	Employee’s Name (Last, First, MI)

     
	SSN (Last 4 digits)
    
	Rating Period From:

     
	To:

     

	FOREIGN SERVICE SKILLS FEEDBACK WORKSHEET

	TECHNICAL AND ANALYTICAL SKILLS:  Blends knowledge of technical, program or administrative disciplines with knowledge of USAID values and business processes and applies them to the particular setting to solve problems, meet customer needs and achieve results that support Agency objectives.  Remains abreast of developments in the discipline and trends in U.S. foreign policy.   

	PROFESSIONAL EXPERTISE 
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A 

	· Demonstrates the ability to implement development theories and practices 
	 FORMCHECKBOX 
   Met                                             

	· Utilizes technical skills of backstop to effectively implement USAID’s strategies, goals, objectives, policies and procedures

· Adapts technical, development, programmatic and administrative knowledge and skills to develop strategies and produce results

· Demonstrates the professional and technical skill to effectively perform the work 
	 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met

	
	

	USAID VALUES AND BUSINESS PROCESSES
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Understands and exemplifies USAID Core Values 
	 FORMCHECKBOX 
   Met                                                   

	· Applies USAID business processes to accomplishing the work
	 FORMCHECKBOX 
   Area for Improvement

	· Demonstrates the ability to apply regulations and policies to the business process
	 FORMCHECKBOX 
   Not Met

	
	

	INFORMATION-GATHERING ANALYSIS, AND PROBLEM SOLVING

(INCLUDES KNOWLEDGE MANAGEMENT)
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

 FORMCHECKBOX 
   Met

	· Demonstrates the ability to gather, organize and translate information into practical 
	 FORMCHECKBOX 
   Area for Improvement                              

	       application

· Identifies problems, issues and obstacles that may affect accomplishing the work

· Works through problems, identifying causes, weighing solutions and determining appropriate course of action

· Participates in communities of practices, networking and knowledge sharing to develop and promote best practices and new applications
	 FORMCHECKBOX 
   Not Met

	
	

	CUSTOMER SERVICE
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Identifies internal and external customers, clients and stakeholders  
	 FORMCHECKBOX 
   Met                              

	· Anticipates customer service issues and makes adjustments accordingly
	 FORMCHECKBOX 
   Area for Improvement           

	· Balances competing customer needs and demands through prioritizing work

· Develops approaches to meet customer needs and improve customer service
	 FORMCHECKBOX 
   Not Met                            

	
	

	Comments

     



	Employee’s Name (Last, First, MI)

     
	SSN (Last 4 digits)
    
	Rating Period From:

     
	To:

     

	RESOURCE MANAGEMENT:  Manages one or more of the following Agency resources to maximize organizational performance and/or produce development results:  Financial, Personnel, Contracts/Grants or Physical Assets.  Leverages Agency resources to achieve Agency’s objectives.

	BUDGETING AND FINANCIAL MANAGEMENT 
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Demonstrates mastery of  USAID budgetary and financial management procedures
	 FORMCHECKBOX 
   Met     

	· Prepares accurate and timely budgets, tracks expenditures, deobligates funds

· Justifies financial resources needed 

· Determines cost-effective ways to utilize financial resources

· Leverages other donors and non-traditional partnerships
	 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met



	
	

	HUMAN RESOURCE MANAGEMENT
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Adheres to the Employee Evaluation Program procedures and guidelines 

· Evaluates performance – self, team and subordinates

· Ensures staffing levels and team performance are in line with program requirements
	 FORMCHECKBOX 
   Met                              

 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met



	
	

	PROCUREMENT AND CONTRACT/GRANT MANAGEMENT
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Demonstrates mastery of USAID procurement policies and procedures 
	 FORMCHECKBOX 
   Met                       

	· Participates in planning, preparation of statements of work/program descriptions

        and review of proposals for acquisition and assistance awards

· Manages acquisition and assistance awards and monitors compliance 

ASSET MANAGEMENT

· Monitors use of and ensures accountability of physical assets

· Identifies physical asset requirements and prepares specifications for procurement


	 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met

 FORMCHECKBOX 
  Outstanding                   FORMCHECKBOX 
  N/A

 FORMCHECKBOX 
  Met 

 FORMCHECKBOX 
  Area for Improvement

 FORMCHECKBOX 
  Not Met               

	Comments
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	SSN (Last 4 digits)
    
	Rating Period From:

     
	To:

     

	LEADERSHIP: Assesses the environment and draws upon staff input to establish direction and vision for the operating unit.  Builds consensus to implement vision. Motivates and empowers staff to solve problems and delegates decision making as appropriate.   Takes responsibility for own professional development.  Mentors and guides staff to assume increasing levels of responsibility in the organization.

	DIRECTION AND VISION
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A 

	· Contributes to achieving the operating unit’s vision and strategic goals and objectives

· Promotes innovation and calculated risk-taking


	 FORMCHECKBOX 
   Met    

 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met                      

	
	

	CONSENSUS BUILDING
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Supports team consensus 

· Uses negotiation skills to achieve consensus within the team

· Encourages constructive dissent and resolves conflict
	 FORMCHECKBOX 
   Met

 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met

	
	

	MOTIVATION AND EMPOWERMENT
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Motivates self and others to accomplish the Agency’s strategic goals and objectives 
	 FORMCHECKBOX 
   Met                             

	· Delegates meaningful and challenging work to subordinates
	 FORMCHECKBOX 
   Area for Improvement            

	· Motivates team to find and implement alternative solutions 

STAFF DEVELOPMENT

· Seeks out training and on-the-job experiences to fill skill gaps for self and others

· Encourages professional growth for subordinates

· Mentors staff through effective performance feedback 
	 FORMCHECKBOX 
   Not Met

 FORMCHECKBOX 
  Outstanding                   FORMCHECKBOX 
  N/A

 FORMCHECKBOX 
  Met

 FORMCHECKBOX 
  Area for Improvement

 FORMCHECKBOX 
  Not Met

	CULTURAL SENSITIVITY AND RESPECT FOR DIVERSITY

· Seeks opportunities to learn about different cultures 

· Demonstrates a sensitivity to, and takes into account differing cultural perspectives 

· Values team diversity by cultivating cultural, experience and skill diversity within the team
· Fosters the integration of diverse experience, skills, and perspectives of individuals in the work environment

· Takes positive steps to promote sensitivity to cultural and individual differences in the work environment
	 FORMCHECKBOX 
   Outstanding                  FORMCHECKBOX 
   N/A

 FORMCHECKBOX 
   Met

 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met
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	To:

     

	TEAMWORK AND PROFESSIONALISM:  Conducts self professionally, fostering an organizational environment characterized by open communication, cultural sensitivity and respect for divergent employee backgrounds, management styles and points of view.  Inculcates respect for equal employment opportunity principles and ensures their uniform application in the workplace.

	COMMUNICATION
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A 

	· Speaks clearly and persuasively 
	 FORMCHECKBOX 
   Met                               

	· Articulates point of view tactfully

· Encourages others to present differing points of view

· Practices active listening and encourages open communication

· Speaks effectively in group settings

· Chairs meetings skillfully 

· Writes succinctly and persuasively

· Produces written material that reflects all relevant views, highlights essential points 

       and clearly explains essence of subject to the intended audience
	 FORMCHECKBOX 
   Area for Improvement           

 FORMCHECKBOX 
   Not Met



	
	

	PROFESSIONAL CONDUCT
	 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

	· Holds self accountable for duties and responsibilities
	 FORMCHECKBOX 
   Met                              

	· Is the example for high ethical standards

· Works effectively both independently and as part of a team

· Is reliable and dependable

ADAPTABILITY AND FLEXIBILITY 

· Demonstrates adaptability, versatility and flexibility in ever changing situations

· Works effectively in overseas environments

· Volunteers for new tasks and helps others to achieve organizational goals and objectives 

· Anticipates, plans for and manages change

DIVERSITY, EQUAL EMPLOYMENT OPPORTUNITY (EEO) KNOWLEDGE AND

IMPLEMENTATION

· Demonstrates a thorough knowledge of EEO polices and procedures

· Sets the example by fostering and promoting an environment free of discrimination, bias, unfair or maltreatment and harassment 
· Verifies through monitoring and follow-up to assure that employees are provided appropriate accommodations, skills are fully utilized and they receive full consideration for career enhancing assignments and promotions


	 FORMCHECKBOX 
   Area for Improvement          

 FORMCHECKBOX 
   Not Met

 FORMCHECKBOX 
   Outstanding                   FORMCHECKBOX 
   N/A

 FORMCHECKBOX 
   Met                              

 FORMCHECKBOX 
   Area for Improvement           

 FORMCHECKBOX 
   Not Met

 FORMCHECKBOX 
   Outstanding               FORMCHECKBOX 
   N/A

 FORMCHECKBOX 
   Met

 FORMCHECKBOX 
   Area for Improvement

 FORMCHECKBOX 
   Not Met



	Comments
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