Critical Elements for Human Resources Specialist - 201
A. Technical Competence

· Exceptional:  In addition to FS, customer satisfaction continues to improve, resulting in positive evaluations, accolades, and recognition.  Participate in 1 or more significant collaborations, alliances, and/or coalitions.
· Fully Successful:  Demonstrate a working knowledge of NIH, HHS, and federal performance management policies and procedures by:  
· providing consistently accurate and clear advice to customers,
· producing accurate and well-organized work that reflects appropriate research and analysis of issues within established deadlines,
· identifying and developing solutions to problems while considering organizational culture, resources, and technological capabilities, and
· keeping abreast of advances and changes to maintain and extend relevant technical knowledge.  This can be achieved by attending at least 1 HHS or OPM briefing on performance management updates or attending 1 training course related to performance management.
B. Productivity

· Exceptional:  In addition to FS, demonstrate flexibility and adaptability in response to unanticipated obstacles.  Also, evaluate program and work procedures to determine best practices and share these practices with 1 or more internal NIH customers and/or external OPDIVS or StaffDivs.  
· Fully Successful:  Maintain an awareness of customer needs and priorities and manage workload effectively by:
· handling multiple tasks simultaneously, prioritizing work and completing it within established deadlines,
· responding to information requests in an accurate and timely manner,
· working collaboratively with customers to review performance management issues and provide effective strategies, and
· aiming for improvement in program and work practices to minimize complexity wherever possible.
C. NIH Performance Management Activities
· Exceptional:  In addition to FS, presentations and/or face-to-face meetings are used to provide policy and guidance associated with the various performance management programs, resulting in positive evaluations, accolades, and recognition.  Materials prepared for the NIH Performance Review Board (PRB) and Mini-PRB are comprehensive, complete, and delivered to members 1 week prior to the scheduled meetings.  
· Fully Successful:  Support the NIH and HHS Performance Management Appraisal Program (PMAP), Senior Executive Service (SES), and senior-level Title 42 performance management program by:
· developing and communicating SES and senior-level Title 42 policy for placing covered employees on results-oriented plans on a fiscal year basis and/or within 30 days of their EOD, conducting mid-year progress reviews, conducting end-of-year performance evaluations, and ensuring performance awards and pay adjustments are processed within HHS timeframes.
· developing and communicating PMAP policy for placing covered employees on results-oriented plans on a calendar year basis and/or within 30 days of their EOD, conducting mid-year progress reviews, and conducting end-of-year performance evaluation.
