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	DEPARTMENT OF PERSONNEL

DEVELOPING WORK PERFORMANCE STANDARDS


Work performance standards are required for all classified positions.  The supervisor* is responsible for establishing the initial standards, but standards must be reviewed annually and amended, as appropriate.  Employees must be given an opportunity to comment when standards are revised. (NAC 284.468)

The new work performance standards form is intended to provide maximum flexibility for you to identify job elements applicable to a job.  You may develop standards based on principal assignments and related factors (current practice) or develop standards based on goals or competencies. Job elements should reflect only the principal assignments, goals and responsibilities of the job, not minor assignments and responsibilities.  Minor assignments and responsibilities should, whenever possible, be included within a broader description of the principal assignments and responsibilities of the job. 

Competency-based assessments are becoming more and more prevalent in organizations.  Competencies are generally defined as knowledge, skills and abilities exhibited by individuals as they work to accomplish key results.  Competencies may be specific to the individual job or may be applicable to all employees in an organization.  Competencies that apply to all employees in the organization are referred to as “core competencies.”  An example of a core competency applicable to all employees in an organization may be customer service or teamwork.  A competency for teamwork may be described like this:

“Openly communicates, shares ideas, and supports team members; keeps members informed of developments and plans, and works to achieve team goals.” 

Competencies are defined in terms of behaviors as opposed to results standards that include quantitative and qualitative measures of what is accomplished.  Behavior-oriented standards focus on the manner or process in which results are accomplished. Examples of a competency-based and results-based standards for a receptionist who answers telephones may be described like this:

Results standard (Focus on what is accomplished):

Answers telephone 95% of the time within the third ring.


Behavior standard (Focus on how results are to be attained):


Clearly answers the telephone following prescribed telephone procedures; demonstrates good telephone demeanor; responds to callers requests for information or transfers the call to other personnel who can provide assistance.

*NOTE:  Employee work performance standards are the foundation for a sound employee appraisal process.  Employees must know what is expected of them and to what degree they will be held accountable for the standards that have been established for their job.  Training on the development of work performance standards is provided by the Department of Personnel.  Supervisors are strongly encouraged to complete this training prior to the development of work performance standards. 
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Required Core Competencies for Work Performance Standards
	Core Competency
	Performance Standard

	Customer Service
	Handles irate customers and other difficult situations in a cooperative, polite, courteous and helpful manner; follows through to assume responsibility for success with the customer; responds quickly to changing circumstances and customers’ needs.

	Adaptability/Work Adjustment/Communication/Teamwork
	Demonstrates the ability to plan, organize, and prioritize workload and job assignments; seeks out efficiency and demonstrates good use of available resources; responds to changes in work load prioritization and department needs; keeps others involved and informed; does not cause discord that would negatively impact morale; demonstrates good listening skills and a willingness and ability to solve problems with others; communication with others is calm, well thought out and delivered in a manner that is easily understood; clearly supports team goals in a consistent manner.

	Safety


	Will adhere to all workplace safety policies and procedures at all times with no failure to comply.  


Examples below.
Example #1-Laboratory Technician II-Core Competencies are addressed individually.
	Job Element #4:
	
	

	Customer Service
	
	Handles irate customers and other difficult situations in a cooperative, polite, courteous and helpful manner; follows through to assume responsibility for success with the customer; responds quickly to changing circumstances and customers’ needs.

	Job Element #5:
	
	

	Adaptability/Work Adjustment/Communication/Teamwork
	
	Demonstrates the ability to plan, organize, and prioritize workload and job assignments; seeks out efficiency and demonstrates good use of available resources; responds to changes in work load prioritization and department needs; keeps others involved and informed; does not cause discord that would negatively impact morale; demonstrates good listening skills and a willingness and ability to solve problems with others; communication with others is calm, well thought out and delivered in a manner that is easily understood; clearly supports team goals in a consistent manner.

	Job Element #6:
	
	

	Safety
	
	Will adhere to all workplace safety policies and procedures at all times with no failure to comply. Follow all established protocols for given experiments, use equipment according to manufactures guidelines and stays abreast of all OSHA updates as they apply to laboratory environments.  


Example #2-Accounting Assistant I-All core competencies are included in one element.

	Job Element #4:
	
	

	Customer Service

Adaptability/Work Adjustment/Communication/Teamwork

Safety
	
	Handles irate customers and other difficult situations in a cooperative, polite, courteous and helpful manner; follows through to assume responsibility for success with the customer; responds quickly to changing circumstances and customers’ needs.
Demonstrates the ability to plan, organize, and prioritize workload and job assignments; seeks out efficiency and demonstrates good use of available resources; responds to changes in work load prioritization and department needs; keeps others involved and informed; does not cause discord that would negatively impact morale; demonstrates good listening skills and a willingness and ability to solve problems with others; communication with others is calm, well thought out and delivered in a manner that is easily understood; clearly supports team goals in a consistent manner.
Will adhere to all workplace safety policies and procedures at all times with no failure to comply.


Example #3- Administrative Assistant I-Core competencies are integrated into the other job

elements.

	Job Element #1:
	
	

	Short Course Development. Short course; advertise, enroll, provide materials, assist in instruction.
	
	Offer at least 2 short courses per year that are attended by agency personnel with responsibilities relevant to the mission of the Department and College).  Advertisements should highlight the Department and College affiliation.

Practice the Core Competencies as listed under Core Competencies in the execution of these duties.

	Job Element #2:
	
	

	Conservation & Collection. Care-Split genus & species folders as needed; accession new specimens, file new specimens.
	
	Process new additions to the collection, moving collection as needed due to name changes and overcrowding. Remove samples in need of repair as encountered.

Practice the Core Competencies as listed under Core Competencies in the execution of these duties.

	Job Element #3:
	
	

	Website & Database Development. Pursue development of website and database
	
	Barcode 5000 samples per year and enter coded samples into a functional database. Develop a fully functional website that summarizes the collections and services, processes loan requests, and provides access to records entered into the database.

Practice the Core Competencies as listed under Core Competencies in the execution of these duties.

	Core Competencies
	
	

	Customer Service

Adaptability/Work Adjustment/Communication/Teamwork

Safety

	
	Handles irate customers and other difficult situations in a cooperative, polite, courteous and helpful manner; follows through to assume responsibility for success with the customer; responds quickly to changing circumstances and customers’ needs.
Demonstrates the ability to plan, organize, and prioritize workload and job assignments; seeks out efficiency and demonstrates good use of available resources; responds to changes in work load prioritization and department needs; keeps others involved and informed; does not cause discord that would negatively impact morale; demonstrates good listening skills and a willingness and ability to solve problems with others; communication with others is calm, well thought out and delivered in a manner that is easily understood; clearly supports team goals in a consistent manner.
Will adhere to all workplace safety policies and procedures 
at all times with no failure to comply.


