	Does Not Meet Expectations
	Meets Expectations
	Exceeds Expectations

	Files or records are incomplete, confusing, or fail to meet required standards.
	Generally meets required standards for maintaining files or records.
	Keeps detailed, complete, up to date information in files or records consistently; organizes records in a way that enables others to easily find information.

	Misses deadlines that are within his/her control.
	Generally meets deadlines that are within his/her control.
	Work is exceptionally well organized and frequently completed ahead of schedule as a result.

	Does not maintain a steady work pace, and workload becomes significant at times as a result.
	Works at a steady pace to complete daily priorities.
	Restructures work, proactively researches information, or suggests changes to work processes that maximize productivity and efficiency.

	Does not prioritize tasks effectively; may fail to handle the high priority items with appropriate sense of urgency.
	Generally makes the right decisions about work priorities to ensure the highest priority issues are handled first.
	Prioritizes accurately, works efficiently, gets work done ahead of schedule, and as a result is often available to provide others with assistance with unexpected, urgent issues.

	Works on activities one at a time, and fails to complete some items that should be addressed as a result.
	Balances multiple activities when necessary and tracks items to ensure completion of time-sensitive items.
	Proactively develops organizing processes that enable him/her to manage numerous priorities simultaneously.



