PERFORMANCE GUIDELINES
July 2017

This document is intended to assist employees in understanding what is expected to fully perform their role, duties, and responsibilities (Meets) and areas that would indicate the employee is performing consistently beyond those requirements (Accomplished or Distinguished).  As with any of our guidance documents, it is neither a checklist nor an all-encompassing document.  It is the Management Team’s consolidated effort to describe what will be considered in evaluating performance.

In order to “Meet Expectations,” employees need to be performing elements more times than not.  If the employee is consistently performing not only the elements in the Meets area, but whose performance exceeds the elements in the Meets areas, an Accomplished or Distinguished overall rating can be assigned.  The degree to which the employee performs, along with quality and/or quantity, will determine the distinction between the two highest ratings.
ELEMENT 1 – PROCUREMENT FUNCTIONAL WORK OBJECTIVES

Demonstrates a commitment and personal responsibility to strive for excellence in the accomplishment of work assignments that are aligned with and ultimately contribute to the achievement of the mission and goals of the Agency, Directorate, and Procurement Operations Division.
Performance Standards or the General Measures assigned are contained in the Performance Plan and are further defined below:


MEETS

· Attends/completes required training sponsored by the Agency or Center

· Completes work within his/her control within specified deadlines 
· Productivity is generally satisfactory  
· Helps customers meet their requirements

· Accepts work assignments in all procurement or functional phases; e.g.,  from pre-award planning through contract vehicle closeout

· Provides timely and adequate responses to Division and customers’ inquiries and action items
· Develops and maintains a level of procurement and/or functional expertise commensurate with grade level; e.g., informal and formal training or additional assignments
· Demonstrates technical competence in the areas of assigned responsibility; e.g., provides sound advice or viable alternatives
· Knows when to seek assistance

· Seeks to understands related disciplines and their roles in the total task
· Initiates research and contacts, with appropriate sources, to determine strategies and/or alternatives 
· Work products are generally complete and concise with few revisions required.  They are technically and grammatically accurate, contain all relevant analyses and information, and demonstrate an understanding of the assignment
· Applies the latest regulations and policies; e.g., ensures the latest clauses are contained in contract vehicle documents
· Keeps appropriate teams, staff, and management informed about progress

· Demonstrates level of independence consistent with grade level

· Generally organizes files and work products effectively and efficiently.  Maintains files for assigned contracts in an up-to-date status
· In the event of reassignment of work, assist others who inherit actions by handing off files and explaining status of open actions
· Takes advantage of opportunities for personal development through training and work assignments.

· Is aware of and supports the strategic goals of the organization.

· Ensure contract documents are either closed (retired) or forwarded to the assigned individual(s) responsible for processing closeout and/or Closeout contractor (meeting all defined requirements posted on the Division’s Website) within a reasonable period of time, as established by NASA Procurement Regulations, or as in most cases, the cognizant Procurement Manager.
· Completes CPARS actions within his/her control for assigned contracts in a timely manner

· Responsible for timely (when an action is completed) and accurate reporting of contractual document information into procurement reporting systems such as FPDS-NG and AFES.
· Follows prescribed processes and takes necessary steps to prevent the improper release of sensitive data, such as contractor proprietary data, source selection information, and International Traffic in Arms (ITAR) data. 

· Supports the achievement of NASA small business goals and outreach, as appropriate for assigned actions
SEB Addendum (Only Applicable to employees assigned to work Source Evaluation Board (SEB) actions) 
· Actively participates in the acquisition planning and strategy by utilizing guidance such as the SEB Guide, Acquisition Planning Guide, 20 Questions, etc.   
· Ensures formal SEB schedules are established and maintained.

· Reviews and becomes familiar with regulations and additional NASA and GSFC guidance related to various phases of the SEB/IET process (PSM template, Past Performance training, Cost training, etc).  Uses the procurement policy web site for the latest version of all templates.

· Ensures NASA procedures are followed and ensures that the evaluation is consistent with the solicitation.

· Demonstrates an understanding of the proposals and the board’s findings.

· Ensures proposal evaluations are unbiased.

· Works with the cost, technical and past performance teams to ensure consistent evaluation of each proposal.

· Provides guidance and oversight to the cost/price analysis team and the past performance team. 

· Presents and articulates SEB findings in evaluation reports, presentations and debriefings.

· Seeks external expertise/guidance, as necessary.

SUBSTANTIVELY EXCEEDS

· Makes presentations and/or shares knowledge on procurement and/or functional topics during staff meetings, Division briefings, or Agency forums  
· Completes work within his/her control on or ahead of schedule; above average output level, e.g., carries a heavy workload successfully
· Produces high quality work with only minor (no significant) revisions
· Proactive in helping customers meet their requirements; e.g., doesn’t wait for the customer to respond but rather seeks them out and guides through the process
· Makes productive use of feedback from all sources to improve performance, e.g., suggestions are incorporated into final products without prompting
· Pursues, and often anticipates, work assignments in all procurement or functional phases, e.g., from pre-award planning through contract instrument closeout
· Provides timely and thorough responses to Division and customers’ inquiries and action items, e.g., thoroughly explains recommendations, concerns, or responses
· Understands the importance of formal and informal schedules.  In cases of conflict, determines which ones have to be met, and meets them
· Develops and maintains a high level of procurement and/or functional expertise and competence that goes beyond just knowing the job; e.g., others seek advice from the employee; continual training is sought and completed
· Provides practical and value-added  advice and assistance to customers and coworkers, often requiring well-researched viable alternatives and solutions
· Related disciplines (e.g., technical, finance, property) and their roles in the total task are well understood and appreciated.  Is willing and able to assist these areas when required or requested
· Initiates research and contacts, with appropriate sources, to independently determine strategies, alternatives, and/or proposed solutions before elevating an issue.

· Work products are not only complete, concise, and timely as well as technically and grammatically accurate and well-researched, they also contain key and relevant analyses and information that demonstrates an in-depth understanding that goes beyond the general scope of assignments
· In the event of reassignment of work, proactively assists others who inherit contract actions by leaving files in an organized, up to date status, explaining status and next steps needed for all open actions, sharing lessons learned, and providing general transition assistance with requirements, resources, and contractor personnel

· Understands, interprets, and appropriately applies the latest regulations and policies
· Keeps appropriate teams, staff, and management informed about progress, and identifies and solicits appropriate help concerning issues/conditions that could impede progress.

· Plans and organizes work that improves workflow and avoids emergencies and bottlenecks
· In carrying out overall responsibilities, understands and focuses on things that are important, relevant, and make a positive contribution
· Work effectively as an independent contributor but also as a team member
· Demonstrates creativity and innovation in performing duties

· Supports the strategic goals of the organization in performing job duties
· Contributes and promotes the Division’s closeout initiative by either serving as an office Closeout representative and/or assisting others within and/or outside of the procurement office with closeout.
· Is proactive in initiating CPARS and AFES actions and working with assigned COR’s and contractors to ensure completion on or before CPARS and AFES reporting due dates to the maximum extent practicable
· Provides timely and thorough review of FPDS-NG data during pre-award reviews, for accuracy and completeness.
· Actively engages and assist others with FPDS-NG.
· Actively shares knowledge on closeouts or FPDS-NG during staff meetings or Division Forums.
· Is proactive in working with customers and coworkers to ensure all necessary steps are taken to prevent the improper release of sensitive data, such as contractor propriety data, source selection information, and International Traffic in Arms (ITAR) data.

· Proactively supports the achievement of Small Business goals and outreach, as applicable, by ensuring that all assessments and actions are performed in an effective and objective manner.
SEB Addendum (Only Applicable to employees assigned to work Source Evaluation Board (SEB) actions) 

· Plays a key role in the acquisition planning and strategy by utilizing guidance such as the SEB Guide, Acquisition Planning Guide, 20 Questions, etc.  Ensures that all members of the team also understand the relevant guidance.

· Ensures formal SEB schedules are established and exceeded.

· Demonstrates a thorough understanding of the proposals and the board’s findings.

· Provides leadership to the cost, technical and past performance teams to ensure consistent evaluation of each proposal.

· Provides leadership, guidance and oversight to the cost/price analysis team and the past performance team. 

ELEMENT 2 – COMMUNICATIONS, COLLABORATION, TEAMWORK AND RESPONSIBILITY
Oral and written communications are open and honest, yet aware of and sensitive to individual and cultural differences of the audience.  Information is usually accurate and effectively presented (e.g., presented in a clear, concise, and well-organized manner).    

Written materials generally follow NASA’s prescribed standards and style and are infrequently returned for substantial revision.  Oral communications are generally courteous (e.g., shows respect, listens well, and responds appropriately) 
When possible, identifies opportunities to collaborate and work with others in other Center organizations, at other NASA Centers, and/or with external organizations.  Knowledge of best practices and lessons learned are, to the extent possible, shared with others.  Working relationships with his/her supervisor, co-workers, and others are cooperative and respectful.   Supports and shows evidence that the employee understands the Division’s Attributes for Excellence and Guiding Principles, supports the Directorate’s vision, mission, goals and objectives, and contributes to an organizational culture that promotes mutual respect among all employees

MEETS
· Communicates in a professional manner (honestly, respectfully and prudently)
· Verbal communication is effective
· Oral presentations are prepared with knowledge of the audience and contain the information needed 
· Written communication is accurate, appropriate and understood 
· Written documents are forwarded through appropriate channels with sufficient time for review unless it is beyond the employee’s control
· Questions received are answered completely and respectfully
· Willingness to work in teams and implement team objectives and agreements
· Interacts with supervisors, staff members, customers, and others in a respectful, honest manner

· Willingness to share best practices/lessons learned with others

· Cooperative; works effectively with others

· Exercises good judgment when collaborating in team environments

· Supportive of staff and/or coworkers, e.g., assisting others or keeping things moving when someone is out, ensuring their work continues to be done
· Dependable in carrying out shared commitments and assists team members and contributes to team assignments
· Accepts assignments that support other organizations

· Follows the Division policies
· Has reviewed and understands the Directorate’s vision, mission, goals and objectives as they relate to the procurement organization
· Complete activities or assignments that support strategic objectives

· Accepts and values diversity in the workforce

· Interacts with all staff members, customers, and others in a nondiscriminatory manner, including when differences of opinion are discussed

· Accepts personal responsibility for assigned activities 
· Is ethical and committed to doing what is right.

· Integrity is evident; e.g., keeps commitments
· Makes effective use of work assignments to improve performance and job skills
· Learns from mistakes
SUBSTANTIVELY EXCEEDS 
· Communicates orally and in writing well with knowledge, clarity and comprehension
· Shares pertinent information in a setting(s) that promotes discussion and learning
· Constructively provides information, feedback, and support without undermining confidence and morale
· Makes presentations and/or attends presentations in a variety of settings
· Communicates with total emotional intelligence and diplomacy 
· Ensures information provided or received is understood (on the same page)

· Proactively works with others in carrying out shared commitments; e.g., helps them to be successful
· Leads by example in various activities including those that contribute to office morale
· Respects and incorporates different views; e.g., looks for common ground in developing strategies and solutions or ensures all team members have a voice
· Helps to create a cooperative work environment and encourages the participation of team members; e.g., organizes celebrations, successfully encourages attendance at Procurement forums or activities 
· Promotes organizational initiatives that require participation from employees; e.g., team member of  learning groups or committees 
· Has a positive attitude in working team tasks; e.g., understands and supports others, waits for all team members to buy-in, offers constructive feedback
· Creates and or helps to create an inclusive, cooperative work environment

· Actively participates in development opportunities to increase competency and awareness in collaboration and teamwork success
· Diplomatically facilitates the success of  team goals

· Actively mentors others 
· Works effectively with others to establish rapport and achieve high quality products and services

· Supports, encourages, inspires team members to excel

· Consistently achieves outstanding teamwork such that others seek to include them on their teams 
· Builds alliances, networks, coalitions, and teams across internal and external organizational boundaries

· Works effectively resolving conflict
· Personally nominates others for recognition
· Is part of the solution and extends focus to customers.  

· Contributes, promotes or improves the EEO, Diversity and inclusion efforts throughout the office or procurement organization through effective ideas or activities (outreach).  This can be in the form of support to another office mate up to a Division-level activity such as the Learning Group.
· Promotes the goals of the organization; i.e., walks the talk.
· Readily accepts/pursues work assignments, one of the first to volunteer

· Recognizes the contributions of others by either sponsoring a nomination for awards (writes peer awards, honor awards) or becoming a member of an award committee

.

· Actively assists new employees in their adjustment to the workplace; e.g., discusses the New Employee Orientation package
· Attends non-mandatory training or gives a special presentation on an EEO, Diversity and/or general inclusion topic; e.g.,  a Center Colloquium or DDP
.

· Not only learns from mistakes but seeks ways to improve
· Takes personal responsibility for the quality and timeliness of work assignments and is receptive to feedback on ways to improve
· Is recognized as a positive influence in the furtherance of EEO, Diversity and/or inclusion based on noticeable results/changes with the work unit and beyond
· Recommends or plans activities that bring individuals together for the opportunity to share concerns and interests
· Works diligently to foster an open and inclusive environment

· Assists in the recruitment of individuals (panel interviews) either directly or through the referral of others, which contributes to our workforce diversity
· Is a member of DDP, a Center Advisory Group, a task group involved in Diversity or EEO matters OR participates in activities related to these groups
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