April NPA Tip of the Month

It’s that time of year again and mid-year Evaluations are being done. For Postmasters the process of completing your own accomplishments in PES is fairly simple; type it up in a word document so that you can see your overall work, then cut and paste it into PES.  Follow the blueprint that is below each of your CORE requirements to determine what category your actions fall.  If you believe you are a High Contributor, read Contributor and High Contributor and paint the picture. Do not fall into the numbers trap. What did you do with regard to actions or behaviors in the area a Leadership and Communication? Examples might be “Spoke at District meetings on how to improve VOE; held weekly meetings with my staff to review success stories and opportunities. Trained a new PMR. Trained two new Postmasters in neighboring towns.”  What did you do since October ‘07 in your office, as well as assisting the District, with regard to Leadership and Communication? We do not talk numbers…. we talk behaviors.
In the Financial Management section, again follow the blueprint of what they believe it takes to be a Contributor, High or Exceptional Contributor in this CORE goal. Again, some examples might be, “All audits were done timely without reminders or direction from the District. I held two eBay days in my lobby. I have attended three club meetings in town to talk about alternate access, stamps .com and other ways to make using the Post Office easy and friendly. I helped the neighboring office conduct a passport fair,” and it goes on and on.
The third area for general comments I save for what I need from my evaluator and if I have any issues that could be a roadblock. If there are problems with my plan in retail revenue or with my non-personnel budget such as rent or contract cleaners I spell it out here. For example, in my PES I stated “All passport offices were given a 25% increase to SPLY in passport sales for their plan in FY/08. In February the amount that the Postal Service charges and receives as revenue for passports went from 30 to 25 dollars per passport. This is a 16.7% decrease in revenue. If an adjustment to plan is not made, this could be a mitigating circumstance.”  This way I will discuss it at mid-year with my evaluator and they are made aware of the problem. At year end if this revenue loss is enough to move me a cell I will proceed with a mitigating circumstance.
This is also the time to toot your horn. It is the time to talk about concerns you may have and ask for assistance if needed.  If you have subordinates to evaluate, remember your best boss and how the mid-years and year end meetings went. Then remember the worst boss and how you felt when the time was not taken to pat you on the back, thank you for your work and assist in any way you could to help them be successful. I have used this quote before in my articles but I truly believe it, “If your team is well taught and your focus is not on the win but on helping the player, you will get the end result and they will get better.”     

