Differentiating between Goals and Duties:

· A DUTY is a statement of an employee’s normal work output, a clearly established responsibility or requirement of an employee’s job.  Duties are found on an employee’s job description.  Examples include maintaining a database, preparing travel requests, and scheduling meetings.

· A GOAL is a statement of specific work-related achievement to be accomplished within a specified time frame. See examples below.

You may set routine, problem-solving, or innovative goals, or very likely a combination.  These are described below:

· Routine (Normal Work Output; Duty)

While all duties on a job description are not likely to be listed under Goals/Duties, there may be a duty or responsibility that is so pertinent to the employee’s job that the you decide to include it as a major focus area.
· Problem-Solving (Quality Improvement)

You might have set a goal to improve a work process, behavior or function.  An example of a problem-solving goal: To improve the readability and format of the production statistics report.

· Innovative (Something New)

Perhaps you have ideas for new ways for the employee to perform work or carry out his/her areas of responsibility.  An example of an Innovative goal: To create a new electronic Template for preparing the monthly production statistical report.

Goals should be written so that they describe how the results are to be obtained, how results will be measured, and when the work will be done: They should be SMART: 

Specific:(Use an action verb, e.g., to develop…, to design…, to implement…, to produce…) Make sure the goal specifies what needs to be done, with a timeframe for completion, e.g., acknowledge Remedy tickets back to customer within 24 hours of receipt.
· Definition of how and what needs to be done

· Clear Understanding

Measurable:
(Contains numeric or descriptive measures that define quantity, quality, and cost) How you will know your employee has been successful in meeting this goal, e.g., Tag fixed assets and enter appropriate information into database within 15 days of receipt.
· Behavior: observable actions

· Quantity: number or amount

· Quality: how well the result meets the criteria; what it’s like when it’s right

· Cycle time: time from request to completion

· Efficiency: resources used to get the result

· Flexibility: will accommodate special needs

Achievable (Within employee’s control and influence; a “stretch” yet feasible) Is the goal achievable by your employee? Can they complete the goal as you stated in the timeframe you originally outlined? 

· Authority or control to meet the goal

· Influence to meet the goal

· Resources to meet the goal

· Environmental support to meet the goal

Results-Focused (Measures actual outputs or results (not activities) such as products, deliverables, and accomplishments)

Time-Bound (Identifies target date) How often the employee should work on this task or by when the employee should accomplish this goal.

· Specific date

· Calendar milestone

· Relative to the achievement of another result

Here are some examples of goals using SMART:

· To reconcile the department accounts and provide financial reports by the tenth day after the close of every month 

· To develop and implement a new model for assigning on-call hours by November 1st.

· To installed, tested and place in production the application for new student registration process by June 1st.

· To research, develop, and submit recommendations for improving backup speeds by the end of the calendar year.
· To attend training and then complete X certification by January 1st.

· To develop a customer database using access software that will include customers’ demographic and contact information.  The database will be tested by the end of the 1st quarter and implemented for department use by May 15.  This will allow department to more readily contact customers when needed.  

· To complete quarterly patches within 30 days of receipt.

· To research and recommend QA process for annual maintenance process before third quarter.
