions of quality) and GAGAS
and uses such knowledge in performing administra-
tive and job functions.

(Continued on Next Pege)

Almost Always:

Identifies important and relevant information soufces
needed to accomplish detailed project steps ahead
of schedule and avoids duplicative work on the sub- -
ject.

Determines principal and alternative sources of
needed information and develops ways to obtain it
ahead of established time frames and wnthln cost
estimates. .

Submits job proposals thatare specific to the |ssue
area, provide for financial and/or nonfinancial ben-
efits, and that anticipate contingencies or provide
unique or comprehensive coverage of anissue area;
identifies impacts on cross-cutting issues; accurately

_predicts customer's interest. Is often asked to pro-

vide and does provide leadership in issue area plan-
ning.

Demonstrates detailed knowledge of GAO policies
and procedures (including the dimensions .of
quality)and GAGAS and applies such knowledge to
improve administrative and job functions and coaches

others in the application of policies and procedures.

10/1/97
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Frequently:

Makes assignment segment estimates that are un-
realistic, incomplete, and do not reflect priorities, for
example, does not identify critical work locations or
suggests inappropriate or inefficient estimates of
staff and skills or unrealistic time frames to com-
plete work. Fails to antrcrpate assignment constraints
and contingencies. '

Is unable to construct alternative research ap-
proaches that meet project objectives. -Suggests

~ approaches the are inconsistent with professional
standards. Rarely makes constructive suggestrons ;

for the methodology. Suggests revrsions to proposed
methodology that are rnapproprrate and would re-
sult in significant delays in meeting project require-
ments.

Overlooks issues with potential for dollar savings and/

or nonfinancial benefits or fails to plan audit/evalua-

tion steps necessary to fully develop them. /

Demonstrates little knowledge of planning tools (such
as the job assessment, design matrix and project
planning software) and fails to understand their role
in achieving desired outcomes related to time, cost
and quality.

1. Planning

a 'Standar (|

Usually:

Makes practical and complete assignment segment -

estimates. ldentifies staff and skills needed, time
frames to complete work, and constraints or risks
and specifies some contingencies.

Uses available information to construct alternative
research approaches, considering professional stan-

dards and generally recognized analytical techniques.

Recognizes appropriate methodology for a project:
and offers suggestions to modify proposals to facili--
‘tate meeting requirements , :

Almost Always:

Makes ‘assignment segment estimates thatare on
target, addressing staff and skills needed, time frames

. to complete work, work locations, headquarters, and

field coordination, and minimize “downtime”” Antici-
pates constraints or risks and develops feasible miti-
gating strategies or contingencies at the outset.

Performs independent research on alternative meth-
ods and approaches or introduces new insights in
job methodology. Makes proposals and produces
results that reflect an advanced level of technical

-and professional evaluation competency Or devel-
~ OpSneworunique methodology neoognized by peers’
. as having theoretical value and practical applrcatron\ L

1o projects.:

Identifies issues with potential for, and plans work

_steps that Iead to, dollar savings and/or nontinancial

beneﬁts

: Understands and.uses plannrng tools (such: as the i
~ job assessment, desrgn matrix and project planning

software) that help the team meet commitment dates
and cost estimates and coaches others in their use.

(Continued on Next Page)

Identifies issues and plans work steps that provide

results in terms of dollar savings and/or nonfinancial

: beneiits to the govemment and taxpayers N

Finds innovative ways to use planning tools (such o

- as the job assessment, design matrix and project
‘= planning software)to maximize their value in helping

to meet commitment dates and cost estimates and
coaches others in the work area to use them more
effectively.

10/1/97
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Frequently'

- Demonstrates little knowledge of potrcres. proce-
dures, regulations, and legislation that apply to GAO's

- work; does not stay abreast of developments that
affect work; does not recognize how changes inpoli-
cies, procedures, regulations, and legislation affect
work; and does not take actron to ensure that GAO

responds appropnately

Chooses a method and format formessage commu-
nication thatis unresponsive, inappropriate, or il-

- - logicaland incomplete and requires extensive sub-
~ stantive change Suggests communication method
- that fails to meet customer’s need, requires unnec-

essary resources, or does not adhere to GAO poli-

7 cies and procedures
-1
~ Unacceptable -

Needs Improvement

1. Planning

Band Il Performal tandar u

" Usually:

abreast of developments that affect work;. recognizes -
how changes in policies, procedures, regulations,

. and legislation affect work, and takes action to en- -

sure that GAO responds appropriately

Chooses format and method for message communi- -
cation that facilitates logical, responsive, and con- -
clusive presentation of findings, conclusions, and- -
recommendations. 'I'heformofoomnunmtlon meets

‘the customer's needs. .

Fully Successful Exceeds Fully Successtul

: Almost Atw'ay's: !
' Dlsplays knowledge of policies, prooedures, regula- -
 tions, and legislation that apply to GAO’s work; stays -

Demonstrates thorough knowledge of polrcres. pro-
: cedures; regulattons, and legislatlon that apply to
-GAO'swork;is aware of developments and changes
that affect work and takes prompt action to ensure.
that GAO responds appropriately

Chooses a format for message communication that -
+islogical and effective in presenting ﬂndings, con-.
~clusions; and recommendations and adheres to GAO
zpolicy. Meets the customer's needs andr ] '
more time and staffr resouroes than necessary

' Outstandlng -
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2. Data Gathering and Documentation

Acquiring and documenting relevant data to develop supportable findings, conclusions and recommendations or otherwise
fulfill project objectives, including researching and identifying data sources and data collection strategies, identifying missing
data, and ensuring that data are current and accurate. Leaming and applying current automated.tools to collect, share,
organize and manipulate data. Following GAO policies and procedures when preparing all forms, and projector administrative -

documentation.

Frequently:

Does not use the appropriate data collection meth-
ods which adversely affects product quality and de-
lays completion of work.

Chooses an incomplete or inappropriate data-gath-

ering approach or submits documentation that is
unreliable. Fails to follow up to obtain missing data
or conducts ineffective follow-up.

Submits workpapers that are assembled, indexed, -

and cross-indexed in a manner that makes verifica-

- tionimpossible.

Resists leaming and/or using available ADP resources
(such as computer, Internet, agency data bases) to
accomplish work.

 Usually:

Identifies and uses the appropriate data collection
methods for pi

commitmentdates. -~ |

Identifies appropriate data sources; obtains relevant

and reliable data within specified time frames.

oducing quality products that meet ol
Ly . orahe

Ahi{osi Alwéys:

lder!;tjifiqs;and uses the most appropriate data col- -
lection methods for producing quality.products within
d of agreed-upon deadlines.: Helps othersto- -

expedite data gathering. . -

Identifies hppbpﬂaté'd;ta syourc_es‘an& obtains rel- -
evant data to sustain supportable conclusions ahead

- of specified time frames and in the most cost-effec-
- tive manner; organizes data to ensure reader under- -

Assembles, indexes, and cross-indexes workpapers

properly and efficiently to facilitate analysis. Orga-
nizes workpapers to support the preparation of writ-
ten summaries or report segments.

Uses available ADP resources. (e.g., computer, .

Intemet, agency data bases) to obtain, create, store,
share and access data. S

(Continued on Next Page)

‘Assembles, indexes, and cross-indexes workpapers
- to expedite subsequent analysis. - Documentationis -

readily translated into summaries to support segments : -
of the-audit/project; and critical datais readily differ-. -

. entiatedfrom other evidence with less-than-normal
~ level of supervisory review. Workpapers stand on

their own with little or no need for elaboration.

. Seeks opportunities to enhance data gathering
through innovative use of ADP resources, including
learming new technology. :
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Frequently

Is unaware of or ignores GAO policies and proce-
dures related to ensuring reliability and complete-
ness of computer-based data.

“Misleads other staff members dueto incomplete or
~ inaccurate background research.

Prepares inaccurate or incomplete administrative
documentation.

; Requires extensive supervision or coachingto com-

plete data gathering or documentation. Does not
recognize the need for or seek help from supervisor.

- Submits draft products that contain material that is
not fully documented and supported requrnng many..

substantive changes.
1
Unacceptable

Needs Improvement

2. Data Gathering and Documentation

Usually:

Applies GAO policies and procedures, as appropri- .
ate, to ensure reliability and completeness of com-_

» puter-based data and analysis

Conducts relevant 'research'to’identiiu background

information on previously used data and data collec- .

 tion methods and techniques, and applies informa- .

tion to the current assignment. Performs complete

and accurate. research.

“Prepares administrative documentation, including the
Performance Audit Self-Assessment Guide, requir- -

ing minimal revision. Maintains documentation in

~ the Job Management and Project File. . ...

Requrres an average amount of supervision or coach-
ing to complete data. gathering ordocumentation,
typical of the staff member’s progressionin the band
level. Seeks help from supervisor when needed.

Ensures that draft products contain only fully docu-

:mented factual material, requrring few substantive

Fully Successful Exceeds Fully Successful

: Atmost Always.

Applies the highest proiessional standards when

- applying GAO policies and procedures to ensure the
reliability and completeness of computer-based data

resulting i in oonsistentty trouble-free. handlrng of data

:'Modrﬂes previously researched data collectron meth- _

--0ds ortechniques foruse on the current assignment.

. 8uch modifications are new.or: unique and result in
_,decreased calendar time orcost »

Prepares oomptete' and accurate adniinistrative docu-

- mentation, including the Performanceé Audit Self-As-

- sessment.Guide. Maintains documentationin the
Job Management and Project File. Is consulted by

. peers to-provide clear guidance in meetrng GAO

requirements

\Requires Iittle or no supervision to complete data

gathering or documentation, typical of the staff
member’s progression in the band level. Discovers -
and resolves problems, getting concurrence irom
supervisor.

Ensures that draft products contain only factualma-
terial that is.relevant, fully documented, and sup-

ported requiring no changes

Outstanding 10/1/97
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.

3.Data Analysis

Organizing, tabulating, contrasting, and synthes:zmg data or information to pmduce findmgs, concluslons and recommendations, :
. using computer tools to support analysis; applying profess:onallyaocepted analytical techniques (statistical, economic, accounting, -

-and so on); determining validity, reliability,

including those in GAO’s own work.

A Y

Frequently

Does not complete work ‘by- sell—establlshed and:’
mutually agreed-upon deadlines. Rarely makes -

suggestions on.howto expedlte data analysls

Chooses or applles an analys1s strategy mappropn-

ate to the objectives of the evaluation; includes irrel-
evant analysis; overlooks job constraints.

Conducts mappropnate analyses (using animproper, -

overly complex or: S|mpl|sl|c techmque) forthe ]Ob

Conducts analyses requiring many-changes by the :

supervisor to meet project objectives.

Interprets, summarizes, or reports statistical analy-
ses incompletely, incorrectly, or in a confusing man-
ner. _

" Band |l Performance Standards
Usually
Completeeworkbyagreed-upondeadlines Isaware

of time constralnts and suggests ways to expeditej
- analysis. '

Devises or applies an analysisb strategy that ad-
dresses the objectives of the evaluation and helps

to produce a high quality product that meets com-
- mitment dates. Makes provision for typical ]ob con-

straints.

Conducts appropriate analyses using the propertech-,
niques (for example; information synthesis, content
- analysis, statistics,’econometrics, operations re--

search, modeling, accounting, and soon).

-Conducts:analyses- requnring iittle change by the
. supervisorto meet project objectives. h '

lnterprets. summarizes, or reports statistical analy-
ses correctly-and in-a way that others can'under-" -

stand.

(Continued on Next Page)

and quality of data and the adequacy of evidence supporting findings or concluslons,

Almost Always:

Completes work on or ahead of agreed-upon dead-

Iines Helps others to expedlte analysis

Devises or applies an analysis plan that provides a
unique solut|on to complex evaluation objectives that .

1: have eluded previous attempts at solution. -

vConducts analyses using unique or new technlques; o
‘orcombines information in productive ways to achieve -
job objectives

Completes own analyses requiring Imle if any change

“bythe supemsor and consulted by others to trouble- |

shoot andidentify errors in their work.

lnterprets complex statistical data correctly; summa-
rizes and reports statistical analyses clearty and com-
pletely; provides data in a format that is understood -
by both professionals and lay people.

10/4/97
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Frequently:

Chooses an inappropriate research methodology;
- data analysis,-or software package; cannot justify

decisions.

Has difficulty deciding if evidence gathered is suffi-
cient. Fails to gather an adequate amount of evi-

. dence or evidence lacks relevance to the audit steps/
" project objectives.

Gathers more data than needed, or data that aref
~ notrelevant to assignment objectives.

Fails to recognize that data are weak or problem-

atic, even after having several opportunities to do
..s0. Cannot.identify serious gaps or weaknesses in

.. evidence or determine what evidence is needed to .

satisfy individual project objectives without constant

. supervision.

Fails to appropriately consider findings of fact, weight
of evidence, laws, regulations, or GAO standards
when drawing conclusions, resulting in extensive dis-

. cussion and revision; draws conclusions based on

incomplete, inaccurate, or outdated information; is
poorily prepared for challenges.

Requires continuous supervision or coaching to com-
plete analysis. Does not| recogmze the needforor
seek help from supervisor. .

| Usually:

pense-of gathering extran_eous information.

3.DataAnalysis

Band Il Perf tandards (Contin

analysis, or software package, justifies decisions.

Determines if evidence gathered is sufficlent. Gath-
ers an adequate'amount of evidence thatis relevant
to the audit steps/proiect objectives. :

Gathers data efficiently, avoiding the time and ex-

Evaluates the quantity and quality of evidence to
-determine if it satisfies the requirements of individual
. project objectives.- Determines if data are sufficient

to draw proper conclusions and recommendations
and, if not, follows up.

Appropriately considers findings of fact, weight of

evidence, laws, regulations, or GAO standards when
drawing conclusions, resulting in fittle need for dis-
cussion and revision; draws conclusions on complete,
accurate, and up-to-date information; is prepared for
challenges.

‘Requires an average amount of supervisory review
- orcoaching to complete analysis, typical of the staft

member's progression in the band level. Seeks help
from supervisor when needed.

(Continued on Next Page)

- AImostAIways-v- :
Chooses an appropriate research methodology, data '

Se|ects research methodology that is. technically

“sound and efficient and provides a convincing ratio-

nale forthe choice.

, Gathers error-free evidence that meets all requlre-

ments despite heavy work load, the ability to work

" independently, complexity, deadlines, or a combina-

tion of these factors

Gathers data in a highly efficient manner with most

. information directly responsrve to assignment objec-
_tives :

Is consulted by supervisors and peers to examine

. data oranalyses to identify and correct weaknesses
- and assure that all job objectives are met. : . -

Does original or unique work when analyzing data,
drawing conclusions, and developing recommenda-
tions, especially for complex or sensitive evaluations.

Requires Ilttle or no supervision to complete analy-

sis, typical of the staff member’s progression in the

band level. Discovers and resolves problems and
gets concurrence from supervisor.

10/1/97
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Frequently:

Reviews of analysis are not constructive or timely;
creates tension by review commerits; behaves arro-
gantly ormakes; irrelevant comments. o :

When referencing a report, overlooks or ignores
- subtle relationships among data and fails to identify

weaknesses in support of conclusions and recom-
mendations.

Unacceptable

: ancewith GAO poircyguidance o

Needs Improvement

3. Data Analysis

" Usually

Reviews of analyses are constructive andtirnely iden-
tifying major flaws, if any exist, and ensunng compli-

When reterencing areport, explains weaknesses in
support otconc_lusions and recommendations.

Fully Successful Exceeds Fully sueéé's;fur '

' Almost Always:

Reviews of even complex analysis are uniformly con-
structive, timely, and include outlines of possible re-
vised approaches to correct problems. Reviews are

o thorough and provide perspective formajor issues.-

When referencing a report detects weaknesses in
supporting data andin subtle.relationships.in the -

.. datathatleads to modifying some conclusions and
i recommendations, resultmg ina stronger report

L

Outstanding

10/1/97
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4.Written Communication

Preparing and reviewing a variety of written products in collaboration with others including issue area and assignment plans,
interview write-ups, workpapers, workpaper summaries, report segments, chapters, technical appendixes, complete reports
or testimony, data collection instruments, internal and external correspondernice, administrative documentation of all types,
including performance appraisals, and speeches and professional articles. Uslng automated capabilities to develop, review,

- and process GAO products.

Frequently:

Prepares written products that are incomplete, inac-
curate, illogical, or are untimely, or fail to achieve
project objectives. Writes draft reports that require
substantial changes after several rewrites or are sub-
mitted after extended deadlines. Prepares products
that do not conform to GAO policy guidance. Uses
incomplete sentences and incorrect grammar and
spellmg

‘ Submits superﬁcial interview write-ups lacking docu-

mentation to support comparisons, clarity, and cov-

erage; providing insufficient detarls foruse as evi- _

dence or contalmng tactual errors.

Prepares summanes that are poorty developed and
*'hard to: understand; fail to focus attention on the

main issues; and require correction by the supervi-
sor. Develops conclusions and recommendations
unsubstantiated by supporting information.

and Il P a ndar

Usually:

- Prepares written products that are accurate, objec-
tive, complete, timely, and clear; uses sufficientex- -

amples to support conclusions and recommenda-
tions. Produces complete reports that require only

occasional substantive revision. Reviews orrevises .

report drafts from staff quickly and ensures that is-
sues are presented accurately and fully supported.
Prepares products that conform to GAO policy guid-
ance. Uses complete sentences and correct gram-

‘marand spellmg

Prepares interview write-ups that may require some
supervisory revision but are accurate, provide suffi-
cient details tor use as evidence, and meet expec
tations for coverage and clanty :

Prepares written summaries that are complete, con- -
cise, accurate, and logical and require an average
amount of supervisory revision. Encounters aver-

age ditficulty incorporating several related issues and
develops adequately supported conclusions and rec-
ommendations.

(Continued on Next Page)

ﬁ Alrrtoet'AIways:

Prepares written products that are accurate, objec-
tive, timely, and clear; succinctly presents the bot-
tom-line message which reflects the appropriate con--
text; contextually sophisticated and require only mini-
malchange. Completes products before established
time frames and complies with GAO policy guidance.
Produces complete reports or other written products

‘that present complex issues in easily understood lan-
~guageor contain conclusions and recommendations
_thatare rarely questioned Uses oomplete sentences
- and correct grammar and spetling

- Prepares intervrewwnte-upsthatarecompletemevery

.]'respect and are clear, Iogical -and well orgamzed
_ vand require mtnimal supervrsory revis!on

-Prepares written summaries that are complete, con-

cise, accurate, and logical and require minimal su-
pervisory revision. Easily incorporates several related

issues and develops fully supported conclusions and
reoomr_nendations.

10/4/97
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Frequently

Prepares report segments that are dlsorganrzed or

dlverge from'agreed-upon outline. Includes mislead-* _
ing background information’ or presentatlon Pre-'f
sents issues unclearly so that the basis for conclu- -

sions and recommendations is notapparent.

Does not use automated capabilities including graph-

ics to improve on-the-job and message-related com-
munication.

When reviewing written products of others, cannot
provide constructlve or helpful assistance, creatlng
tension with comments that are arrogant, lnsultmg,

tlme

Prepares flnal data collectlon instruments with bi-
ased ot amblguous items, providing an inadequate
data collection and an incomplete coverage of project
objectives, or performs activities that fail to produce
a work product or one that is way beyond schedule.
Prepares instruments that are poorly integrated and
make subsequent analysrs difficult.

4.Written Communiecation

Band |l Perfo! n ards t

Usually

. Prepares report segments that dlscuss relevant is- -
‘suesand. are well orgamzed loglcal complete. and'
: accurate ,

i, . Almost Always'

Prepares well-organized well-structured and logi- S
' cal reportsegments.-Presents multiple issues clearly
-..and concisely so that readers easily understand fnd- W

. ings, conclusions. and recommendations SR i

Uses automated capabilities inciuding graphics to

" improve on-the-job and message-related communl-

cation.

Conducts timely, constructive, high-quality reviews
of written products of others that provide helpful

'suggestions on ways to improve identified problems. -
or clearly: melevant Falls to complete revrews on"-“_ o EO T

Prepares data collection instruments with properly
constructed and formatted items, resulting in com-
plete coverage of job. objectives ‘Prepares:ques-
tionnaires or interview items that are understand-
able and have proper grammar and structure. Pre-
pares instruments that facilitate subsequent analy-
sis.

Makes optimal use of automated capabllmes includ-
ing graphics to improve: on-the—]ob and message-re- i
Iatedcommunication RS DR LT

Cond' cts high-quallty, timely reviews of others writ- -
tenp, ucts that detect flaws.overlooked by others * -
thatprovide insight into the most complex prod:: -

ucts. Periorms reviews that are uniformly construc- -
“tive and,include outlines .of possible: revrsed ap-% ’
; (proaches to remedy identified problems. -

Prepares data collection instruments that are well-
constructed and formatted and reflect a comprehen-
sive understanding of developments in the field.
Prepares instruments that are completely integrated .
and facilitate subsequent analysis.

Unacceptable

Needs Improvement

Fully Successiul Exceeds Fully Successful

. Outstanding ,
' 10/1/97
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5. bml.Cémn;u;ileaﬁén h

Communicating upward and downward so that ihformafion flows freely and shared understéhding occurs; contributing to openness,
honesty, mutual respect and cooperation that enhances effective communication with other GAO staff: communicating with

agency personnel; meeting with Members of Congress and their staffs; representin,
and the press; communicating complex technical information to clients.

i ,Frequéﬁtly: :

Presents information in an illogical, unorganized

manner. Loses audience by diminishing questions,

- “ignoring questions entirely, or allowing discussion to
- stray from objectives. Fails to explain assignments
- 'or how they relate to the work of others. Does not

allow the-opportunity to cla'rify‘instructio_ns.: -

Fails to present known GAO pbsition to the public,
private organizations, or the media accurately.

- Speaks with more authority than is appropriate as
-+ GAO spokesperson.-Fails to weigh consequences
. -of remarksand allows pérsonal bias to cloudissues.
Fails to listen and therefore responds inappropriately.
Becomes argumentative when questioned. Requires .

more than average supetvision.

Usually:

“‘quences of responses before speaking, clearly dis-
tinguishing between fact and opinion, and avoids .

" ‘Band Il Performance 5@ nda rds:

g GAO to the public, private organizations,

* AlmostAlways:

Prepares information that is clear, concise, and well... Presents information in a clear, concise, and well-

organized. Shows respect for comments of partici-,
pants. Keeps discussion on track. Elicits comments .
of others. Summarizes the results of the meeting. -

organized manner. Responds well to all questions,
including unanticipated ones.  Creates atavorable
impression for effective communication by seeking
the views of-others and respecting.different points
of-view.. Asks.probing questions to.énsure that ev-

~ eryone understands the matters discussed. Con-
.. cludes meeting with a complete summary of argu-
.. ments, decisions, or actions.to be taken and who

Accurately presents GAQ position to the bub'lic, pri-
vate organizations, or the press. Recognizes level
of authority as GAO spokesperson. Weighs conse- ...

disclosing sensitive/tentative findings prematurely.

__Listens well and responds to issues at hand; mini- = -
" mizes extraneous information. ‘

(Continued on Next Page)

__willdo what,

Demo,nstrét_es awareness that he or she is represent-
ing GAO (to the public, private-organizations, orthe
press).and that actions and:statements can reflect

favorably or-unfavorably on GAO, not:just self.

Welghs consequences of statements and makes re-
flective and appropriate responses. Clearly distin-
guishes between fact and opinion and avoids dis-
closing sensitive or tentative conclusions prematurely.
Listens well, responds appropriately and articulately,
and remains calm in adverse situations.

10/1/97
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Frequently:

‘Requires extensive guidance in preparing for meet-
ings (GAO, agency, congressional, or media). Gon- -

tributes little to meetings. Has difficulty-responding

to basic questions about project objectives. Leaves -

meeting without understanding results. Makes com-
ments that create a hostile environment.

- Presents technical information in a manner that cli-

ents cannot understand. Presents absolute position-
and refuses to listen to others.or present alterna-:
tives. Causes the loss of potential-clients.or clientu

dissatisfaction wrth techmcal assistance semces

““Unacceptable

‘Needs vlm‘piroVement V

5. Oral Communication

‘n' erforms ta
Usually:

Presents information in a clear, well-organized man-
nerand answers most questions. Invites additional

- questions to ensure understanding. Keeps the dis- -
cussion or meeting appropriate to objectives. En-.
-sures participants’ understanding at the conclusion '
of meetings/discussions.

. Presents technical information issues and plans

~clearly and succinctly in a way that clients under-
'stand. Actively listens to altemative plans proposed
‘by potential clients. Articuldtes positions that are

s ilexrble but assures clients of thelr value e

Implied‘_,
 adoptmore productlve research designs by clearly-f -

TR

Fully éuccesslul Exceeds Fully Suooessful |

( Almost Alvreys-

At GAO, agency, congressional, or media meetings,
knows when and howto use. visual aids. speaks au-
thoritatively on subject malter and displays.ability to. .
respond directly to question: aised. Encourages

active participation by others.. Senses audience’s -
receptrvity to presentation and adjusts accordingly

Shows thorough knowledge of projects and theirre-
|ationship to broader issues.

Presents technlcal informatron clearly and persua- o
sively to clients, demonstrating the importance and -
relevan’oe of  planning and research proposals.. Ac-
tively listens to client proposals andis sensitiveto ..
oncerns. Routinely convinces clients to -

and oonclsely explaining the strengths and weak-: ;:
nesses of altemative designs evenon unusually com-
plex assignments.. .

 Outstanding
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6.Teamwork,Working Relationships, and Equal Opportunity (EOQ)

Demonstrating support for and promoting collaborative efforts to achieve mission requirements, satisfy customer needs, and
meet common goals. Promoting teamwork which includes helping each other, meeting commitments, valuing ideas and
- suggestions of others, communicating openly and candidly, encouraging others to participate fully in discussions; and employing
techniques for problem solving, decision making, and recognrzlng the contnbutions of both Individuals and teams

Establishing and maintaining effectlve and construct/ve working relationshlps wrth aII stakeholders and others both inside

and outside GAO.

Ensuring that principles of equal opportunity are properly observed.

Frequently:

Fails to support cooperative projects or those cho-
sen by group consensus, putting own interests ahead
of the group’s; does not perform well as part of a

. team by refusing to exchange information, belittling
.. the suggestions of others, or ignoring group deci-
sions. Hesitates or refuses to take on additional or- .-

difficult work or to help coworkers; relies excessively

‘on assistance from others. Does not meet commit-

ments.

Does not listen constructively to others; expresses

views in a confusing way; does not respect the indi-
vidual when expressing disagreements. Is conten-
tious or divisive in team discussions-and interactions.
- - Resists sharing information or skills, placing self in-
terest over group’s interests.. :

- Refuses to acknowledge or disparages contributions
of others. Creates morale problems within group.

Usually:

Collaborates with coworkers and others; adjuststo -
different working styles, approaches and perspec-
tives. Does his/her part of assigned workload; -
proactively assists others as needed to meet teamy N
: objectrves Meets commitments :

-

Listens constructively to others; expresses own ideas
s0 as tobe clearly understood, respects others when -
expressing disagreements. Freely shares informa-
~tion‘and developments within and outside ofthe work
'groupwhen apprcpriate

Proyides informal and formal encouragement and

recognition to others.

(Continued on Next Page)

) Almost AIWays.:

Promotes teamwork and cooperation especially in

, trustratrng, difficult, ¢ or provocatlve situations; anticl-
",pates potential conflicts and addresses them drrectly

is gracious in expressing ownviews

B when dea g with others. Willlngly accepts -addi-
) tional or difficult responsibilrties. requesting challeng-

ing, novel, 'orunusual assignments; proactively. helps
coworkers. Meets commitments. Models exemplary

- work behaviors and mentors others to enhance their
_periormance ‘ SRR

Actlvely contributes to the quality oi team discus-
 sions and interactions; enlarges| horizons and per-
, spective of others in discussions; promotes consen-

sus’ building Takes initiative in getting others up to
speed on  complex Issues and subject-matter.-

Activeiy pursues appropriate recognition of individu-
als and the team that significantly contributes to team
morale.

10/1/97
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6.Teamwork, Working Relationships, and Equal Opportunlty (EO)

Frequently:

Failsto acquire specialized or general skills in a timely

manner which affects personal contributions orteam
productivity. Fails to provide opportunities to others
to develop their knowledge, skills and abilities. Does
not seek out reasonable personal developmental
experiences.

Subordinates team declsrons and goals to individual
goals. : ,

Does not contnbute toor works agarnst ensunng a.

shared understanding of job objectives, roles and
report messages by not facilitating or by exhibiting

counterproductive behaviorin job-related design sum-

mits and other work-related meetings.

Shows drscourtesy and drsrespect to others Drsre-
garding the need for results, fails to encourage,
praise, or directly assist staff members for delivering
high-quality performance and noteworthy contribu-

tions.

Reacts to constructive feedback with hostility orde-

fensiveness; attempts to shift blame or responsibil-
ity for mistakes.

Band |l Pe fo ndards d
Usually:
Develops or builds on specialized or general ‘skills

and to further team objectives. Provides opportuni-
ties to others to develop their knowledge, skills, abili-

ties. Seeks necessary personal training and devel-

opmental experiences. .
Balances individual goals with support forteam goals.

Brings about a shared understanding of job objec-
tives, roles and report messages by facilitating job-
related deslgn summits and other work-related meet-

ings.

Asslgns work ina fair and equitable manner; pro-
vides opportunities for development of all staff mem-
bers, and praises and encourages staff for high qual-

ity performance. Identifies rieed for affirmative ac-

tion; takes steps to implement ln the work settlng

Responds constriictively to feedback.

| (Continued on Next Page)

i _idign__
ties of others ‘maintains confidences; davelops con-

Almost Always'

'Provldes leadership and assistance to others in ac-

quiring and mastering knowledge and skills for short-
range and long-range needs.

Values contnbutrons and support forteam decisrons -

» and goals while aooommodatlng indivrdual goals

' Brings about a shared understandrng of job objec-}

tives, roles and report messages by facilitating job-
related design summits and otherwork-related meet: -
lngs and ooaches others inthese methods. .

“Demonstrates respect and concem for others to

strengthen and maintain effective working relation-
ships. Is extremely active in seeking out and help-
ing others tc
" model through personal actions. Treats others with
3eks to understand and demonstrates res:
‘needs perspectives, and responsibill- .

structive working.relationships with people whose
goals, culture, background, or values differ from own.

* Is highly responsive and open to feedback, encour-
- aging others to provide suggestions forimprovement.

10/1/97
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6.Teamwork, Working Relationships, and Equal Opportunity (EO)

Frequently:

Resists accepting otherthan preferred staff on as-
signment, fails to ensure members equal status and
assign work fairly or provide opportunities for pro-

. fessional development.

' ‘Creates conillcts in work group, makes drstmctrons-

of race, sex, andsoonand expresses an unwilling-
ness to work with certain peopie does not support

- ‘Afirrmatrve Acilon or EO goals

Creates irlctlon in deallngs wrth GAO agency; or-

congressronal officials. Does not consider GAO's

- viewpoint when advocating a point of view.

Unacoeptable

Needs Improvel_nent

Usually: - o

-Welcomes all types of staff on assignment without
distinction based on race, sex, and so on; assures
their equal status, assigns work in a fair and equi- =
table manner, and seeks opportumtres for develop-
~ mentof all staff members: Cooperates in achiev-
ing afiirmatrve action goals :

,Works harmoniously with coworkers, treating them- "~
fairly regardless of race, sex, and so on; supports

and furthers Affirmative Action and EO goals.

Bu_ilds ‘professionial relationships both within and

outside of GAO; considers GAO's interests when

advocating a point of view.

gardles

Fully Successful Exceeds Fully Successful

,’ “Almost Always- -

Actively seeks all. types oi stafi on assignment re-
s of race, sex, and so on, assures their equal

* ‘status, assigns work fairly, and seeks opportunities
. for deve fpment of all staff. Actively cooperates in
achieving afiirmative action goais

Actively works to prornote harmony with coworkers
without distinctions on the basis of race, sex, andso -

‘ goals, and expresses a wrliingness to work in EO
‘programs oractivities ' . R

" Actrvely buiids professional relatlonships both wrthrn

and outside GAO; considers GAO's interests when

,_."advocating a point of view. - Builds relationships to
" the extent that the employee s consulted for advice

and direction by peers and others.

Outstandlng

10/1/97
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7. Supervlslon, Appraisal, and Counsellng

Delegating work to subordinates; reviewing work products fo assess accuracy, compliance with objectives sufficiency of supportrng AR
documentation, and compliance with GAO policies and standards and generally accepted govemment auditing. standards- ~ .
(GA GAS) evaluatlng staff perfonnance agarnst expectatlons and appraismg perfonnance, and promoting staff development e

Frequently

Fails to eltectively commumcate performance goals o
and standards to subordinates; making it ditficult for -
them to understand the basis for measuring:their

performance. Fails to solicit subordinate’s input about
their performance.

°°'d'"9|v in °°nlunct|on with subordinate,

- Fails to monitor progress; allows major issues to

go unnoticed and unresolved; delays taking correc-

tive action: when problems arise, causing disrup--

tion and delays in work; fails to track actions and
decisions' or .inform: management of signilicant
events. :

inappropriately steps in and completes subordinate’s
tasks rather than assisting the subordinate or ex-
plaining how to do the task properly.

, Usually. N

“action before assignment is’ advers y'a
“ Considers staff input and keeps stalt : E
“mentinformed of the basis for decisions alfecting :

Communlcates performance expectations clearly in-'ﬁ '
cludmg how mdivrdual efforts can help achieve ap-
propriate GAO strategic goals and performarice mea-

sures. Soficits subordinates’ input about expecta-

tions and opportunities to develop their skills. Pro-

vides clear and practical assistance to subordinates

that addresses their needs. Recognizes changes in

job conditions and ad

Uses prolect plans and planning tools to monitor

progress ofiridividual staff members, Identifies nec- .

essary changes and develops altema ‘courses _
g6-

the work.

- Provides subordinate staff with discrete job segments

and a sufficient amourit of fatitude to challenigethem;”
provides remedral guidance asnecessary.

SRt

(Contlnued on Next Page)

o Almdsti\mys- -

, Logically explains perfon'nance expectatlons, taking
- into account - iob requirements .deadlines, and

subordinate’s expectations and gains staff’s accep-
tance. Anticipates need to adjust expectations as
]ob oond' 1S phange :Provides direction.and assis- --
tance 1o staff by: ldentifying and using -alternative:. -

approaches aooording to situation. ‘Uses sound judg-

etermining amount of assistance. required;

B adjusts expectations to allow staff maximum. devel-
opmental opportumties

onal issues requiring actlon and recoms:.:

- mends action aoceptable to managementandstaf. ..

Deiegates work considering GAO's needs and
employee’s capabilities, interest, and developmen-
tal needs; oversees delegated tasks to monitor work

~-progression, identify potential problems, intervene

appropriately, and reassign work and realign priori-

ties to ensure timely and effective goal-accomplish-

ment.
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Frequently:

Takes ineffective or inappropriate action to deal with

"~ employee performance or motivational problems;
- or refers disagreements and interpersonal difficul-
ties to superiors without trying to resolve themwith

mdrvrdual staff member _—

Fails to provide feedback and counseling during the
rating period.

- Fails to comply with established policies and proce-

dures when completing performance appraisals. or

appraisals are seldom prepared on time: Fails to -

discuss performance evaluation with employee. Al-

‘lows personal relations to influence the rating out-

come.

Leaves training and developmental activities strictly
to the initiative of employees; ignores training needs
of staff; fails to advise employees on training op-

- tions; cancels staft’s participation in training.

7. Supervision, Appraisal, and Counseling

Usually:

staff members, involving them'in the solution. s

-aware of GAO's s professional: counselors. seekstheir
‘advice, and refers affected staff fo counselrng when
appropnate i

Provides appropriate performance counseling to sub-_

~ ordinates, grvingspeciﬁcexamplesoitheemployee’s
: strengthsorcrting mstancesof det‘clentperformance
v and ways to improve < ,

Evaluates ;ob perlormance trmely and obiectlvely

based on performance standards; supports evalua-
“tions with-relevant examples of performance; dis- -
. cusses performance evaluation with employees, iden- .
‘tifying strengths and areas needing improvement;

deals directly and objectively with performance prob-
lems; maintains a helpful, constructive attitude, es-
tablishing two-way communication.

Informs employees of available training programs and
helps employees plan ways to meet performance
improvement goals; encourages staff to develop in-

v drvrdual trarnrng plans

(Continued on Next Page)

L :Almost Always:

Disclisses interpersonal problems wrth affected -

Identifies potential staff disagreements and inter-
personal problems and takes action. or makes-ap-
" propriate referral before they. adversely affect the
_job._ When short-range solutions are impossible,

' adjusts work assignments and responsibilities so

" that problems have minimal impact on the work.

Deals wrth employees in an open,; professional man-
_ner, rewards good performance with recognition; pro-
vides constmctive 'specific; and timely feedback on
performance and work products; effectively counsels
.and enoourages employees with motrvatlonal or. per-
lormanoe problems a

Completes performance appralsals in accordance
_withall policies and procedures and on time. -Antici-
pates performance problems and provides remedial
_counseling throughout the assignment. Devises and
implements strategies for staff performance improve-
ment throughout the assignment.

Supports and encourages employee developmental
activities; counsels employees about training needs,
informing them of available training courses and other
- opportunities; provides opportunities for a broad -

. .spectrum of both formal and on-the-job training; tai-

-lors development plans and activities to the skills -
and knowledge of employees. -
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Frequently:

Demonstrates fittle understanding or 'support for
GAO's job management process and supporting tools.

Makes haphazard staffing decisions for assignments

- thatfail to enhance employee skills or reflect devel-
opmental needs of staff; ignores readily available

information when assigning staff.

Unaéceptable :

. 7.Supervision, Appraisal, and Couhsellng

Bandll Performance Standerds (Continued) |

Usually:

GAO's job management process and its support-

ing tools and technology and encourages and sup--

ports others in doing so.

Makes reasonable work assignments that gener- -
ally enhance employee skills and meet develop-
mental needs on the basis of available information -
on staff members' existing skills, job requirements, -

and so on. :

Needs improvement  Fully Successful Exéeeds Fully Successful

" AlmostAlways:

Takes a leadership role in understanding and using-

Takes a Ieadership role in'understanding and using .
GAO's job management process and its supporting
technology and identifies ways to continuously im-

. prove the process and/or tools. -

Makes vigork,éssjgnmen\ts that achieve a highly de-

_ sirable employee/job match, significantly enhance

employee skills, and fully meet developmental needs.

Outstanding
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- GAO Form 175 Performance Appralsal for
Band Employees

United Shtes Genenl Aeeonﬂ onm

GAO ‘ Performance Appraisal for
b _Band l Employees

. .2 Posltion
.3 Dviasion/Offis _ n-ungnm —
o .| Frome.- I . Teo:
MLWmmyuMbmhmmnm e L

Part Il. Major Resulta/Accomplishments Achleved: (GAO Form 223 may be attached in #eu of this section.)

Part HL. Assessment of Dimensiona:

vobDimensions | g, oigion | Unacosptavie | it | susoseetul | sumesetal
Planning K

- Project impiementation
Extemal
Relations
Porformanco Managomem
Organization Management
Other (Specify.)

(GAO Order 2430.2)

Outatanding

6AO Form 175 (Rev. 1037)
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1. Planning

Takes a leadership role in using GAO's Jjob management process and supporting technology fo meet commitment dates and
cost estimates in overseeing or conducting assigned project(s); identifying issues and planning work steps that provide results

-in terms of improved government operations—such as dollar savings and/or nonfinancial benefits to the government and
. taxpayers; initiating, reviewing, or providing technical input for assessing project proposals’ scope, relevance, and technical

adequacy according to GAO policy and generally accepted govemment auditing standards (GAGAS); analyzing the feasibility
of project staff and resource needs, milestones, and costs. Ensuring responsiveness to customer needs both in terms of
information developed and method of presentation; integrating assignments and requests in light of commltments

Contnbutmg fo issue area or annual work plans; serving as a focal point for an issue area, technical field, or administrative
activity in a division or region; building a workbase for an assigned segment of an issue area that contributes to lines-of-
effort; contributing to and monitoring the issue area job compendium to ensure current and future staff utilization and development.
Keeping abreast of congressional, agency, and current events as well as GAO activities affecting assigned areas identifying

trends and forecasting future needs for assigned areas.

Frequently:

Overlooks issues with potential for doliar savings
and/or nonfinancial benefits or fails to plan audit/
evaluation steps necessary to fully develop them.
Does not utilize appropriate project planning tools
(such as the job assessment,design matrix, and
project planning software) that result in missed com-
mitment dates and inaccurate cost estimates; devel-
ops plans that require extensive revisions; initiates
assignments without determining availability of staff
or planning for contingencies; forms vague objec-
tives and gives little attentionto cost analyses; de-
velops unrealistic and vague long-range plans; has
difficulty establishing resource priorities, resulting in

over-expenditures and waste; maintains a superfi- -

cial and biased knowledge base in a program or sub-
jectarea by using a few readily available informa-
tion sources; discusses project ideas with stakehold-
ers, GAO management and congressional custom-

Band il Performance Standards
Usually:

Understands the context and identifies issues with
potential for, and plans work steps that lead to,
dollar savings and/or nonfinancial benefits. Under-
stands and uses project planning tools (such as
the job assessment, design matrix, and project
planning software) that help the team meet com-
mitment dates and cost estimates and coaches
others in their use; develops or manages the de-
velopment of logical, easy-to-follow plans accord-
ing to GAO-wide policies and procedures, includ-

ing the dimensions of quality, and GAGAS that are:

within constraints, flexible, and include project ob-

jectives, major issues to be addressed, steps and
resources required, and realistic target dates; pre-

pares plans to allow sufficient time for review and

‘staffing; sets priorities, allocates resources, and

monitors work flow so that projects are completed

on schedule and within budget yet meet GAO qual- -

(Continued on Next Page)

Almost Always:

Exceeds. performance requirements at the Fuily
Successful and Exceeds Fully Successful levels;
understands the context and identifies issiies and
plans work steps that provide results in terms of

_dollar savings and/or nonfinancial benefits.to the

government and taxpayers; finds innovailve ways
to use planning tools:(such as the job assessment,
design matrix, and project planning software)to ’
maximize their value in helping to meet. commit-
ment dates and cost estimates and coaches oth-
ers in the work area to use them more effectively; -
develops or manages the development of plans.for
assigned projects that require few, if any, revisions,
meet all objectives, provide for most efficient use.
of resources, and permit work to be completed In
the shortest time frame; develops plans thatincor-
porate unique or new approaches to improve ef-
fectiveness and anticipate contingencles, anticl-
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1. Planning

Frequently e o o . ; Ustrally'

ity standards, identifres and obtains prc gram and :g;-
B issue area information essential to, succe; fully}rp
! ’tlng a proje '

o sources'and holds'relevant and timeiydiscussions program orsub]ect area. exceedsc "ventrona e -jv'_"
wrth stakeholders. /GAO. management ‘ '

ers,or techmcal experts incompletely or inadequately" i
is not aware of congressional interest in area u i
GAO recerves such a request s

g8 a3eq

iniorrnation tomaintain extensive knowledge of pro-"~

- gramarea; including: eonducting interviews arrang-
t  Ing conferences; and so‘on; "
~ Unacceptable  Needs improvement  Fully Successtul Exceeds Fully Successful  Outstanding
10/1/97
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2 lmplementing Projects

'Iékmg a leadership role in understandmg, using and promoting the use of GAQ’s infonnatlon technology resources (such
as current automated tools and software, Internet, videoconferencing) to obtain, create, store, analyze, and share data; to
develop, review and process GAO products; and to communicate with others; ensuring projects’ adherence to GAO policy
and generally accepted government auditing standards (GAGAS), timely delivery, and technical soundness, meeting with
others to resolve problems; providing continuing assessment of progress and ensuring sufficient resources to meet any modified
project objectives or time frames; using appropriate methods and practices to ensure efficiency, quality and timeliness; applylng
specialized methodology and recommending data sources required to satisfy projects’ scope and objectives; advising superiors
of projects’ status; ensuring responsiveness of contractor technical support to GAQ operations.

Conducting highly complex analyses, developing data collection instruments, and applying exped knowledge; using or developing
an array of highly sophisticated research and advanced statistical methods, sampling and actuarial techniques, scaling, and

economic analysis; using specialized knowledge to assess the adequacy of products’conclusions. Following up with report
recipients to ensure customer satisfaction.

:mp/eme'mmg an array of ]Ob- arid personnell-reflared p}o;éérs, such as assignment staffihg, affirmative action plans, employee
suggestions, annual needs determlnatlons the unit's merit selection process, .quality assurance, resource allocation, and

recruiting.

’ Frequently:

Is unable to accomplish basic objectives of an as-
signment or does not suggest feasible solutions to
unexpected problems, or uses inappropriate or in-
accurate methods or data; fails to stay abreast of

informed of project progress and ignores or con-
ceals problems.

Band ll on r
Usually:

Identifies key issues when fuilfilling an assignment; -

analyzes and interprets data correctly, gives tech-
- nical advrce as required, uses resources effectively,
“and reviews’ work_promptly{ rganizes data:into -
or use appropriate automated tools and technol- jff",strarghtforward pre "r\tatlons and always:¢ arrives
ogy or does not ensure their efficient use; draws * at’,
-+ conclusions and makes recommendations thatare
.- unsupported by evidence; allows personai biases

. to influence conclusions; does not keep superiors

" reasonable coric usions. solves unantrcipated

‘ problems and meets agreed-uponrtarget dates;as
“part of completlng projects, meets.with key: people

to identify issues of concern and areas for future

.. work; implements projects according to GAO cri-
‘teria for eificiency qualiiy, and timeiiness includ-

(Continued on Next Page)

Almost Always:

::Exceeds :performance requirements at the Fully
-Successful:and.Exceeds:Fully: Successful-levels;
+.Is.resourcefulin completing difficuitt assignmeqts ,
finds innovative ways to use: automated tools and
: ftechnoiogy. maximizes their potential to improve ]ob
- performance and helps others'in the work area use
.-~them more effectively; maximizes knowledge shar-,
-Ingforthe greatest'possible éfficiency, quality, and

timeliness; diagnoses critical problems immediately -

“dnd quickly provides effective solutions; promptly

adjusts the scope or direction of a project when

10/1/97



2.'Implementlng Projects

Frequently: ~ PO _' _stua‘lIi: o S | o ,‘»Almdst)\lﬁays':.

~-ing compliance with job management policies and " appropriate; synthesizes vast amounts of complex
~procedures and the appropriate use of automated  data to ensure that all work products are relevant
tools and technology; and promotes and encour- to the problem, issue, or project objectives; pre-
ages their use. sents well-supported findings, conclusions; and .-
: recommendations; manages or conducts concur- "
fentassignments effectively and ensures thatcriti- - -

cal and often competing work objectives.are com-

pleted on time; produces exemplary products that

always meet GAO's highest standards for quality

‘andtimeliness. . . - e e i

g8 adeg

1 2 3 a 5
Unacceptable - Needs Improvement “Fully Successful - Exceeds Fully ;SIl_cc_e:s,,.sfuI,k . Outstanding
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3. COmmunleations

Communicating upward and downward to ensure that informatlon flows freely and shared understanding occurs and contributing
to openness, honesty, mutual respect and cooperation that enhances effective communication with other GAO staff. Serving
as a critical link between senior management and staff to communicate policy, management initiatives and prioritles, keeping
staff informed and answering staff questlons about policy, inmatlves and priorities.

Communicating orally and in writing; reviewing products and supporting evidence to ensure application of the dimensions
of quality, and relevance to customers; overseeing the development of reports, management letters, staff studies, and testimony
to ensure their compliance with GAO policies and procedures and effectiveness in communicating project results with particular
attention to the context sophistication of the products; conducting report conferences and review meetings to develop final
products; assisting in drawing conclusions from the reports’analyses; helping provide testimony on project resuits; conducting
briefings with GAO officials, congressional customers, news media, and other interested parties before and after product
distribution; making written and oral presentations on unit plans, policies and procedures budgets staff needs assessments

recruiting, and-products resulting from spec:al projects on many subjects.” oS

Frequently:

Exhibits a passive attitude toward learning and com-
municating new policies, initiatives and priorities to
staff; does not seek answers to questions from staff.

Makes unclear or disorganized oral and written pre-
sentations that evidence gaps in logic; presents

work that is wordy or reflects personal bias; pro-

~duces written material that requires extensive revi-

sion to correct omissions, irrelevancies, organiza-

Band iii Performas s

‘Usually:

Maintains current awareness of and communicates

management policies, initiatives and priorities to
staff; obtains answers to questions from staff to ‘;{ {

ensure clarity.

Uses corect grammar, sentence structure. and":"‘-
style when'writing or speaking; presents materlal ' lored to the intended audience and are authorita-

- tive; convincing, objective, and demonstrate avery

that is accurate, objective, complete, significant,
timely, clear and contextually sophisticated (as de-

fined inthe GAO dimensions of quality); expresses

(Continued on Next Page)

Almost Aiways:‘
Exceeds performance requirements at the Fully

,;Suceessful and Exceeds Fully Successful lev-

: tiveys and priorities to stati probes higher manage-
~_ment to seek clarification: on difficult or: sensmve

questions trom staff. .

Makesi‘ ral and written presentations that are tai-

high level of contextual sophistication; presents =

complex material in a logical, well-organized, con-
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Frequently:

tional problems, and grammar; ignores revisions
suggested by superiors or peers and cannot be
relied upon to review and revise products submit-
ted by staff. '

’ "Un"acéept"alﬁl'e’ -

3 Communications .

_Bangk ll! Pgﬂ_qmggg_g‘ §‘ Lgnga’rgg‘(m‘ m[ny_g g)‘.” '

Usualiy: |

ideas clearly enough that‘readers and listeners
seldom need clarification even when technical ma-
terial is being discussed:; speaks at ease before
most groups, with few distractions; responds ap-

- propriately to unanticipated questions or interrup-

tions in nearly all settings.

3

 Needs Improvement _ Fully Successful - Exceeds Ful

/Successful * Outstanding.

Almost Always:

cise, and thorough m‘anner;”produo'es products that
are accurate and completed before agreed-upon
deadl!nes;.p;pduces,produqts,,thatrequire'minimal'

revision.

10/1/97
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4. External Relations

Acting as an official liaison and representative for GAO in relations with congressional customers and pertinent external
groups, including other agencies; establishing and maintaining contacts with applicable congressional customers throughout
the program/project cycle; representing GAO and agency products to the press; representing GAO at meetings, conferences,
and seminars as a participant, speaker, or to facilitate idea and information exchange; promoting good relations with faculty,
staff, and students at pertinent colleges and universities and with job applicants.

Frequently:

Fails to devélop good relationships with agency Hi-
aisons before starting jobs and may be discourte-
ous fo personnel at the agency being evaluated;

does not keep congressional customers informed..

of work status during reviews; addresses matters
outside of area of responsibility or is unresponsive
to questionsinarea. '

Unacceptable

resulted from earfier contacts; maintains a produc- -

Band il Performance Standards
Usually:
Negotiates liaison'relationShips with other agen-

cies to facilitate information flow and ease any ten-
sions between the agency and GAO that may have

 tive relationship with congressional customers; in-

2 _ L
Needs Improvement  Fully Successful - Exceeds Ful

forms congressional customers of GAO work sta-
tus; refrains from discussing matters outside area
of authority or expertise with the press or other

customers; represents GAO on panels at external

organizations; attends meetings with external pro-
fessional associates to facilitate idea exchange and
good relations. .-

3

ly Successful

Aimost Always:

Exceeds performance requirements at the Fully
Successful and Exceeds Fully Successful levels;

_maintains a high.level-of.visibility and service to
“congressional customers; maintains open channels

of communication with key personnel in other agen- -
cles, particularly upper management and Inspec-
tors General; skillfully explores ditferent perspec-
tives and arrives at workable solutions; maintains
contacts with outside subject experts; eases the
transition of successors; makes time available to . -
represent GAO at conferences and seminars as a
speaker or participant; skillfully handles the media;
displays seasoned judgment and tact when delay-

ing or deferring congressional requests.

5
Outstanding
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‘Taking aleadership role in-developing, supportlng and promotin 't

needs, and meet common:goals including communicatmg openly and candldly, meetmg commrtments :sharing resources. and S
-supportlng other teams and GAO-w:de ob]ectrves and recognizi '

5.Teamwork, Working Relationships, and Performance Management

the contnbutrons of both Indlvlduals and teams

Takmg a Ieadersh:p role'in estabhshrng and marntammg effectrve and constructlve workl Y

. D:scussmg perfonnance expectatlons pro wdmg effectlve feedback, prepanng appralsals, and assistlng employees wrth career

development; communicating and implementing GAO policy and standards, including those regarding equal opportunity and

amwork to achieve mlssion requlrements, satrsfy customer R

_ ,»relationships wr aII GAO stakeholders BRI L
and. others involved in the assignment; including those in headquarters, field, staff, and support units.. Conductmg multi-unit. .-
projects without dissension or delays; displaying a wrde range of mterpersonal skrlls to facthtate d /velopmg new approaches L

: to successfully completmg work Promotrng cooperatron and respect - . :

affirmative action; treating all employees fairly in work assignment, career development and advancement opportunities; and
recommendlng people for awards and taklng correctrve actlons L _

Frequently

Does not coordmate wrth other GAO units on a
timely basis; creating delays and conflicts. Does
not work with team/others to set clear, shared goals;

does not communicate openly.and candidly; places

unnecessary:limits.on team member roles or fails - -
to take opportunities: for flexibilities in-assigned
roles; is-too rigid.in:work style and does not foster

collaboration and cooperation with others; discour-
ages participation and staff involvement in
decisionmaking; creates or tolerates serious im-
balances in the workload of team members that
detract from achieving team objectives; does not
fulfil commitments or agreements; takes team
members for granted and does not seek appropri-
ate recognition for excellence; is slow to act or ne-
glects opportunities to build the specialized or gen-
eral skills that are needed to support short-range
orlong-range objectives; discourages staff partici-
pation, creativity and innovation. :

Usually: T

Shows courtesy and works effectively with person-i

nelin other GAO umts. contacts other GAO units

area of common interest. Works with others to

styles, approaches and perspectives; encourages
participation and staff involvement  in
decisionmaking; takes the lead in ensuring that
everyone carries their part of the workload to meet
team objectives; meets commitments; creates a

positive leaming environment which builds on spe-

cialized and general skills to further work objec-
tives; provides. recognition and rewards for lndivldu-

als and teams that'promote and support’ coopera- .

tlve eltorts

to introduce new staff who will be working in an -

establish clear, shared goals; communicates
‘openlyand candidly promotes flexible roles forselt'» _
‘and other team members; collaborates with oth-. . and concerns- of support -and technical offices to -

ers to get needed skills; fosters different worklng'”“

Almost Always' R
: Exceedsfpertonnance requlrements atthe Fully .

Successful and Exceeds Fully Successful lev-.
els and:.. _

Goes beyond normal protesslonal courtesy when B
working with.other. GAO units; learns the problems . -

improve teamwork regularly assesses the environ-

‘ment for.potential conflicts with other units working
in similar areas., Takes aleading roleinintegrating

teamwork nto day-to-day business;:focuses‘on, -
enlarges orcreates new perspectivesonwaysthat -

‘teamwork.can further GAO goals ‘and-commit-"""

ments; supports others by sharing staff and re-
sources; excels:in the efficient use of resources—
specialized skills, budget, facilities, equipment,

* training, and rewards to support team requirements

and objectives; ensures that commitments and
agreements are met; consults with staff one-on-

. ...-9n@ toimprove managerial and team skills that pro-

| (Continued on Next Page)
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Frequently::

Does not contribute to or works against ensuring a
shared understanding of job objectives, roles and -
report messages.by not facilitating or by exhibiting-
- counterproductive behavior in job-related design
summits.and: other work-related meetings.

_ ‘Is mapproprrately argumentatlve and confronta-
- tional; makes unreasonable:demands on'support -

staff; is discourteous and regularly refers interper-

- ‘sonal-difficulties to superiors before trying to re-

solve them; may criticize, punish, or ridicule peers
without constructively providing any alternatlves‘.‘

Fails to set clear expectations or give feedback on
performance or gives inaccurate, misleading,

vague, or overly harsh feedback; displays defen- -
siveness or.lacks interest during performance dis-

cussions and does not:share information; when re-

viewing a draft, requests revisions without offering

a rationale or revises work without explanation; as-

signs work_unevenly or without regard to ability or
potential; does not encourage the use of training -

resources; moves employeesinto positions in which

‘priate action when pe

: A "Almost Always-*' -

. i mote understanding, trust and effectlve teamwork
.; achieves.a high leve! of staff. participation; creativ-
. ityand innovation; models:exemplary work behav-

. lors and mentors others to. enhance team perfor-
: .7__mance : o

Brings about a shared understandmg of fjob objec-i ‘
tives, roles and report | messages by facilitating job-
~related design summits, message conferences and
- other work-related meetrngs ‘

-Demonstrates leadership by establrshing and main- .
taining effective and constructive working relation-
ships with stakeholders, supervisors, coworkers
and customers; treats coworkers fairly, courteously,

and politely; tries o calm tensions in most conflict
situations and often succeeds; considers alternate

points ‘of view andlistens to peer feedback; fre-
: /quently shares skllls with ]unior staff .

- Sets’ clear expectations includrng how individual ,A

efforts can help achieve appropriate GAO strate-

gic goals-and performance measures, monitors
"performance, and provides adequate feedback -
‘about problem ‘areas; offers specific suggestrons

‘to improve performance in a positive manner; ac-
knowledges good performance and rewards. out-?
-standing’ performance as appro" riate, takes. appro- '
aince or conduct need.
improvement; divides work assignments into man-

(Contlnued,on Next Page) |

, Brings about a shared understanding of ]ob objec-
tives, roles and report messages byfacilitating job-

related deslgn summits, message conferences and
other work-related meetings and coaches others

- Inthese methods. -

Promotes hrgh morale, and motrvates others uses

tact and diplomacy to resolve or significantly re-

:duceinterpersonal conflicts, even in highly stress-

ful situations; requests appropriate assistance if
unable to resolve a conflict.

Establishes performance expectations that are
clear and consistent with staff roles and responsi-

.. bilities; reviews:performance; provides specific
- feedback thatis clear and encourages understand-
“ingand acceptance; maintains approachability; of-
fers praise when deserved and rewards outstand-

ing performance; takes action to provide construc-

_tive feedback on performance that is below expec-
5 ,tati_o_n_s,,assigns work evenly and appropriately and -

provides on-the-job training; demonstrates concern

LA
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5.Teamwork, Working Relationships, and Performance Management

and
Frequently:‘ ‘ . Usually:

- AlmostAlways: :
they cannot function"and provides no deVelo‘pmehtﬁ age"ableiseglment_s'; brov,ides' 'lnfo'_rma,tioh, abotit
assistance; considers race, gender, marital status, training opportunities when an. obvious training .
orothercriteriaina mannerinconsistent with GAO  need exists and discusses ways that staff can build-

for staff development needs and may conduct sys-.
tematic surveys of staff training needs; encourages
participation-in structured training and other job-
L , enhancement opportunities.: - e ‘

equal opportunity and affirmative action policy positive career experiences.
when assigning work or evaluating pe‘rformance.* L T

T2y I TTTTTT s
ot Uhacceptabl,ev - Needs Improvement Fully Successful Exceeds Fully Succegsfﬁl " Outstanding
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6. Organization Management

Demonstrating leadership by maintaining a viable work base for an assigned segment of an issue area and building staff
capacity to address upcoming or emerging work; obtaining timely training to efficiently and effectively enhance the skill base
of staff; formulating, evaluating, or implementing work procedures, practices, or policies; investigating operational problems
and developing strategies for addressing them; establishing financial, staffing, or resource priorities; coordinating assignments
to ensure maximum resource usage or reviewing them for fairness and appropriateness to GAO goals; managing support
staff or administrative or technical assistants; keeping abreast of GAO’s affirmative action plans and unit-level goals for
hiring, promotions, and job assignments; evaluating unit recruiting programs; implementing significant administrative management
duties, including those at regional offices, or suboffices; monitoring relations and agreements with the housing agent; serving
as a representative for GAO-wide aclivities; setting or advising on unit-level policy; serving on policy task forces and representing
superiors at meetings and decision-making forums.

Frequently:

Develops programs and makes decisions without

consulting affected parties; approves required ad-

ministrative forms late,.or. approves inaccurate -

forms; does not visit job sites to observe working
conditions and does not display a knowledge of
employee rights; does not respond to staff input,

projecting an aloof or defensive attitude; holds few.

staff meetings and does not seriously consider the
suggestions that are advanced:; fails to inform staff
of changes in policies or procedures, providing lim-
ited information only when confusion arises; de-
scribes GAO work inaccurately or unfavorably

- when interviewing applicants; presents unclear and

inaccurate evaluations of policies and procedures;

- offers formulations or suggestions regarding work

procedures that contradict established policies; fails

. to anticipate problems or develop effective prob-
lem-solving strategies.

Band li
Usually:

dard

' Applies resources in proportion to priorities, goals,-
and objectives; accurately prepares or reviews
travel vouchers; time-and attendance reports, and

other administrative material; safeguards sensitive

and classified information and maintains up-to-date -

files on GAO policies and procedures; promptly
communicates or helps implement new policies
and procedures to staff; provides feedback on pro-
posed administrative actions; establishes policies
and procedures to ensure phone coverage and
prompt mail delivery and adjusts staff schedules
to meet work loads during peak periods; consid-
ers staff comments and suggestions, conducts staff
meetings ‘and particlpates in informal dlscussions
when time permits; provndes adequate and. timely

thormation on changes in policies or. procedures, _
“identifies the need for timely training to build staff

capacity and ensures delivery of training; accu~

“rately descnbes the job when intemewing appli-

cants.

(Continued on Next Page)

Almost Always:

Exceeds performance requirements at the Fully
Successful and Exceeds Fully Successful levels;

~uses resources so that all work is completed as

quickly and inexpensively as possible; suggests and
pioneers changes in administrative and other man-

‘agement requirements that simplify work; develops

or suggests processes and procedures for easing
the effect of staff changes or innovative approaches
to furthering the agency mission and goals; solicits
comments, suggestions, and complaints from staff -
members, encouraging involvement through effec-
tive meetings and timely discussions; provides full

-and detailed information about relevant work pro-
-cedures; policies, and practices; skillfully interviews
-applicants; presents fair; easily understood policy

formulations: or-suggestions that are not open to
alternative interpretations; points out potential
shortcomings “and suggests alternatives when
evaluating current policies and procedures; pro-
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Appendix VIII

Band L, IT, and |

 Role Definitions

Band I Role
Definitions

Band I has two levels developmental and full performance. Role

[ deﬁmtlons have been developed for each.

DeVeloprnental Level

- vDevelopmental-level band 1 staff are assxgned a variety of job
. experiences to learn the pOllCleS and procedures associated with

GAO audit and evaluation work, including using automated tech-

- - nology and tools for planning, data gathering and analysis, and

. preparing. written products Fact-gathenng and docmnenta.ry

assignments lead to more: advanced planning, data analysis, writ-
ing assignments, and personal contacts inside GAO and in other

k - agencies.  Typical assrgnments mclude

‘ data-gathermg act1v1t1es, such as conductmg research, conductmg
,mtervrews, and- summanzmg facts m writing; -

applymg analyncal methods to data, such as detemumng pattems,
_trends, or u'regulantles and drawmg conclusions;

researchmg and wntmg aspects of audlt plans, con51stmg -of the

" design matrix and the pro,lect plan

mtemewmg agency officrals;

maintaining proper documentahon in the Job Management and
Project File; and" '
writing report segments

Some specialists in thrs band possess basic knowledge in a spe-
cialty field, such as statistics, mathematics, actuarial science, and
accounting, and work with and assist more experienced special-

- ists. - They progressively acquire more advanced knowledge, skills,

and abilities (KSAs) and the ablhty to carry out more difficult
assignments with less supervision. - Staff ultlmately can perform

Hmoderately complex tasks w1th rmmmal supervrsmn

..,‘..,,, B

Staff in tlus band are expected to support and promote collabora-
tive efforts to achieve mission requirements, satisfy customer

needs, meet common goals, and comply with GAO policies, gener
ally accepted govemment aud1tmg standards (GAGAS), and other
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_...requirements. .. All staffalso.should promote teamwork, which
- includes helping .one-another,-meeting commitments, valuing ideas

and suggestions of others, communicating openly and candidly,
encouraging others to participate fully in discussions, employing
techniques for problem solving and-decision making, recognizing
the contributions of both individuals and teams, and ensuring that
the prmclples of equa.l opportumty are properly observed.

Supems10n of staff in thJs band should decrease as the employee

~ obtains experience and knowledge to the point where only broad

assignments are made and the employee devises his or her own
work methods to meet broadly stated objectives. Work is re-
viewed to ensure objectives are met and GAO policies are fol-
lowed ~ '

~ Full-Performance Level

-Full-performance band I staff are expected to perform the full range

.of audit and evaluation functions, including ongoing responsibility for

...aspecific component of:a project . and using planning tools, such as

" design matrices and project pla.nnmg software. Typical assignments
lnclude ;

developmg the audit plan, consxstmg of the design matrix and the
project plan;

leading"data collection efforts or reviewing the data collection
efforts of others, performing report processing functions, referenc-
ing, or clearing referencing points;

selecting and applying analytical methods appropriate to the
situation from a number of altematlves to develop conclusmns and
recommendations;

integrating and consolidating analyses and written summaries of
others to develop draft chapters or complete draft products; and

part1c1pat1ng in or leading meetmgs with GAO and agency ofﬁcxals'
to communicate results of work.

Some specialists in this band possess basic knowledge in a spe-
cialty field, such as statistics, mathematics, actuarial science, and
accounting, and work with and assist more experienced special-
ists. They progressively acquire more advanced knowledge, skills,
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" Band I, II, and -IIT Role" Deﬁnlﬁons

B

Band II Role

Definition

and abilities (KSAs) and the ability to carry out more difficult
assignments with less supervision: ' Staff ultimately can perform

- moderately complex tasks th.h mlmmal supems1on.

Staff in tlus band are expected to support and ‘promote collabora-
tive efforts to-achieve mission requirements, satisfy customer
needs, meet common: goals, and comply with GAO'policies,
GAGAS, and other requirements. ' All staff also should promote

- teamwork, which mcludes helpmg one -another, meenng commit-
. Mments, valmng ideas and suggestlons of others, commumcatmg
- openly and candldly, encouraging others to participate fully in -

dlscussmns, employing: techmquw for problem solvmg and deci-
sion making, recognizing the contributions of both individuals and
teams, and ensuring that the prmclplos of equal opportumty are

.. properly observed

Supervision of staff in this band should decrease as the employee
obtains experience and knowledge to the point where only broad

- -assignments are made and the employee devises his or her own

work methods to meet broadly stated objectives. Work is reviewed -
to ensure objectives are- met and GAO pohc1es are followed '

: Band I staff are responsmle for successfully completing 'assign-

ments or major segments of assignments; using planning tools,
such as design matrices and project planning software; and inte-
grating all phases of audit and evaluation work. Responsibilities
also may include leading other team members. A high level of

- professional competence and leadership potential are the para-

mount charactenshcs that dlsungulsh this band from band L

Typlcal band lI dumes mclude

“serving as a team member on complex or difficult jobs, planning an

entire assignment and demonstrating a thorough knowledge of

E relevant pohcy and planmng tools

developmg, evaluatmg, and revxewmg data collectlon efforts
determining sufﬁc1ency of ev1dence coordinating analysis to

identify reportable lssues and dlrectmg meetings with hlgher level
' ofﬁcxals :
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"

- developing, reviewing, or revising written products of others and -
consolidating report segments into- complete reports or completing
- large segments of major assignments and projects, and effectively
communicating the results to a variety of audiences; and

ensuring. that report processmg requirements are completed and
carried out properly

Staff in this band also may participate in unit management func-
tions, be involved in issue area or other broad planning functions
on the basis of expertise, or perform staff assignments in the home
units or staff offices when skills associated with this band are a
requisite to successful performance.

‘When leading others; duties also may include
assigning woi'k;

«-setting expectatlons momtonng, .coaching, and evaluating perfor- ' é
mance; : "

'counseling staff;
promoting team-building; and
providing for staff development:

Some specialists in this band possess advanced KSAs in one or
more specialized fields. They are proficient in adapting knowl-
edge and theory of specialty fields to complex situations with only
minimal supervision and working with more senior specialists on
unusual or particularly complex tasks. These employees may lead
other specialists or evaluators in multiphased projects and may serve
as consultants to other specialists or generalists. '

Staff in this band are expected to support and promote collabora-
tive efforts to achieve mission requirements, satisfy customer
needs, meet common goals, and comply with GAO policies,
GAGAS, and other requirements. All staff also should promote
teamwork, which includes helping each other, meeting commit-
ments, valuing ideas and suggestions of others, communicating
openly and candidly, encouraging others to participate fully in 5
- discussions, employing techniques for problem solving and deci- \\)
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- sion making, recogmzmg the ‘contributions of both mdlwdua]s and
- teams,-and ensumxg that the prmcrples of equal opportunity are
.‘properly observed. .

All band 1II staff are gwen assxgnments in very general terms and

: develop the a.pproaches to be ‘used; determine resources and staff

o required, and evaluate progress. - Work products are considered

techmcally complete and are reviewed only to ensure that they

conform to GAO pohcles and meet audlence needs.

Band III Role
Definition

Band IlI staff are responslble for an a551gned segment of an issue area
or provide support to a unit head or regional manager in managing the
unit’s work. Mastery of GAO. aud1t and evaluatlon work and the ability

' to 1dent1fy issues that have the potenual to provide dollar savings and/
or nonﬁnanc1a1 benefits to: the government and taxpayers, plan work
: ‘steps for developngobs, and provrde administrative direction of

work to achieve mission obJectwes and performance results are the
paramount charactenstxcs that dJstmgulsh this band from band II.

Ass1gnments mclude personal accountablhty for a single large, ‘
lughly complex or sensitive job involving significant dollar savings
or nonfinancial benefits to the 8overnment, directing concurrent
assignments personally or through others, and broad unit manage-

B ment functlons 'l‘yplcal dutles camed out by band I staff mclude

developmg and momtormg the process for planmng projects;

using planmng tools, such as the Job assessment, design matnx and
project’ planmng software, and contnbutmg to the improvement of

' operatlons through advanced use of technology,

initiating or reviewing projected proposa.ls to assess relevance,
scope, and technical adequacy to meet ongoing requirements for
area(s) of" as51gned program responsrblhty,

- directing the lmplementatlon of pro,;ects through others, ensuring’

soundness of project design and staff use, serving as a quality
assurance point for final products, maintaining accountability by
advising superiors of progress or problems, and representing GAO
in discussions with congressional and agency officials;

Page 99




Appendix VIII
Band I, II, and III Role Deﬁnitions

.demonstrating leadership in promoting collaborative efforts to
.achieve mission requirements; satisfy customer needs, meet common
goals, and comply with GAO policies, GAGAS, and other require- -
ments;

prdmbﬁng'teamwork, which ihcludes helping one another, meeting

commitments, valuing ideas and suggestions of others, communi-
cating openly and candidly, encouraging others to participate fully
in discussions, employing techniques for problem solving and
decision making, recognizing the contributions of both individuals
and teams, and ensuring that the. prmclples of equal opportumty
are properly observed and

fulfilling GAO’s expectatlons for managing employee supervision,-

. performance appraisal, and individual career development; ensur-
ing staff are counseled on skill development; providing opportuni-
ties to develop increased capabilities; and providing regular feed-
back on staff developmental progress.

Employees also may perform general management duties or staff
assigllments in the home unit or staff offices for which the level of
capability 'associated Wi'th this band is appropriate.

_ Specialists in thls band possess a hxgh degree of professional -
knowledge and expertise in one or more specialized fields; are
considered agency authorities and experts in a field with findings,
interpretations, analyses, and judgments authoritative in GAO and
possibly serving as the basis for further agency action; and are
regarded as masters of the technical aspects in a field. Such
individuals may serve in a leadership capacity directing staff or
may have office, division, or agencywide responsibility for all or
some portion of a subject matter area.

Band III staff plan, advise, consult, conduct, or direct work under
only general guidance of a superior. Work is guided by broad
policy and program guidance and is judged on adherence to GAO
policy and the degree of effectlveness to GAQ’s mission require-
ments. -
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