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These attributes are provided as a tool for discussion between the supervisor and the employee and are not to be considered a "checklist" to be used by employees or supervisors in determining promotions or Contracting Officer Warrants.  Code 210 appreciates the value of diversity and recognizes that individuals will present different approaches as they strive to meet these attributes.
ORGANIZATION/COMMUNITY VISION

Understanding and Supporting Strategic Directions

Focuses on the strategic direction of the organization, and contributes to supporting activities to attain strategic objectives.

Communicates Center, Directorate, Division, and Branch goals to others in understandable terms, and is able to explain the benefits of achieving those goals.

Supports the goals of the organization and does not allow personal beliefs to compromise the organization goals.

Service Orientation

Is proactive in helping customers meet their requirements.

Seeks out and makes productive use of feedback from all sources to improve performance.

Is active in promoting our capabilities.

Takes a "can-do" approach to challenges and problems, striving to find workable solutions. Initiates contacts, discussions, research, etc. to obtain needed cooperation and support.

Readily accepts/pursues, and often anticipates, work assignments.

Promotes the proper and efficient use of administrative channels, regulations, and processes.
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ORGANIZATION/COMMUNITY VISION (CONTINUED)

Teamwork

Recognizes team responsibility and accountability as necessary ingredients for organizational success.

Works effectively with team members to develop strategies for mission accomplishment.
Understands the role of the individual as a part of the total team and carries out that role.

Fully supports and effectively advances implementation of team objectives and agreements.

Keeps team members aware of status and location of shared resources.  Organizes work in a manner that facilitates access to critical information in the employee's absence.
INTERPERSONAL EFFECTIVENESS

Deals effectively with others to establish rapport and achieve high quality products and services.

Initiates appropriate discussions to insure understanding of responsibilities, to keep others informed, and to provide timely and accurate advice.

Communicates honestly, respectfully and prudently.

Respects and cares about others.

Is open to truth and respects views of others.

Accepts and values diversity in the work force.

Extends to others respect, honesty, consideration and cooperation, and the dignity due them as individuals.

Maintains and demonstrates a positive attitude.
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PROFESSIONALISM

Accepts personal responsibility for assigned activities.

Strives for excellence and is dedicated to delivering timely and high quality products and services which meet customer needs.

Communicates in a professional manner.

Is ethical and committed to doing what is right.

Fulfills commitments (If we say it, we'll do it).

Recognizes that the individual represents the organization, and does so in a professional, business-like manner.

Delivers effective oral presentations.

Written products are clear, concise and grammatically correct.

PRODUCTIVITY

Produces a high quantity of quality work products and services.

Provides timely and adequate responses to inquiries and action items.

Understands the importance of formal and informal schedules.  In cases of conflict, determines which ones have to be met, and meets them.

KNOWLEDGE AND SKILLS 
Procurement Knowledge/Technical Excellence

Develops and maintains a high level of procurement expertise through formal training and personal initiative.  Demonstrates a high level of technical competence in the areas of assigned responsibility.

Provides practical and sound advice and assistance.  Provides viable alternatives and. effective solutions.

Consistently demonstrates sound judgment and initiative, seeking assistance when appropriate.

Understands related disciplines and their roles in the total task.  Is willing and able to assist others in accomplishing those roles.
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KNOWLEDGE AND SKILLS (CONTINUED) 
    Analytical Skills

Initiates research and contacts with appropriate sources to determine alternatives and propose solutions before elevating an issue.

Provides complete, concise and timely work products which are technically accurate, thoroughly researched and contain all relevant analyses and information.  Demonstrates an in-depth understanding, with results reflecting analyses and information beyond the scope of assignment 

(i. e., corollary issues and effects).

Has an ability to analyze information and effectively articulates analysis into the finished product.

Understands and appropriately interprets and applies regulations and policies.

Effective Management of Time and Resources

Makes a conscious effort to think things out, rather than getting overwhelmed with the day-to-day routine.

Understands and focuses on things that are important, relevant, and make a positive contribution.

Plans ahead to minimize bottlenecks and to improve work flow.

Keeps appropriate teams, staff, and management informed about progress.  Identifies and solicits appropriate help concerning issues and conditions that could impede progress.

Can work effectively as an independent contributor.

Organizes contract files and work products effectively and efficiently.

CONTINUOUS IMPROVEMENT
Looks for opportunities for personal development and enhanced competence through training and challenging work assignments.

Makes effective use of work assignments to improve performance and job skills.

Is actively involved in trying to improve processes while supporting the organization's processes.

Demonstrates creativity and innovation.

