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Bryant University Performance Management Process

Personal Action Plan


	Matt Mason
	
	Assistant Director, Admission
	
	Enrollment Management
	
	2004-05

	Name
	
	Job Title
	
	Division
	
	Plan Year

	Suzie Smith, Director
	

	Supervisor’s Name and Title
	


Section 1

	Job Responsibilities

Describe plans related to handling on-going job responsibilities, including improvements to processes and procedures, enhancing outcomes, etc. and the impact achieving these plans will have on your area, division or the University. Focus on outcomes rather than effort. Note: The expectation is that, at a minimum, you will handle all job responsibilities at an acceptable level, even if not specifically itemized below.

	Area of Focus


	Specific Plan


	Expected Outcomes


	Resources Needed; Expected Timeframe

	University Fair Participation
	Examine current approach to participating in University Fairs: analyze cost/benefit; identify target fairs, identify ways to maximize the impact of our participation.
	Report detailing current programs, areas for improvement and a specific plan for implementation of improvements.

	Complete report by February 2005; requires input from staff members on participation in University Fairs and results.

	High School Visits
	Increase number of high schools visited in territory by X% by identifying and contacting appropriate high schools.
	Greater visibility within our target market and increased name recognition for Bryant.

	Budget approval for additional travel.


	Annual Goals

Describe specific annual goals for this year, including details about resources needed, measurements and the impact goal achievement will have on your area, division or the University.

	Area of Focus


	Specific Plan


	Expected Outcomes


	Resources Needed; Expected Timeframe

	Applications
	Increase number of applications from assigned territory by X%. 
	Improved deposit / enrollment rate.

	Support from department staff.

	Application Review Time
	Decrease application review time by X%.
	Increase in the number of applications to be reviewed.
	Work with Sr. Assistant Director to improve application review time.


Section 2
	Core Qualities

Describe plans for strengthening core qualities and what the impact will be on your overall performance.

	Area of Focus


	Specific Plan


	Expected Outcomes


	Resources Needed; Expected Timeframe

	Initiating and sponsoring change
	Work with admission counselors in preparation for University change: how to promote the change with prospective students, guidance counselors, etc.  
	Counselors better prepared to promote the University, students and guidance counselors recognize the value of change. 

	Updated materials and time. 

	Proactively focus efforts on goal achievement; continuous improvement
	Work on systematizing X process.
	Increased efficiency will allow more time to be dedicated to key recruitment activities.
	Discussion with Director to finalize process to improve; plan due by December 1st.


	Managerial Characteristics (for supervisors only) Check here if not applicable:   FORMCHECKBOX 

Describe plans for strengthening managerial characteristics and what the impact will be on your overall performance. 

	Area of Focus


	Specific Plan


	Expected Outcomes


	Resources Needed; Expected Timeframe

	     
	     
	     

	     

	     
	     
	     
	     


Section 3
	Development Plans

Describe specific plans for enhancing your skills, knowledge, expertise and capabilities.  Remember that development can occur in many ways, not just through formal training.  Focus on your most important developmental needs first.

	Area of Focus


	Specific Plan


	Expected Outcomes


	Resources Needed; Expected Timeframe

	Building Job Knowledge
	Attendance at one admission-related conference / workshop.
	Increased knowledge of Admission field; networking opportunity.
	Approval from the Director and the time to attend the program.

	Business Knowledge
	Increase knowledge of X division by reading professional journals or other related material.
	Better understanding of the division/ higher ed and their strategic impact. 
	Appropriate resource materials and time to review.


Additional information:  Provide any additional information or comments related to this action plan.
	Employee comments

	This section may be used to highlight other job responsibilities, projects or activities.
	
	

	
	
	
	Signature and Date:

	
	
	
	

	Supervisor comments:

	     
	
	

	
	
	
	Signature and Date:

	
	
	
	

	Next level of management comments (optional)
	     
	
	

	
	
	
	Signature and Date:
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