Customer Service Skills
Understands that all employees have customers, internally and externally, to whom they provide information and services.
Establishes and maintains good working relationships. Diplomatically resolves issues.
Is accessible, helpful and courteous. Responds promptly to customers.
Committed to increasing customer satisfaction.
Sets proper customer expectations, assumes responsibility for solving customer problems, and ensures commitments to customers are met.

· 5		Exceptional
· Performance and Results consistently exceeded all expectations. Employee was an exceptional contributor to the success of the department or branch and to the Library District. 
· Employee demonstrated role model behaviors.
· 
· 4		Exceeds Expectations
· Performance and Results met all and exceed most (more than half) of the established standards and expectations of requirements. Demonstrates complete mastery of job accountabilities and responsibilities in the area of rating.
· 
· 3 	Consistently Meets
Performance and Results met all and may have exceeded some (less than half) of job requirements and expectations. Demonstrates the required skills and knowledge to regularly meet position requirements. Employee was a solid contributor to the department or branch and the Library District.

· 2		Satisfactory
· Performance and Results met most (more than half) but failed to meet some (less than half) of established performance expectations. Employee needs to further improve in one or more areas of expected job results or behavioral competencies. Requires more supervision than expected for individual's role I the organization and/or experience.
· 
· 1		Needs Improvement
· Performance and Results did not meet all or most (more than half) of the established performance expectations. Employee needs improvement in critical areas of expected job results or behavioral competencies. Significant improvement is needed.

























Comprehension and Competencies
Demonstrates expertise in the functional aspects of the job.
Is technically proficient in use of work-related software/technology, equipment and tools.
Demonstrates mastery of job knowledge, skills, and behavior to meet job expectations and produce quality results.
Stays current on information relevant to the job.
Demonstrates initiative, accountability, and reliability in performance and results.
Uses clear and appropriate language in communicating (verbal and written.)
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Teamwork and Relationships
Promotes collaboration of team members toward common goals.
Remains flexible; manages change initiatives.
Values the contributions of others.
Builds positive work relationships.
Is engaged and aligned with the library's mission, vision, and values.
Contributes to meeting team deadlines and responsibilities.
Welcomes newcomers and promotes a positive team atmosphere.
Follows policies for reporting to work on time, including clocking in/out and reporting absence or tardiness. Meets deadlines and works efficiently.
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Time Management
Follow policies for reporting to work on time including clocking in/out and reporting absence or tardiness.
Completes work in a timely manner; Meets deadlines; performs work efficiently.
Responds to communications in a timely manner, checks email, intranet and employee payroll access on a regular basis.
Takes ownership of work product and sets priorities to accomplish tasks.
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