Major Job Responsibility #1: Managing Human Relations

NAME:  _____________________________
 ROUTING SYMBOL:  ______________

PERFORMANCE CYCLE:  From _____________  to  _____________

ORGANIZATIONAL GOALS/OBJECTIVES:  (Link outcomes to these.)

Link to Flight Plan

Organizational Excellence, Objective One:

Strategy – Build stronger leadership to achieve strategic goals and manage resources effectively.

Initiative – Undertake a timely and effective approach to conflict management. 

Link to LOB/SO Strategic/Business Plan

Directions: Established by each organization based on how these outcomes and expectations fit into their plans.

OUTCOME:  (An intended product, result, accomplishment, or objective for which expectations are established. May be established at the individual or team level.)

A safe, secure, and hospitable work environment that:

· Promotes productivity

· Supports collaboration

· Supports the principles of EEO, affirmative employment and diversity. 

Primary  (X)


Secondary  ( )


Additional  ( )

Major Job Responsibility #1: Managing Human Relations (Continued)
EXPECTATION:  (The criteria that measure an outcome in terms of quality, quantity, timeliness, or manner of performance.)

1.  Address work environment issues within the scope of his/her responsibility within timeframes prescribed by and in accordance with laws, regulations, negotiated agreements, FAA and/or organizational policies.  These issues include disputes, grievances, complaints, workplace hazards, security, and safety matters.

2.  Implement applicable Employee Attitude Survey (EAS) initiatives in support of corporate or organizational goals.

3.  Communicate Agency and organizational affirmative employment, EEO, and diversity policies to each employee on an annual basis.

4.  Discipline subordinates who engage in disruptive, discriminatory or otherwise inappropriate conduct.

5.  Implement applicable affirmative employment initiatives in support of corporate or organizational goals. 

6.  Demonstrate and recognize performance in the areas of managing diversity, EEO and affirmative action as demonstrated in accordance with Appendix A. 

Major Job Responsibility #2: Managing Performance

NAME:  _____________________________
 ROUTING SYMBOL:  ______________

PERFORMANCE CYCLE:  From _____________  to  _____________

ORGANIZATIONAL GOALS/OBJECTIVES:  (Link outcomes to these.)

Link to Flight Plan

Organizational Excellence, Objective One:

Strategy – Increase the commitment of all employees to fulfill organizational goals.

Initiative - All

Strategy – Improve our ability to acquire, develop and retain a diverse highly skilled workforce.

Initiative – Put in place a corporate and employee training and development program.

Link to LOB/SO Strategic/Business Plan

Directions: Established by each organization based on how these outcomes and expectations fit into their plans.

OUTCOME:  (An intended product, result, accomplishment, or objective for which expectations are established. May be established at the individual or team level.)

Optimal organizational and individual performance through implementation of applicable performance management systems. 

Primary  (X)


Secondary  ( )


Additional  ( )

Major Job Responsibility #2: Managing Performance (Continued)
EXPECTATION:  (The criteria that measure an outcome in terms of quality, quantity, timeliness, or manner of performance.)

1.  PERFORMANCE:

a) Develop, in collaboration with each employee, performance plans that align with Agency and organizational goals within prescribed timeframes.  Encourage employees to identify ways to improve work processes and products.  Adjust plans as needed during the cycle.

b) Continuously monitor employees’ performance and provide formal and informal feedback, coaching, support, reinforcement, guidance or action as warranted. Conduct an appropriate number of formal feedback sessions during the performance cycle. Encourage employee-supervisor collaboration in all performance management processes within established timeframes. 

c) Apply a wide array of methods (monetary and non-monetary) for recognizing positive performance timely to the event. 

d) Take corrective action in a timely manner if performance improvements are needed.  Prepare an Opportunity to Demonstrate Performance (ODP) or other line of business specific performance improvement plan when appropriate. Evaluate, discuss, and document employee progress. 

2.  TRAINING AND DEVELOPMENT:

a) Identify critical tasks (position essential) training needs for all employees. Ensure a plan is developed and maintained for satisfying these needs. Evaluate training to determine whether training objectives have been accomplished. Foster the application of new knowledge and skills to the workplace. 

b) Offer each employee the opportunity to collaboratively develop an Individual Development Plan (IDP). Assist interested employees in developing and implementing the plan consistent with operational requirements and resource constraints. 

Major Job Responsibility #3: Managing Resources and Administrative Programs

NAME:  _____________________________
 ROUTING SYMBOL:  ______________

PERFORMANCE CYCLE:  From _____________  to  _____________

ORGANIZATIONAL GOALS/OBJECTIVES:  (Link outcomes to these.)

Link to Flight Plan

Increased Safety, Objectives One to Eight:

Strategy – All

Initiatives – All

Organizational Excellence, Objective Two:

Strategy – Develop and implement ways to better control costs.

Initiatives – All 

Organizational Excellence, Objective Three:

Strategy – Better prepare managers to use cost and performance data in making decisions.

Initiatives – All

Strategy – Find faster, more efficient ways to collect and measure customer feedback and satisfaction.

Initiatives – All

Link to LOB/SO Strategic/Business Plan

Directions: Established by each organization based on how these outcomes and expectations fit into their plans.
OUTCOME:  (An intended product, result, accomplishment, or objective for which expectations are established. May be established at the individual or team level.)

Optimal human and financial resources management to accomplish Agency and/or organizational goals and objectives. 

Primary  (X)


Secondary  ( )


Additional  ( )

Major Job Responsibility #3: Managing Resources and Administrative Programs (Continued)

EXPECTATION:  (The criteria that measure an outcome in terms of quality, quantity, timeliness, or manner of performance.)

1.  Identify, submit, and justify to the appropriate level of the organization resource needs based on Agency and/or organizational requirements within required timelines.

2.  Manage resource such as overtime, supplies, travel and equipment within the budget allocation as identified by organizational objectives.

3.  Continuously evaluate programs and activities to identify more efficient means of accomplishing objectives.  Implement as appropriate. 

Major Job Responsibility #4: Delivering Organizational Products and Services

NAME:  _____________________________
 ROUTING SYMBOL:  ______________

PERFORMANCE CYCLE:  From _____________  to  _____________

ORGANIZATIONAL GOALS/OBJECTIVES:  (Link outcomes to these.)

Link to Flight Plan

Directions: Established by each organization based on their outcomes & expectations for this major job responsibility. 

Link to LOB/SO Strategic/Business Plan

Directions: Established by each organization based on their outcomes & expectations for this major job responsibility.

OUTCOME:  (An intended product, result, accomplishment, or objective for which expectations are established. May be established at the individual or team level.)

Organizations shall develop at least one outcome specific to the products and services delivered by the organizational unit that the supervisor directs. 

Primary  (X)


Secondary  ( )


Additional  ( )

EXPECTATION:  (The criteria that measure an outcome in terms of quality, quantity, timeliness, or manner of performance.)

Appendix A

This appendix supplements Major Job Responsibility #1, Expectation #6: “Demonstrate and recognize performance in the areas of managing diversity, EEO and affirmative action.” 

The material below supports the outcome and expectations for supervisors, managers, and executives promulgated in the Administrator’s Memorandum of October 2, 1997, “Model Work Environment Outcome and Expectations for Supervisory/Managerial/Executive Positions.”  It remains applicable to the new core performance standards for supervisors. 

Managing diversity is the way in which we influence our performance and behavior. 

Demonstrates leadership and commitment to the FAA goal to create and maintain a positive work environment by communicating openly and honestly his/her expectations for transforming the FAA and, specifically, his/her organization into a model Federal workplace. 

Takes appropriate action to maintain a positive environment for all employees by:

· Treating employees with dignity and respect.

· Eliminating an environment where employees feel harassed or threatened. 

· Acting promptly and appropriately to address and not condone hostile, offensive, or abusive conduct and behavior.

· Coordinating work, developmental assignments and training equitably.

· Promoting participating and inclusion in decision-making and problem solving.

· Holding employees accountable for actions that disrupt the positive work environment; actions involving discrimination on the bases of political affiliation, race, color, religion, national origin, sex, sexual orientation, marital status, age, disability, or any other characteristics not bearing on job performance. 

· Recognizing employees who contribute to a positive work environment.

· Developing positive relationships with employees associations, special emphasis groups and other stakeholders. 

Appendix A (Continued)

Equal Employment Opportunity (EEO) is required by law and ensures that Federal employees or applicants are protected against discrimination based on race, color, sex, religion, age, national origin, and disability.

Understands and effectively communicates the principles of EEO by servicing as an advocate in promoting the agency’s commitment to identify and eliminate discriminatory practices, policies, and conditions.

Takes prompt and deliberate actions to eliminate discriminatory practices, policies, and conditions associated with hostile work environments or harassment and hold employees who engage in discriminatory behavior and practices accountable for their actions. 

Makes good faith efforts to resolve complaints at the lowest possible level by being cooperative with complainants, EEO counselors, investigators and mediators and considering different options for resolving complaints, including Alternative Dispute Resolution (ADR). 

Affirmative Action is required by law and describes efforts to remedy under representation of minorities, women, and people with disabilities resulting from the effects of past discrimination through the express considerations of race, gender, and disability.

Takes meaningful and measurable actions to correct under representation in support of the FAA Affirmative Employment Plan (AEP) and effectively communicates those efforts.   
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