Department of Mathematics

Overall Expectations for Performance

	Major Area of Responsibility
	Performance Expectation(s)
	Areas for Development

	Action Plan 



	Communication
	Communicate regularly with coworkers and DBA regarding tasks that they are involved with or affected by.  
	Work directly with co-workers on issues that affect you mutually.  E.g., communicating reconciling/accounting issues with the Financial Reconciling Group, communicating payroll issues with the Payroll Group, communicating policy/procedure issues to DBA, etc.
	Communicate at least once weekly with all parties involved in or affected by a task that you have been assigned.  Communicate to the party requesting the task’s completion upon completion of the task.  Check your email and voicemail daily.  Warn the DBA when and if you get more than 3 days behind on email.  Do not get behind on checking voicemail unless you are out.

	Productivity
	Have high productivity.
	
	Keep up communication with the DBA.  As issues or training needs arise, seek counsel first before trying to figure it out.  When assistance is required, make it a priority so that the task does not wait unfinished.  As you take on new tasks, keep constant communication with the trainer.  As you complete portions of the tasks, bring it to the trainer for review to ensure that you are completing it properly before moving onward.

	Follow through
	Follow all tasks through to completion, ensure tasks are completed by internal and external deadlines. 
	Ensure that items needing other approvals or assistance from others are completed in time for the whole task to meet the deadline.  If the task is known early, bring it as soon as possible to completion to reduce the probability that processing time pushes the task over the deadline.  
	Followup frequently with others, followup with the DBA on issues receiving task help or approval on time, and request DBA counsel if tasks are running behind schedule.  Rush documents through for signatures, keep a log of documents that are outstanding and followup with the log daily.  Keep the deadline date on the log to remain cognizant.
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	Coordinate Tasks
	Be the coordinator of your tasks, self-start them, take action if something outside your control is holding a task up, follow the task through to completion, and communicate issues with DBA for assistance if necessary.  
	Work to be the coordinator on all of your tasks.


	Keep a log of tasks and as necessary include correspondence, status, logistics, issues to resolve, etc.  Followup weekly to resolve issues and when an issue is throwing the task off schedule, notify the DBA or requestor immediately for assistance.  

	Quality of Work
	Have a high quality of your work.
	Become familiar with MAPP and SAM policies and procedures and NSM and Math manuals that govern your tasks.  Audit your personal work before sending it out for approval or certification.
	Audit all of your work before sending it on for approval.  Use tools such as audit checklists and work aids and create or request similar tools or lists if the need arises.  Familiarize yourself with MAPP policies at www.uh.edu/mapp, SAM at www.uh.edu/sam, the NSM Business Manual at http://staff.nsm.uh.edu/, and the Math Business Manual at http://www.math.uh.edu/~pammusc/Business/Business.Manual.html.  As items are kicked back, request the specific policies governing the issue and become familiar with them.

	Efficiency and Effectiveness
	Do all aspects of your tasks in the most efficient and effective way without compromising policy.  
	
	Make suggestions to the DBA to improve efficiency and effectiveness both in your position and overall in the department with tasks that you are involved in.  Opt for faster communication paths to reduce processing time (voicemail over email, in person over voicemail), unless the slower paths prove better to use for particular cases or with particular contacts.  Expedite tasks that require a rush via any methods possible without breaking the chain of command (e.g., walk documents over, contact the person when something is in workflow, etc).
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