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CHARACTERISTICS OF PERFORMANCE LEVELS

Staft can expect their supervisors to establish position-specific performance expectations and standards.
Atthough staff members overall position performance has many facets. the characteristics of individual performance levels across suecess skitls are represented below.

Fails to achieve

expectations/standards

Does not frlfill position requirements.

Curreeine perjormance plan ast be
autlived e morntored. o ferovation
sniesi B vntieed,

Needs improvement to fully
achieve expectations/standards

Fuails fo meet one or mare of the
Mgnificant position reqiiveients,
Keguires inprovements in areds noted.

arecive porformace plos st be
ensthired and moriored

Fully achieves
expectations/standards

Fulfils position requirerents,
consistentl meeting extablished goals and
expectations, Performance makes the
expecied contributions fo unit goals.

Frecquently exceeds
expectations/standards

Perfurms beyomd expeotations in a
mefority uf position duties and
responsibilities. Consistently meelx and, af
tiste, exeeeds position expectations —
making a significant contribrtian ta the
averall uchiovement of wont/depariment
gods.

Consistently surpasses
expectations/standards

Warks consistently af a superior level in muost
aspects of position; caonsisiently exceeds gouls
and expectations. Makes an excoptionul or
sniqie coniribution to the anivdepartinent,

Inclusiveness:

Shows respect for difference in
backgrounds, hifestyles. viewpounts, and
needs, with respect to eihiierty | gender
creed and sexual anentation

= Fails 1o demonstrate equitable
respect for members of Cornell
Community. [s uncooperative
with certam conmumty
members

*  Avoids opportumiy to buld

= Occasionally demonsirates a lack
of respect for others, may exhibit
difficulty m establishing effective
working relationships with
certain members of communsy.

= Dees not take inttiabive to build

= Demonstrates equitable respect
for and welvomes all members of
Cornell Community

= [stablishes and welcomes
effective workimy relationships
with all members of Comnell

¢ Fregquently seeks opportunities to
encourage others o demonstrate
equitable and respectful treatment
for members of Cornell
Community while modeling
desired behavior,

*  Leads and/or ingpires others in
demonstirating equitable respect for all
members of Cornell Community.

= Consistently promotes cooperation and
welcoming environment for all.

. Gains different perspectives and shares

= Promotes cooperaton and & welcoming
enviroument for all knowledge of diversity and knowledge of diversity and Community = Takes mitiative 1o mmprove with leadership to continually enhance
= Works to understand the perspectives nclusiveness mclusiveness *  Regularly builds Anowledge of cuopcmtmn agd welcome inclusive and diverse environment at
brought by all mdividuals and demonstrates behaviors environment forall. Comell
= Pursues knowledge of diversity and consistent with the University’s = Actively sechs and considers »  Consistently pursues knowledge of
Inclusiveness diversity and inclusiveness different perspechives drversity and inclusiveness and
abjectives. = Frequently seeks to increase and actively develops those skills in others.
apply knowledge of diversity and
inclusveness.
Adaptability: = Fails to change gls;ual patterns of = Exhibits difficulty moadjusting to | = s ﬂc}iblz, open, and receptive to | * Understands and appreciates = Apticipates az}d plvoactivcly r_csponds
= Is flexible, open and receptive 1o new bcha{\*loy or perfotmance to mect changing situations, priorities, new information, ideas and different and opposing to changing situations to achicve work
ideas and approaches specitic expectations. and responsibilities approaches ) perspectives. !'cs‘ults- generating new ideas,
= Adapts fo changing priorities, siluations, - 15 not receplive 1 new = Lacks appreciation and ] Usually adapts to changing = Actively supports changing information, and explores new
and demands information or viewponts. understanding of dafferent priotites, situations, and direction, priorities, and possibiiities.
+  Handtes multiple tasks and priorities - l; upwillmg 10 try or support a perspectives. demands resppnsnbilitics. ) = Champions change and works
. Modifies one’s preferred way ol doing ditficult approach - Has difficulty managing . Handles multiple tasks and - Is willing to experiment and take cffcct’wcly withm a variety of
workload priovities, and adjusts to nisks in tying a ditferent situations, individuals and/or groups to

things

ambiguity and change positively

o Modifies preferred way of doing
things to support organizational
objectives

approach.

= Swilches roles and procedures
easily to facilitate change and can
be relied upon to help others in
this process.

respond to change.

= Inspires, sncowrages and provides
gaidance and support 1o others i
response to change. Maintatns and
promotes receptivity, flexibility and
fucus when dealing with uncentainty,
change and transiton
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Examples of Demonstrated Behaviors:

its to achieve
expectations/standards

Daovs net fulfill pusition requiventents.

Crarective performance pha must be
autimed and monitored, or fét it

Needs improvement to fully
achieve expectations/standards

Fails to mwet one or more of the
significant position regideennrs,
Reyuires improvements i dreas noted.

Corrective pet forimoe pliod it he
onddied wand msstored

Fully achieves
expectations/standards

Fulfills pusition requirements,
consistenthy meeting established poals and
expectations. Performance makex the
expected conteibations to ittt goals.

Frequently exceeds
expectations/standards

Performs bevond expectations in o
majority of position duties and

responsibilities. Consistently meets and. at

time, exceeds position expectariony -
mutking o sigaificant contribution to the
arverdall dohievement of anitidepartment

Consistently surpasses
expectations/standards

Works consistently af a superior level in noxt
wspects of position; consistently exceeds goals
and expectations. Makes an exceptional or
iiitigse contribation to the univdepartment,

st fe sritieated gouads.
Self Development: » Ineffectively applies oy lacks job Frequently fails to pursue Effectively applies and pursues = Customanly mareases job = Continually applics ever-increasing
= Ephances personal knowledge, skilts, and knowledge/shills to mecet developmental opporiumues oppurtunities 1o increase job knowledge/skills w accomplish Job-knowledge/skills W address
abilities standards andror apply new skifls to meet knowledgeskills wo complete objectives. challenges and/or lead new
= Anticipates and adapts to technological - Avoids and '01’;391.'.«‘. not benefit standards obfectives = Often secks, accepts, and nitiatives, ’
advances as necded fromy appostuities for learming. Daocs not Iully miprove behaviors Acts snccesstully o aunpiove achieves noteworthy success on = Regulardy seeks additonal
= Sceks opportunity for continuous leaming | = Docs vot improve belaviors U FESPONSL 10 pertormance behaviors in response to rxdd@!ional responstulives rgsppxjsibilitics and achieves
. ks and acts upon perfonmance response (o performance feedback pertormance feedback * Actively seeks development significant success.
Teedback feedback. performance feedback and acts *  Demonstrates contisuous
upon put to continuously improvement in selt and mspives
imiprove perforniance. others toward i
Communication: = Fails to write andoor speak Writes and speaks in ways that Wrires and speaks clewly and «  Wiites and speaks frequenthy in *  Consistently demonstrates highly
= Demonstrates the ability to express ectively. Does not convey hamper eftectively conveying succinctly in a variety of sertings varied settings and styles to effective and tailored writing and
thoughts cleardy, both orally and in messages or Ideas clearly messages and ideas and stvles to convey messages convey messages s wdeas 1n speaking styles to convey messayes
wiiting and idueas cftectively. persuasive, etfective, and and ideas to vared audiences to
= Demonsittes ¢Hective Histening skills = Ihsplavs weffeclive listening ) INSpIFIng manner build undmstqndmg commitment,
= Shares knowledge and information skills, including interrpting Exhibits fess than effective Demonstrates atientive, patient s  Exhibits lafented balance in and organizational effectiveness.
= Asks questions and offers npat for others, IAPProprate responses, histening through distraction, and active Iistening: accurately fistening to, secking and drawmng |« Consistently exinbits carnest
positive results mpaticnge. arogance or disintergst, overachive fesponse, restates others’ views. aut others’ views, avcurately listening and consideration to build
disintescst, und nubility to wterruption, andfor somewhat synthesizes individnal and group trust and confidence while carrying
accurately restate others” views, maccurale restatement of others’ conclustons, mput forward o appropriate parties.
vigws, Shares hoowledge and = Consistently models ighly effective
+  Fails to share knowledpe and/or Faxhibits difficulty i sharimy intormation with timeliness in e Effectively enconrages others o belaviors 1o sharing knowledge and
wnformation in an eflective knowledge and/or information i manners appropriate to particular share knowledge and information information that propels and teaches
manner. a timely, effective mauner audlience. with timelmess while modeling others to perform in like manner.
those same behaviors
Teamwork: *  Frequently displays behaviors On occasion, displays behaviors Exhibits expected workplace *  Often exhibits positive behavior = Consislently leads colleagues to
= Builds working relationships fo solve aud actions that are mconsistent and actions that are inconsistent courtesy, respect and individual that promotes, supports, and spired cooperation and teamwork
probiems and achreve common goals with expected workplace with expected workplace consideration influences cooperation from m support of college/unit/university
s Demonstales sensibvily to the needs of courtesy, respect and indrvidual courtesy, respect and individual others while demonstrating goals. )
athers congideration. consideration, Behaves m manners that cousideration for others. = Actively seeks and gives respectiul
«  Offers assistance, support, and feedback = Frequently belaves i manners Sometrmes exhibits behavior that positively inthuence working = Frequently gives and seeks and constructive feedback among
10 others detrimental to conorkers. 15 detrimental to the morale redationships, respectful and constructive colleagues, improves own aclions in
s Works effectively and cooperatively with teamwork. and'or customers andor the accomplishments of feedback among coworkers and response, and enconrages others to
athers *  Does not cooperate with others to the wark group andror customers Contributes effectively to superiors 1o simprove morale do the same
achieve assigned goals. Has difficulty cooperating with depanmental and cross- and/or group accomplishments. = Consistently develops opportunities
.

otlers wo achieve assigned goals

departmental goals

Frequently enhances working
relationships to improve
departmental and gross-
departmental accormplishments.

for self and colleagues to improve
working relationships and work
outcomes.
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Examples of Demonstrated Behaviors

expectations/standards

Draes wor fudfilf pesition reqirenients,

{orres tive perforisior plont mest he
onrliped qind punnioyed e tereesation
ainst b pitiedod

achieve expectations/standar

Fuils to mieet oste or more of the
Nigaificant poxition reqaicenionts,
Hequires nprovements in areas noted.

{nrrvcitve pes jarmaice plan st e
swtlined s f monitered

expectations/standards

Fulfifls position requirensents,
comvistently vwering established goaly aond
expectatiom. Peiforsnce makes the
expected contributions to unit gos.

expectations/standards

Forfarns bepand expectations in a
aijority of pesitian ditics wnd
responsibilities. Consistently meety and, at
tine, exeeeds position expectarions -
miking a significant comtribution to the
everall achicvement of wunit/department
graatls,

expectations/standar

Works congistently at a superior level in most
Uspecey sif pes
and expectations. Makes an exceptionaf vr
unique contribution to the unit’department.

fion; consisiently exceeds gouls

Service-Minded:

*«  Is approachable/aceessible to others

= Reaches ont to be helptul moa timely and
fesponsive manner

s Stves to sausly one’s external andqo
unternal customers

s diplomatic, courteous. and welcoming

e

*  Displays behaviors and actions
that are detnmental to vo-
waorkers, tcamwork, and
CHSIome s

e [feractions with internal and
extermal customers are
characterized as discourteous,
untesponsive, untimely, rade, or
dysgespectiul,

= At unws displays actions that are
detnmental o customer-service
relatonships.

* dnareas adentified. does not
provide expected fevel of
assistance and service o miernal
andor external customers,

* Demonstates unsatisfactory
performiance m one or more of
the behaviars noted immedsately
tar the night i the “Fully
Acliseves” categon

Sstablishey and mamtams
productive work 1¢lationshsps
wath colleagnes and customers

= Understands customer needs and
works to meet them, @aking inte
cousideration ethical behavior,
university polivies, regulations,
and resources.

= Isapproachable, diplomatic,
accessible, and welcoming

*  Reaches outio be helpful Is
proactive in providing helpfid,
cowrteaus, and timely assistance

s accountable for correcting
problems related 1o services
provided

*  Regularly seeksimplements
Iprovements i eistomer
relationships

*  Strongly exhibits posiive
behavior that promotes aad
mflugnces cooperation from
otliers.

*  Lnderstands customer cultare
amd history - often anticipating,
thesr needs

g recognized by customers as
one who is very
knowledgeablefexperience and
usually serpassed thers
expectaons

*  Readily adipts W needs of
diverse customers.

= Yiewed and wusted by miernal and
external customers as extremely
knowledgeable and highly skilled at
what they do.

= Contributes and leads innovation
and workable solutions o
project/problems

= Iy valued as a partner n addressing
customer needs.

= Is sought after to advise on complex.
Ingh level issues and activities.

. Is viewed as a role model m
commitinent, interactions, and
performance results with all
customers

Stewardship:

*  Demonstrates acconntability i all work
1esponstbilities

»  Exercises sound and ethical jndgment
when acting i behali of the university

= Exercises appropriate confidentiality in all
aspects or work

= Shows commitment to work and to
consequences of own actions

= Has poor adendance, which
hinders worktlow and
achievement of oiganizational
abjectives.

= Routinely makes errors in
handling of resources and/or
information that comproquses
organizational pbjecuves and
operating inlegrity.

= Fails to demonstrate commitment
and aecountability 1n actions,

= Displays inegular attendunce that
unpacts worktlow and
acluevement of organizational
objectives

= Oceasionally mahkes crrors in
handhing of reseurces and ot
intormation that compromises
organizational objectives

= Dusplays behaviors inconsistent
with comnuiment and
accountability

= Maintains regular attendance to
meet organizahonal needs

«  Demonstrates aceountability |
trustwaorthiness and balance in
handling information, processes
and resources to effectively
pursie organizational obgectives,

= s conunitted to and accountable
for work responsiihities and
actions o achieve organizational
abjectives.

«  Maintains excellent attendance
and is very dependable in
accomphisling organizational
needs.

o Demonstiates strong mtegrity and
sound judgment in the use of
resources and the handlmg and
mterpretation of highly sensitive
mformation while pursuing
organizational objectives.

»  lnspires strong comnutment and
accountability among others by
modeling appropriate behavios.

«  Consistently demonstrates excelfent
attendance, dependability, and
dedication to accomplishing
organizational objectives.

e Leads others to behave with
integrity and sound judgment in the
use of resources and the handling
and mterpretation of highly sensitive
formation while modeling those
behaviors to achieve organizational
objectives

e (Gives recognition to those who
demonstrate sttong commitinent and
accountability while modeliny those
same behaviors,
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Skills for Success

Exumples of Demonsirated Behuviors

ails to achieve
expectations/standards

Dovs pot fulfifl position requiremnents.

Carrecnve performunce plat st be
artiined wrid meiniored, or lermaation
eusit he wititod

Needs improvement to fully
acl

Fuils to mect ane or mare of the
sfgnificant position requirestents.,
Keguires imprravements by areas noted,

$nrses iy o frrsiasice plas nust be
tntlined sond moaatored

ve expectations/standards

Fully achieves
expectations/standar

Fulfills position requirements,
canyistently meeting establivhed goals and
expectations. Performance mukes the
expiected contribstions fo unit goals,

Frequently exceeds
expectations/standards

Performy beyond expectationy in a
wafority of position dutivs and
responstbifities. Consistently meets and, af
time, exceeds position cxpectitions —
suhing o significant contribution to the
wverall uchicvement uf unit/deparintent
gols.

Consistently surpasses
expectations/standards

Works canvistently at a superior fevel in most
aspects of positine; cosnsistently exceeds gouls
and expectations, Mukes wrn exceptionut or
uniywe contribution to the wnitdepartment.

Motivation:

*  Shows mitiauve, anticipates needs and
1kes actions

hd Demonstrates innovation, crealivity and
mformed nsk-taking

*  Engages w problem-solving: suggests
ways toamprove performance and be
more elficient

. Saves to achieve individual | st and
university goals

*  Shows hitle o1 no nterest in the
wark

4 Often delrvers maccurale and
penerally undependable resalts.

= Resists Jearning the more
complexeresponsible pants of the
joh.

* s frequently absent or fate to
work

= Usually turps o others to solve
probicns

»  Isreluctant to take on new
assignments

. Does not seek to contnbute
beyond basic assigniments,

= Attendance may be
undependable

b Is generally enthusiastic about the
work and welcomes new
responsibiliies.

. Prodaces dependable, accurate,
and imely resulis,

»  Effectvely addresses work
problems and demonstrates
proactive problem solving,

*  Hasa “can-do” attitude and is a
positive influence on others

*  Mamtaing cooperative working
relationsiups with co-workers and
SUPCIVISOrS

= Antcipates beeds and fgures out
new ways to meel then.

= Often contrtbutes vreative ideas
to improve the work,

. Builds cooperative working
relationships with others outside
the work group

*  Encourages others to take
positive action on problen-
solving and’or new assigniients

*  Frequently displays behaviors
that have a positive smpact on
coworkers’ marale

] Consistently demonstrates motivated
behavior and inspives it in others.

= Provides leadesship 1o others in
sofving work problems.

= Activates motivation in others.

= Routinely seehs, accepts and
achieves a bigh level of success on
new responsibilities.

»  Contributes significantly to the
organization’s morale and success
well beyond the job requirements.
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