MAIN USER GUIDE

FOR THE

SPECIFIC SKILLS FORM

This form is used at the operating unit level (i.e., Office/Bureau/Mission/Division) to help focus discussions and feedback among the Appraisal Committee, Rating Official and employee.

Each employee should be evaluated in the context of the operating unit of which he/she is a part and, for Foreign Service employees, against the personal grade of the employee or for Civil Service employees, against the grade of the employee’s position.

For Civil Service Employees, the rating of the Specific Skill Area may not be factored into the employee’s Summary Rating, which is derived uniquely from the rating of the employee’s performance against the Work Objectives in Section 2 of the AEF.

