EXPECTATION SETTING TOOL
In addition to the job description and annual goals that outline “what” an employee needs to accomplish, this tool helps managers clarify the “how.”  Use the following performance factors to set expectations and clarify what success looks like in each of the focus areas. Edit the focus areas and/or key behaviors to align with the priorities of your team. For the people who report to you, have a coaching discussion to highlight areas of strength and opportunities for development.  
	Focus Area
	Key Behaviors

	Job Skills/ Technical Skills
	- Understands the job, has the skills to perform, and seeks assistance when needed
- Anticipates change/obstacles and adjusts plans and approaches to accommodate/overcome
- Continuously improves work procedures

- Stays current with best practices; implements new tools, information, and approaches 
- Is someone others go to for advice and assistance

	Communication
	- Keeps team members informed while demonstrating active listening skills

- Seeks feedback and provides it constructively to all team members  
- Consistently provides useful status reports

- Uses email appropriately — keeping others informed and being clear about what is needed
- Logs into Slack or other collaboration apps as agreed to

	Teamwork/
Collaboration
	- Works effectively with others to complete projects on time  

- Proactively offers assistance to colleagues when needed to support team priorities and day-to-day activities
- Willing to take on extra work if a colleague has a major project deadline and needs assistance
- Is consistently reliable to get their part of a project done so as to not hold up team progress

	Customer and Partner Relations
	- Understands our customers and partners and takes responsibility to reflect their diverse needs in the work we do

- Handles customer/partner questions and concerns with respect 
- Actively seeks feedback and explores creative approaches to enhance service and increase efficiency


	Productivity (Quantity/Quality of Output)
	- Gets the job done and steps up to new challenges

- Sets priorities and organizes work efficiently and effectively to meet deadlines

- Knows how to manage multiple projects and balance workload by planning projects, using time management skills, tracking progress, and proactively seeking assistance when needed 

- Uses a discipline process to develop and gain input on high quality work products

- Consistently “prepared” in terms of ability to organize work efforts and anticipate needs, issues, and concerns

	Project Management
	- Creates a plan for each project and actively tracks progress and status to keep it moving on time and on budget
- Demonstrates accountability for the project regardless of the issues that arise outside of his/her control
- Proactively works issues and keeps management informed of schedule, budget, or other major issues

	Meeting Management
	- Creates agendas in advance; provides materials to review prior as needed
- Identifies what the outcomes should be and any key questions that need to be answered to ensure effective use of time

- Starts on time, tracks action items, and ends on time
- Engages all participants; builds on the ideas of others

- Tracks actions and assigns ownership

	Problem Solving
	- Takes ownership of problems 
- Creates relevant options for addressing problems identified
- Escalates in a timely manner, as appropriate

- Considers and evaluates the alternative courses of action identified and develops a proposal and/or selects an effective option, based on the information available at the time 

	Change and Ambiguity
	- Effectively deals with change situations by adjusting plans
- Is productive and can move forward on work efforts without having all the information and facts
- Understands that plans need to change and doesn’t let unanticipated shifts in priorities/plans affect performance
- Can comfortably handle risk and uncertainty when working projects
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