



	Performance Appraisal
	U.S. Department of Housing 

and Urban Development


	Employee Name:
      
	Employee’s  SSN:
    -  -    
	Organizational Segment: 

     
	Organization Code: 

     

	Position Title:

Realty Specialist (PD Management)
	Series and Grade:  

1170-13
	Date of Appraisal Period:
From       To      
	Date Rating Made: 

     

	 FORMCHECKBOX 
 GM (PMRS Term. Provisions)
	 FORMCHECKBOX 
 GS (General Schedule)
	 FORMCHECKBOX 
WG (Wage Grade)
	 FORMCHECKBOX 
 GS-AFGE
	 FORMCHECKBOX 
 WG-AFGE

	Rating Official (Signature & Date)

X
	Employee (Signature & Date)

X

	Reviewing Official (Signature & Date)

X
	Note:  Employee signature indicates only that the rating has been discussed with the employee and does not signify agreement or disagreement with the rating.

	Element Ratings:
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Rating Official/Reviewing Official Comments

Sensitive Information:  The information collected on this form is considered sensitive and is protected by the Privacy Act.  The Privacy Act requires that these records be maintained with appropriate administrative, technical, and physical safeguards to ensure their security and confidentiality.  In addition, these records should be protected against any anticipated threats or hazards to their security or integrity which could result in substantial harm, embarrassment, inconvenience, or unfairness to any individual on whom the information is maintained.
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	Element No.:

1

	Critical Element Description: Technical Competence - Demonstrates expertise, quality and accountability in areas of responsibility; requires minimum supervision to perform assignments in compliance with HUD/Program Office policies and mandates.
Related Strategic Goal(s):  Strengthen Communities - Maintain HUD-owned and MIP properties in decent, safe and sanitary condition. And/Or Promote Decent Affordable Housing – Assures tenant relocation to decent, safe and sanitary housing.



Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 
In addition to meeting the standards for the Excellent level:

· Through proactive contract monitoring independently and consistently identifies performance problems and recommends a comprehensive range of alternative solutions. 
· Independently reviews and evaluates all assigned contract deliverables.  95% of the results are communicated in writing to the contractor within the established timeframe.
· Contract deliverable timeframes are monitored to ensure adherence with contract requirements.  Contractor is notified of missed deliverable within two (2) working days of due date.
· Reviews PMS and/or relocation reports, analyzes data, identifies any areas of concern and makes comprehensive recommendations for solutions.
· Initiates development and delivery of effective training to HUD staff and external clients.
Excellent Performance Standards: 

Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level.
Fully Successful Performance Standards:
Performance at this level consistently meets the following standards:

· Ensures through active contract monitoring, that assigned multifamily HUD-owned and MIP properties are managed and maintained in decent, safe and sanitary condition in accordance with HUD handbooks, guidelines and procedures. AND/OR  Ensures through active contract monitoring that assigned relocation properties are managed in accordance with the contract requirements and HUD guidelines and procedures. 
· Assigned MFPD support contracts are actively monitored to ensure that contractor’s performance is in accordance with the contract requirements. 
· Ninety percent of contract deliverables are reviewed and evaluated.  Eighty-five percent of the results are communicated in writing to the contractor within the established timeframe.
· Contract deliverable timeframes are monitored to ensure adherence with contract requirements.  Contractor is notified of missed deliverables within four (4) working days of due date.
· Communication is clear and accurate and reflects good knowledge of the agency’s policy, programs, and contract requirements.

· Provides accurate technical advice to supervisor, co-workers and contractors.  
· Completes all required Government Technical Representative (GTR) training.  Stays abreast of procurement guidelines and changes in Departmental policies.  Completes all required Department-wide mandated training.
· Reviews and approves contractor invoices in accordance with the FAR and contract requirements.
· Consistently monitors contractor’s performance through available automated information systems and takes appropriate action.
Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level. 
Unsatisfactory Performance Standards:
Performance at this level frequently exhibits any of the following standards:

· Assigned contracts are not administered in order to reflect contractor’s adherence to contract requirements and 50% of contract deliverables are reviewed and evaluated within the established timeframe.
· Communications do not reflect knowledge of the agency’s policies, programs or contract requirements.
· Accurate technical advice is not provided.
· Does not complete required GTM training or Department-wide mandated training.

Dependencies:
Actual Accomplishments:       
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	U.S. Department of Housing 

and Urban Development
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	Critical Element Description: Individual Work Management – Works to accomplish tasks or provide services effectively and efficiently in support of the HUD’s/Program Office’s mission.
Related Strategic Goal(s): Ensures Cross-Program Partnerships, Collaboration, and Support – Works with Regional and Headquarters Housing and Contracting to solicit new contractors to support the MFPD functions.



Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 
In addition to meeting the standards for the Excellent level:

· Work products are accurate, organized, complete and well-formatted 90% of time.  Work products are generally submitted ahead of designated timeframes. 

· Demonstrates initiative in identification of problems and solutions; resolves problems independently.

· On own initiative, identifies and undertakes special projects identifying opportunities which can significantly improve contract management effectiveness, delivery of services by contractors and/or improvements for effective contract monitoring and which enhances the functions and services of the Department.
· Overcomes significant obstacles within the Realty Specialist’s control and completes projects within the established timeframes 90% of time.

· Property/relocation and/or contract files are always maintained in a manner that reflects the extent of the monitoring effort as well as overall management of the property, contract deliverables and/or performance of the contractor.  At all times pertinent documentation is filed and maintained in official files in a manner that is easily accessible to the supervisor and co-workers. 

· Independently adjusts work schedule to meet unusual or unanticipated workload demands and keeps supervisor apprised.
Excellent  Performance Standards: 
Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level:
Fully Successful Performance Standards: 
Performance at this level consistently meets the following standards:
· Work products are accurate, organized, complete, and provided within designated time frames 75% of the time.
· Keeps supervisor apprised of barriers to achieving timely resolution, or requests deadline extension prior to expiration.

· Offers recommendations that are reasonable and well thought out for solving problems.

· Exhibits initiative by offering assistance to coworkers, or to projects, when warranted, and providing constructive input for improving processes and procedures.

· Uses systems or approaches as requested by supervisors to improve services and increase productivity and effectiveness.

· Coordination with other (internal and external) is conducted as necessary to accomplish established goals, priorities, and objectives.
· Property/relocation and/or contract files accurately document the extent of the monitoring effort as well as overall management of the property, contract deliverables, and/or performance of the contractor.  Documentation is maintained and filed in official office files in a manner that is easily accessible to the supervisor and co-workers.  
Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level
Unsatisfactory Performance Standards:

Performance at this level frequently exhibits any of the following standards:

· Fifty percent of work products are inaccurate or incomplete or not produced within the designated timeframes.
· Cannot identify priorities or manage effectively multiple priorities.

· Does not exhibit initiative in identifying problems, or offering recommendations to resolve problems.

· Offers no constructive input on improving processes and does not volunteer for special projects.

· Does not coordinate with others (internal and external) in order to accomplish established goals, priorities and objectives.

· Property/relocation and/or contract files are not maintained to reflect appropriate documents to support overall management of the property, contract deliverables and/or performance of the contractor.
Dependencies:
Actual Accomplishments:       
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	Critical Element Description: Communication – Communicates in a timely, accurate, professional manner in both written and oral communication; interacts with clients, colleagues, or superiors with high degree of tact and respect.
Related Strategic Goals:



Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 
In addition to meeting the standards for the Excellent level:

· Written communications interprets and clearly states complicated issues correctly, handles sensitive issues persuasively, and/or addresses adverse comments tactfully and is written without revisions with 90% accuracy.
· Ninety percent of written correspondence is responded to within the established timeframe.

· Independently researches Departmental policy or procedures as basis for written materials and verbal communications.

· Communications both external and internal, consistently display a high degree of tact, diplomacy and sensitivity.
· Actively conducts and participates in meetings and/or develops and delivers effective oral presentations at meetings.
Excellent Performance Standards: 
Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level:
Fully Successful Performance Standards: 
Performance at this level consistently meets the following standards:
· Written communications are technically and grammatically correct, logical, and written in style appropriate for the target audience with 75% accuracy.  

· Accurately communicates Housing’s MFPD position regarding program policies, guidelines, and regulations based on research and knowledge.

· Communicates to supervisor in a timely manner any issues that may require intervention to reach an acceptable solution.

· Formulates positions, prepares relevant materials and effectively engages in meetings and makes appropriate responses to questions.
· Seventy-five percent of written correspondence (e.g., e-mails, letters, reports, etc.) are responded to within the established timeframe. 
· Consistently keeps supervisor fully informed of the assigned MF property and/or relocation status, the contractor’s progress and any problems involving deviation from the contract or HUD requirements.  

· Keeps co-workers and contractors informed of relevant program or contract requirement issues.

Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level:
Unsatisfactory  Performance Standards:
Performance at this level frequently exhibits any of the following standards:

· Sixty percent or less of written communications are incomplete, inaccurate and consistently require supervisory revision.

· Does not research departmental policies or procedures to use as a basis for communications.
· Neither communicates problems to supervisor, nor keeps supervisor apprised of status of work assignments, necessitating either continual follow up on the part of the supervisor or significant intervention
· Fails consistently to advise management on important issues, to the extent that major problems arise that could have been avoided had they been communicated.
Dependencies:
Actual Accomplishments:       
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	Critical Element Description: Customer Service – Provides professional and responsive service within mutually agreed upon timeframes; treats internal and external customers with courtesy and respect; honors commitments and deadlines.
Related Strategic Goal(s): Embrace High Standards of Ethics, Management, and Accountability



Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards:
In addition to meeting the standards for Excellent:
· Consistently demonstrates a positive demeanor toward all job functions; assists and encourages customers/contractors and co-workers.

· Feedback from contractors is excellent and reflects favorably on the Department. 
· Demonstrates exceptional initiative, cooperation, teamwork, and problem-solving skills.

· Independently deals effectively with all customers/contractors and internal clients and staff to facilitate proactive decisions and compromises.

· Develops an exceptional level of rapport and cooperative working relationships with customers/contractors and resolves problems with effective dialogue without supervisory intervention.
· Supervisor receives praise, concerning staff’s conduct, professionalism and/or customer service.
Excellent Performance Standards: 
Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level:
Fully Satisfactory Performance Standards:
Performance at this level consistently meets the following standards:
· Responds to customer/contractor inquires in a timely manner and follows up to ensure rapid resolution of issues.

· Consistently works collaboratively with MFPD support contractors to identify their problems, develop and implement viable solutions to problems, removes roadblocks and facilitates goal attainment.

· Maintains a courteous demeanor toward contractors, co-workers, internal staff and external parties.  Demonstrates a positive demeanor toward all job functions.
· Feedback from contractors is positive and reflects favorably on the Department.  
· Demonstrates cooperation, teamwork and problem-solving abilities when working with MFPD support contractors, co-workers, contracting staff and Housing partners. 
· Consistently provides technical advice and guidance to contractors regarding MFPD property management, tenant relocation, and/or other contract support services.
· Establishes good rapport and cooperative working relationships with customer/contractor, co-workers and internal staff groups and resolves problems with effective dialogue with or without supervisory intervention.
· Valid complaints are seldom received requiring supervisory intervention.

· Follows through on commitments made to the customer/contractor and keeps customer/contractor informed.

Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level:

Unsatisfactory Performance Standards:

Performance at this level frequently exhibits any of the following standards:

· Performs duties in an uncooperative manner resulting in adverse public impression of HUD’s policies and programs.

· Demonstrates negative behavior which generates complaints from customers/contractors that reflect adversely on the MFPD Center or the Department.

· Fails to cooperate with customers/contractors, and does not engage in teamwork or problem-solving abilities.

· Deals ineffectively with customers/contractors, contracting staff, or Housing partners resulting in unsatisfactory resolution or significant delays.
· Consistently fails to respond to requests from customers, contractors, management and co-workers.
Dependencies:
Actual Accomplishments: 
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