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Bryant University Performance Management Process

Personal Action Plan


	Anne Adams
	
	Secretary
	
	Any
	
	2004-05

	Name
	
	Job Title
	
	Division
	
	Plan Year

	Mary Jones, 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

	Office Supply Inventory 
	Determine office supply needs (types of supplies and levels) and develop a process for maintaining appropriate inventory.
	Greater efficiency for department, reduced cost of supplies due to more organized purchasing.

	Requires staff to provide information on needs; approval of Director to set parameters for ordering supplies. Develop inventory by October 1st .   

	Scheduling 
	Maintain updated schedule for department staff and student workers.
	Better planning for purposes of maintaining office coverage and departmental activities.
	Requires ongoing communication with staff and students. 


	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

	Office Administration
	Review  workflow processes for  X, Y and Z within department and make recommendations for improvement. 
	Greater efficiency of administrative support in the department.

	Requires approval of Director and time for meetings with appropriate staff and follow up work. Recommendations by February 1st. 

	Cross Training
	Devote 2 hours per month to work with Sarah to gain knowledge of X process.
	Understanding of X process and better backup coverage within the department.
	Requires approval of the Director and the time needed for training.


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

	Support Change
	Assist the Director in the review of the impact of the change to a University for the department. Develop and maintain an inventory of all necessary changes. 
	Thorough and smooth transition for the Department; minimize any problems associated with the change.
	Coordination with the Director and involvement with each department member for analysis.

	Accept personal accountability and take responsibility for seeing things through to completion
	Ensure work assignments are completed within the specified timeframe. 
	Timely delivery of work requests.  
	Communication with the requestor on deadline and necessary time/resources to complete the task. 


	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

	Technical Skill 
	Take an intermediate self-study Excel course and use skills on the job.
	Improved technology skills.

	Self study materials and time. 

	Business Knowledge
	Increase knowledge of X division by reading professional journals or other related material.
	Better understanding of the division/ higher ed; improved ability to assist staff. 
	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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