Supervisor Goal Setting Quick Guide

The goal setting module provides supervisors and employees with a work area to outline goals and tie
individual goals to the City’s Strategic Plan. In this guide, learn how to create, assign, cascade, and track
goals across the City’s organization.
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on the home page Goals portlet.

Goal Plan  Fep & Tuforals

FY16 Goal Plan for Xenon Xandruszki 3 wishpen Y GoaPar )
Create New Goals _
Use the button or click thelﬁ- Create a New Goal ity e M oS0 e bl ol o o 0 ey o s s e 1 s il

) ) customer, busi i have 2 geal fied to t. Every o ‘metric’ assigned i & in oer wands, how will you know when fhe goalis compieied?
button and enter requested information. See *Note below.

o Casate ekl oz, Cee e e G
= Emplojee Hierarchy
_ 4, Nt N YR
ASS|gn Goals P —
To assign goals to your employees, select the goal N
check box and click the button. H

lmqn

. Visibilty # Goal Start Due !aﬂs m
View Goals of Others Rl 11 2 Inquiryresponse e BOE N KL W VS g
To view goals up and down the organization, click on Saied
an employee’s name spy glass. —
% 5
Visoiity # Goal Start Due Status mmm
0 Public 2.1 Impiement a suocession management pogram by Apd 30, 2016, Program defiverables met 05012015 04302016 Mot 0% 7‘, ‘5
Stared —1
Goal actions S e —
Visibilty ¥ Goal Start Due !aﬂs mm
[ Public 3.1 Affod twp seminers I Guing FY16 10 keep peufessonal — Two events aftended LSOS S Nt 0% 7 L1
silsig i gafe o —

] .
Visibilty # Goal St Due Status mmm
] Public 41 Compeie and dnaize depariment budgel for FY17 by 331/16 Date budget is finalized 0015 GANE Nt 0 L3}
Started T

Note: When creating new goals, you have 2 options:
1. Goal Wizard (see Spotlight) 2. Create a New Goal
If you ‘Create a New Goal’, you can either select
from a personal goal or a library goal.

Spotlight:

Writing Effective Goals with Goal Wizard

Use S.M.A.R.T. goals to set goals. Click on the button to step through the process of
writing a S.M.A.R.T. goal. Overall, whenever you create a goal, try to ensure it is:
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Add a SMART Goal
Specific Goal should clearly define the task(s) you want to achieve. Measurable Autainable

Choose a goal with measurable progress, establish criteria to |

Measurable
- measure progress.

A\ ttainable Goals must be within your capacity to reach.

Make sure each goal is consistent with other goals you have |
established and fits with your immediate and long-range plans. R T L L R R o e e o o :
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Relevant

Time Bound Set atime frame as a clear target for completion. | iR “"“""“‘““"""‘“'E




