



Guidance for Employee Accomplishments
Performance Evaluation

2007 Accomplishments  

Name:  
Division:  

Notes: Performance inputs must be linked to each critical element (an action can support more than one element), should be quantitative where possible [i.e. what was the task, how well did you accomplish the task, and what was the benefit], and should show results and how it benefited NOAA-OCFO, or a customer.

USAO requirements:  Accomplishments should not be longer than 2 pages, must use 12 point font, and should be in a “bulleted” format.  Below are just some sample inputs.
· Provided templates and example Statements of Work, assisted with government estimates, and helped Line Office prepare other contract documents for NEPA studies resulting in timely issuance of all required NEPA contract actions.

· Responded to numerous requests from the OIG and GAO with accurate, timely submissions thus minimizing audit findings.

· Assisted Line Offices with prioritization and management of projects resulting in 100% on-schedule, on-budget project execution.
· Provided training to Line Offices and Programs on safety requirements.  95% of all NOAA employees trained in basic requirements.

· Achieved 100% on-time completion of lease renewals.

· Developed new process to shorten the time required for project completion.  Briefed NOAA offices on process and implemented new process resulting in a 10% reduction in time from project conception to completion.

· Ensured 100% accurate and timely completion of all contract actions and reports assigned to me as a COTR.

· Ensured all staff members were trained in safety, IT security, and diversity programs, achieving 100% timely completion in all NOAA required training, and supported professional education and other training opportunities for staff keeping all staff abreast of current initiatives.

· Timely hired two new employees using new pay demonstration processes and ensuring best candidates were selected.

· Participated on NOAA safety investigation team conducting a complex mishap investigation resulting in significant recommendations for improvements and lessons learned.
· Completed 100% inventory with no adverse audit findings.
· Processed 85% of all property actions resulting in a 30% decrease in UPR.

