ARC10B Evaluation

SAMPLE FOR AN Administrative Assistant

Goal #1: To review and approve all local, domestic, and foreign travel orders/vouchers (which includes sponsored travel) and outside activities for assigned laboratories/branches within 3 business days of receipt.
I.  Level of Goal:


Outstanding: equal to or greater than 95%


Above Average: equal to or greater than 90%

II.  Incentive (50% of Incentive based on Goal #1):


Outstanding = 3 - 5% of base pay


Above Average = 0 - 2% of base pay

III.  Measurement


A. All documents are to be date stamped upon receipt 


B. Process documents (which may include “print review”)


C. Log actions in and out (standard log which will be used by all AAs)


D. Submit logs quarterly to Lead AO (Cathy)

Timeliness of Reviews

(Results from Travel Logs)

	# Travel Orders Processed
	# Travel Orders Processed within 3 days
	# Travel Orders processed late
	# Travel Vouchers Processed
	# Travel Vouchers Processed within 3 days
	# Travel Vouchers Processed late
	% Travel Orders Processed on Time
	% Travel Vouchers Processed on Time

	21
	16
	5
	9
	6
	3
	76
	50


2.  Goal #2: To display team “values” in all aspects of work.
· Values: Teamwork, Commitment, Respect, Integrity, Customer Satisfaction, Flexibility

II. Measurement:  (Results from AA Mid-Year Survey)

A. Feedback from ARC Manager – 

Strengths

Weaknesses/Areas to be improved upon

B. Feedback from AO – 

Strengths 

Weaknesses/areas to be improved upon

C. Feedback from Team Leader  - 

Strengths

Weaknesses/areas to be improved upon

D. Feedback from Team Leader  - 

Strengths

Weaknesses/areas to be improved upon

