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SAMPLE LANGUAGE FOR MANAGEMENT DUTIES 

Diversity, Equity and Inclusion Language: 
• Ensure equal employment opportunities for all applicants and employees through non-

discriminatory practices by (agency) managers. 
• Ensure that equity and culturally responsive practices are embedded across all programs. 
• Support and promote efforts to improve the quality and diversity of the team’s workforce. 
 
General Supervisory Language: 
• Provide leadership and management through prioritization, allocation and development of assigned 

resources (personnel, budget, etc). 
• Establish appropriate job duties, expectations, and responsibilities for positions budgeted and 

assigned to position on the team/unit. 
• Interview, select, and provide training to all new staff hired. 
• Assign and review work and provide constructive feedback to staff. 
• Evaluate performance of assigned staff based on agency policies, procedures, and practices. 
• Review and approve employee timesheets and leave requests. 
• Provide staff with appropriate communication and feedback regarding agency policies and 

procedures. 
• Receive and resolve employee concerns and/or grievances. 
• Determine need for and, as necessary, initiate disciplinary actions. 
• Establish and maintain an environment that promotes employee career development. 
• Prepare and monitor the biennial budget and monitor expenditures against the allotment plans 

during the biennium. 
• Provide leadership and direction through strategic, tactical and operational planning to develop 

biennial business plans.   
 
Sample Decision Making Language 
This position may make decisions that set precedent for the agency. These decisions require a high 
level of independence, resulting in highly visible outcomes.  Additional expectations include 
collaboration across agency divisions/units, leadership and modeling of equity among agency staff and 
with external partners, stakeholder engagement, navigating internal and external issues, challenges, 
and support/resourcing needs, and finding positive solutions. Affect agency ability to achieve strategic 
plan, may impact agency budget. May mitigate or create legal liability. Supervision of personnel, 
employment decisions; work performance evaluations, project assignments: Affect ability of agency 
and team to achieve objectives. 
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SAMPLE BEHAVIORAL PERFORMANCE EXPECTATIONS 

Attendance 
• Be on time for all meetings, which shows you respect your colleagues’ time. 
• Anticipate what your manager will need to know and provide that information.  
• Keep team members informed of each other’s actions. 
• Provides timely feedback and follow up and manages others’ expectations appropriately. 
• Regularly solicits constructive feedback, builds consensus, and asks well thought out and well 

prepared questions. 
• Effectively feeds information upward and rarely leaves others flying blind or unaware of 

important updates.  
 
Collaboration and Teambuilding 

• Build relationships among peers that foster collaboration and discussion of new ideas. 
• Appreciate the unique perspective, skills and experience that each person brings to the team. 
• Show by asking open-ended questions that you are engaged in conversations. 
• Discover the problems that prevent team members from performing at the highest possible 

levels. 
• Cultivates a culture of openness in information sharing.   
• Regularly looks for common ground and encourages collaboration among team members.   
• Assumes good intentions until proven otherwise and always looks to bring out the best in others.   
• Resolves interpersonal conflict without drama or angst.  Builds consensus via shared decision 

making.   
• Manages others’ expectations appropriately and proactively communicates any potential 

problems or roadblocks.   
• Fosters a sense of shared accountability and group responsibility.  
• Celebrates successes and recognizes and appreciates others’ contributions.   
• Confronts problems head on but in a firm and constructive manner.   
• Creates a work environment based on inclusiveness, welcoming others’ suggestions and points 

of view. 
• Listen to what others are saying or doing. Paying attention to what your team members are 

saying on both a personal and professional level is ideal for the growth of the person and 
company. 

• Help to resolve conflict in your workplace as quickly as possible. Workplace conflicts can be messy 
and cost many workers their jobs. The quicker they are resolved, the better it is for everyone 
else. Be a part of the solution instead of the problem and keep the peace. 
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Communication 
• Ensure that your tone, body language and other nonverbal cues convey the proper respect and 

attitude toward others. 
• Communicates clearly and effectively at all levels.   
• Produces easily understandable reports and presentations.   
• Effectively deals with others, both internally and externally.  
• Respects confidentiality.   
• Encourages open communication, cooperation, and the sharing of knowledge.  
• Remains open-minded and willing to entertain others’ ideas.  
• Builds trust through regular, open, and honest communication.  
• Listens actively and always responds in a respectful tone.   
• Engages appropriately when in disagreement and pushes back respectfully and in a spirit of good 

faith cooperation. 
• Adopt an active listening ear.  
• Maintain a friendly eye contact that will not intimidate the person who is speaking to you 

ensuring that you listen and nod in response until it's your turn to speak.  
• Make sure your active listening ear is noted by the listener so they can feel well attended to. 

Once you listen and understand then you can answer. 
• Practice empathy. This is the ability to see a situation from someone else's perspective even if 

you don't agree with them or the situation. An empathic response allows the other person to feel 
relieved and well understood. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
PERFORMANCE ACCOUNTABILITY & FEEDBACK 
Resources | Duty Statements, Performance Measures & Goals 

December 2019      4 

Examples of Behavioral Measures 
 
Example 1 – Building Trust 

Indicators of Ineffective 
Behavior 

Indicators of Satisfactory 
Behavior 

Indicators of Exceptional 
Behavior 

On more than one occasion has 
disclosed information that is 
inaccurate, incomplete, or 
inappropriate (e.g., 
confidential, sensitive in 
nature). 

Consistently shares information 
that is accurate and complete; 
handles sensitive information 
appropriately. 

 

Is a role model for consistently 
sharing information that is 
accurate and complete; handles 
sensitive information with 
extreme care; encourages and 
inspires others to act the same. 

 
Example 2 – Communication 

Indicators of Ineffective 
Behavior 

Indicators of Satisfactory 
Behavior 

Indicators of Exceptional 
Behavior 

Does not show interest in 
listening to ideas from others; 
has difficulty respecting ideas 
when different from own; tends 
to reach conclusions before 
listening to all sides. 

Listens to and carefully 
considers ideas from others, 
even when different from own; 
ensures all sides are heard 
before reaching a conclusion.  

Actively solicits and encourages 
ideas from a wide variety of 
individuals; is always careful to 
ensure every side is heard and 
considered before reaching a 
conclusion; lets others know 
they’ve been heard and are 
valued.  

 
Example 3 – Intentional Engagement 

Indicators of Ineffective 
Behavior 

Indicators of Satisfactory 
Behavior 

Indicators of Exceptional 
Behavior 

Seldom promotes awareness 
and respect of cultural and 
individual values and 
differences; overlooks 
opportunities to leverage the 
strengths of others.  

Promotes awareness and 
respect of cultural and 
individual values and 
differences; leverages the 
strengths of others to 
accomplish goals, regardless of 
background.  

Consistently promotes 
awareness and respect of 
cultural and individual values 
and differences; proactively 
seeks out others from a variety 
of backgrounds to assist in 
accomplishing goals.  
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Example 4 – Communication 

Indicators of Ineffective 
Behavior 

Indicators of Satisfactory 
Behavior 

Indicators of Exceptional 
Behavior 

Does not provide regular, 
consistent, or meaningful 
information to others; requires 
frequent prompting and follow-
up. 

Provides regular, consistent, or 
meaningful information to 
others; ensures appropriate 
individuals are informed. 

Proactively gives regular, 
consistent, and meaningful 
communication throughout 
organization; ensures important 
matters are shared with all 
appropriate individuals. 

 
Example 5 – Mentoring & Developing Others 

Indicators of Ineffective 
Behavior 

Indicators of Satisfactory 
Behavior 

Indicators of Exceptional 
Behavior 

Does not hold others 
accountable for providing 
timely and quality results; 
provides inadequate or little 
guidance to others on how to 
maintain focus and overcome 
obstacles. Struggles to provide 
constructive performance 
feedback. 

Holds employees accountable 
for producing quality, timely 
results; helps others maintain 
focus and overcome obstacles. 
Provides performance feedback 
that facilitates development.  

Leads a high performing team 
that far exceeds expectations. 
Consistently provides and 
instructs others on how to give 
constructive performance 
feedback that facilitates 
professional development.  

 
Bear in mind the smallest number of standards that effectively indicate the expected performance 
should be used. As a good rule of thumb, anywhere between 4 or 5 performance expectations a year 
should be used.  You cannot and do not need to measure everything. 
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DEVELOPMENT PLANNING 

Creating and maintaining a development plan will support your employee’s growth and continued 
success.  Here are the five steps to write and implement a development plan. 
 
Step 1 – Assess Your Strengths & Areas For Improvement 
Review the enterprise management competencies with your employee. What are your employees 
greatest strengths as a manager? What are the management competency areas they would like to 
prioritize for development over the next year?  
 
Step 2 – Choose Avenues For Development 
For each of their developmental areas, you will need to agree on the different avenues of 
development. There are many ways to develop a person’s knowledge and skills.  Here are some 
different ways: 
• Training/College Courses 
• Job Rotation  
• Mentoring 
• Coaching  
• Self-Directed Learning 
• Conferences 
• Special Task Force/Project   
• Degree/Certification Program 
• Informational Interviews  
• Professional Associations 
• Job Shadowing/Site Visits 
 
Step 3 – Write SMART Goals 
A goal statement formalizes what is to be accomplished, who will be involved, when the activity will be 
completed, and how much cost and resources will be used.  SMART is an easy-to-remember acronym 
for how to write complete and useful goal statements.  SMART stands for: 
 
Specific 
The criterion stresses the need for a specific goal rather than a more general one. This means the goal 
is clear and unambiguous. To make goals specific, they must identify exactly what's expected, why it's 
important, who’s involved, where it's going to happen and which attributes are important. 
 
A specific goal will usually answer the five 'W' questions: 
• What: What do I want to accomplish? 
• Why: Specific reasons, purpose or benefits of accomplishing the goal. 
• Who: Who is involved? 
• Where: Identify a location if applicable. 
• Which: Identify requirements and constraints. 
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Measurable 
The second criterion stresses the need for concrete criteria for measuring progress toward the 
attainment of the goal. The thought behind this is if a goal is not measurable it is not possible to know 
whether you are making progress toward successful completion. Measuring progress helps keep you 
on track so you reach your target dates and ultimately reach your goal.  The indicators you develop 
should be quantifiable.  A measurable goal will usually answer questions such as: 
• How much? 
• How many? 
• How will I know when it is accomplished? 
 
Attainable 
The third criterion stresses the importance of goals that are realistic and also attainable. While an 
attainable goal may stretch you in order to achieve it, the goal is not extreme. The goals are neither 
out of reach nor below standard performance, since these may be considered meaningless. When you 
identify goals important to you, you begin to figure out ways you can make them come true. You 
develop the attitudes, abilities, skills to reach them. An achievable goal will usually answer the 
question How?  How can the goal be accomplished?  How realistic is the goal based on other 
constraints? 
 
Relevant 
The fourth criterion stresses the importance of choosing goals that matter. A goal that supports or is in 
alignment with other goals would be considered a relevant goal.  A relevant goal can answer yes to 
these questions: 
• Does this seem worthwhile? 
• Is this the right time? 
• Does this match your other efforts/needs? 
• Is it applicable to what you want to achieve overall? 
 
Time-bound 
The fifth criterion stresses the importance of grounding goals within a time-frame, giving them a target 
date. A commitment to a deadline helps you focus your efforts on completion of the goal on or before 
the due date. A time-bound goal is intended to establish a sense of urgency.  A time-bound goal will 
usually answer the question of when.  For instance: 
• What can I do six months from now? 
• What can I do six weeks from now? 
• What can I do today? 
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Step 4 – Create the Plan 
Now that you’ve completed the first three steps you just need to write the information down on the 
individual development plan (IDP) in Workday. 
 
IDP‘s are typically developed once a year. The IDP should include the specific areas to be developed, 
desired outcomes, developmental activities, and realistic timeframes for completing the activities. 
 
The IDP should include the learning goals or specific performance outcomes to be achieved. Keep in 
mind the IDP should be viewed as a living document and reviewed periodically to ensure the activities 
continue to support established goals. 
 
Step 5 – Implement the Plan 
To ensure development takes place, you should establish a system for tracking and measuring progress 
towards the goals created. This includes identifying how to measure progress, who will measure 
progress, and how often progress should be measured. When evaluating progress, it is helpful to seek 
feedback from others about any changes in performance. This will determine if modifications to the 
development process are needed.  Regularly assess your progress to achieving your goals and adjust as 
appropriate. 
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