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	U.S. Department of Housing 

and Urban Development


	Employee Name:
      
	Employee’s  SSN:
    -  -    
	Organizational Segment: 

     
	Organization Code: 

     

	Position Title:

Realty Specialist (PD Sales)
	Series and Grade:  

1170-12
	Date of Appraisal Period:
From       To      
	Date Rating Made: 
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	Rating Official (Signature & Date)

X
	Employee (Signature & Date)

X

	Reviewing Official (Signature & Date)

X
	Note:  Employee signature indicates only that the rating has been discussed with the employee and does not signify agreement or disagreement with the rating.

	Element Ratings:
	Progress Review Employee’s initials indicate only that the progress review meeting was held.  They do not indicate agreement or disagreement with the results.
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Summary Ratings
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	Employee Comments

     



Rating Official/Reviewing Official Comments

Sensitive Information:  The information collected on this form is considered sensitive and is protected by the Privacy Act.  The Privacy Act requires that these records be maintained with appropriate administrative, technical, and physical safeguards to ensure their security and confidentiality.  In addition, these records should be protected against any anticipated threats or hazards to their security or integrity which could result in substantial harm, embarrassment, inconvenience, or unfairness to any individual on whom the information is maintained.

	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

1

	Critical Element Description: Technical Competence - Demonstrates expertise, quality and accountability in areas of responsibility; requires minimum supervision to perform assignments in compliance with HUD/Program Office policies and mandates.
Related Strategic Goal(s):  Promote decent affordable housing; strengthen communities, embrace high standards of ethics, management and accountability.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 

In addition to meeting the standards for Excellent:
Consistently provides technical advice and guidance with minimal supervision to internal and external HUD clients resulting in the accomplishment of Departmental goals and priority objectives.
Consistently provides technical advice that effectively resolves issues in a positive and/or collaborative manner.
Consistently provides technical advice in accordance with established written sources such as HUD policy, Federal Regulations or Handbooks.  
Excellent Performance Standards: 

Exceeds the performance standards from the Fully Successful level but does not meet the performance standards for the Outstanding level:
Fully Successful Performance Standards:
Performance at this level consistently meets the following standards:  
1. Deadlines are monitored and extensions are requested within established timeframe in accordance with Secretarial goals and Managerial priorities. 
2. Demonstrates expertise and in-depth knowledge of HUD Handbooks, statutes and regulations, commercial real estate principles and practices regarding property disposition that result in the accomplishment of Departmental goals and objectives. 

3. Serves as a technical advisor for the Center on all matters related to the acquisition, repair and sale of HUD held properties in order to meet the Secretarial goals and managerial priorities for maintaining affordable housing and to comply with outstanding guidelines
4. Provides clear, complete, and accurate advice to supervisor and internal and external HUD clients to increase the delivery of affordable housing resources to the community. 

Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level. 
Unsatisfactory Performance Standards:

Performance at this level frequently exhibits any of the following:
Fails to provide accurate, through, and timely technical advice to HUD clients and staff.
Provides technical advice that is contrary to established HUD policy, Federal Regulations or Handbooks.

Fails to keep peers, management or customers informed of issues that affect accomplishment of work products of the division or specific assigned goals.

Dependencies:
Actual Accomplishments:       
	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

2

	Critical Element Description: Individual Work Management – Works to accomplish tasks or provide services effectively and efficiently in support of the HUD’s/Program Office’s mission.
Related Strategic Goal(s):  Promote decent affordable housing; strengthen communities, embrace high standards of ethics, management and accountability.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards:
In addition to meeting the standards for Excellent: 
Consistently develops and uses innovative approaches to improve services and increase productivity and effectiveness.  Consistently adjusts work schedule to meet unusual or unanticipated work load demands and supervisor is kept appraised.

Consistently utilizes all information available about the project, develops a foreclosure or disposition program that exceeds prescribed goals and timeframes.
Exceeds specific goals assigned to PD Center.
Excellent Performance Standards: 
Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level:
Fully Successful Performance Standards: 
Performance at this level consistently meets the following standards:  
Process foreclosure recommendation package within established time frames.   

Reviews Field Office foreclosure recommendation within ten (10) days of receipt.

Prepares foreclosure decision letter to the ownership entity within thirty (30) days of hearing letter date or within two (2) days of notification of hearing decision.

Submit Unit of Local Government foreclosure notification letter to supervisor within ten (10) days of issuance of final foreclosure hearing letter.

Review Comprehensive Repair Survey (CRS) for accuracy within ten (10) days of receipt.
Submit foreclosure recommendation package to supervisor within fifteen (15) after the completion of the CRS and approved HUD 9650.

Prepare and submit complete bid kit for advertisement on HUD’s “Weekly Listing of Multifamily Properties for Sale” web site ten (10) days prior to listing day to meet advertising time frame guidelines.

Utilizes all information available about the project, develops and submit to management a foreclosure or disposition program that meets prescribed goals and timeframes.

Monitors projects in the PIPELINE to ensure accuracy of data.
Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level
Unsatisfactory Performance Standards:
Performance at this level frequently exhibits any of the following standards:
Fails to complete activities targeted for goal accomplishment.

Does not develop effective approaches or utilize management developed approaches to improve services and increase productivity and effectiveness.

Fails to coordinate with others internal and external to assure that necessary goals, priorities and objectives are accomplished.

Does not make adjustments to work schedule to meet unusual or unanticipated workload demands or to handle emergency situation when necessary.
Offers no practical input into improving procedures for workload management in the Department.
Dependencies:  The following activities may adversely affect the ability of the PD Center to meet the standards of the critical element “Individual Work Management”.  For example, delays in foreclosure processing caused by the time required for receipt of safe instruments, incomplete documentation from field office, timely receipt of CRS, delays in processing due to management and/or HUD Headquarters review and approval of work product, revisions in policy/guidelines, bankruptcy and or other litigation issues, available funding for HAP contract, time delays by Field Office in approving HUD-2530 Previous Participation Certification.  
Actual Accomplishments:       
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and Urban Development
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3

	Critical Element Description: Communication – Communicates in a timely, accurate, professional manner in both written and oral communication; interacts with clients, colleagues, or superiors with high degree of tact and respect.
Related Strategic Goals:  Ensure cross program partnerships, collaboration, and support.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 
In addition to meeting the standards for the Excellent level:
Prepares complex written documents with minimal supervisory intervention. 
Consistently communicates Department policy clearly and completely to internal and external clients.  
Prepared written verbal responses and consistently displays a thorough knowledge of HUD policy and procedures. 
Communication with the public consistently results in a favorable impression of the Department’s programs and staff.

Consistently prepares a variety of correspondence such as position papers and prepares replies to inquiries from Government Officials, prospective purchasers and other HUD customers. 
Communications consistently display a high degree of tact, diplomacy and sensitivity.
Excellent Performance Standards: 
Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level:
Fully Successful Performance Standards: 
Performance at this level consistently meets the following standard:  
1. Communicates Departmental policy clearly and completely to routine inquires via phone calls, emails, or personal visitation immediately or within one (1) day of inquiry.
2. Issues pre-disposition notification via first class mail and responds to all requests by tenants for additional information or clarification with tact, diplomacy and sensitivity within two (2) days of receipt.

3. Issue purchaser approval letter under the Previous Participation Certification process, HUD-2530, within two (2) days of notification of approval from field office and communicate information to all appropriate parties to facilitate timely closing of the sale.
4. Respond to all inquiries pertaining to Departmental policy in bid kits advertised on HUD’s “Weekly Listing of Multifamily Properties for Sale” within two (2) days of receipt.  
5. Fully researches issues to accurately portray HUD positions and decisions in written correspondence.

6. Serves as the liaison with the Office of Counsel, the Foreclosure Commissioner, and potential purchasers during the foreclosure process within established time frames. 

7. Maintains appropriate balance between concerns and issues between different work groups in the Department and provides support to foster teamwork, commitment and quality service to customer.
8. Communicates to supervisor in a timely fashion any issues that may require intervention to reach an acceptable solution.
Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level:
Unsatisfactory  Performance Standards:
Performance at this level frequently exhibits any of the following standards:  

Fails to effectively communicate Department policy resulting in further inquires and at times, supervisory involvement.

Written/Verbal responses are inaccurate, unclear and incomplete.

Public communication generates negative public relations for the department’s programs and staff.

Fails to reach policies and procedures which result in providing inaccurate information.
Dependencies:
Actual Accomplishments:       

	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
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	Critical Element Description: Customer Service – Provides professional and responsive service within mutually agreed upon timeframes; treats internal and external customers with courtesy and respect; honors commitments and deadlines.
Related Strategic Goal(s):  Ensure cross program partnerships, collaboration, and support.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: 
In addition to meeting the standards for the Excellent level:  

Consistently demonstrates ability to successfully and diplomatically resolve adverse situations with hostile internal and external clients. 
Consistently demonstrates a positive demeanor towards all job functions, assist and encourages co-workers.

Feedback from customers is consistently positive and reflects favorably on the Department.

Consistently demonstrates exceptional initiative, cooperation, teamwork and problem solving skills.

Deals effectively with others to arrive at proactive decisions and compromises.  Participates in and contributes to efforts to improve collaborations and cooperation removing barriers to accomplishment of mutual goals.  

Excellent Performance Standards: 
Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level:
Fully Satisfactory Performance Standards:
Performance at this level consistently meets the following standards:  
1. Gives a favorable impression of HUD by respecting the customer and demonstrating that respect through courteous treatment.

2. Provides assistance as necessary and works cooperatively with co-worker/others.

3. Demonstrates a positive demeanor toward all job functions.

4. Establishes good rapport and cooperative working relationships with client and/or employee groups and resolves problems with effective mediation with or without supervisory intervention.

5. Maintains complete communications on interoffice matters; gives consideration to impact of decision before exercising them. 

Minimally Satisfactory Performance Standards:
Exceeds the performance standard for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level:

Unsatisfactory Performance Standards:
Performance at this level frequently exhibits any of the following standards:  
Performs duties in an uncooperative manner resulting in adverse public impression of HUD’s policies and programs.

Does not demonstrate initiative or cooperation and lacks team working and problem solving abilities.
Deals ineffectively with others and arrives at unsatisfactory decisions and compromises.

Consistently fails to respond timely to requests.

Dependencies:
Actual Accomplishments: 
	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

     

	Critical Element Description: Data Base Management - Effectively supports and captures information on the status of projects in the foreclosure process.  The reports generated are used to improve the quality of service and to provide management with timely and accurate assessment of how well the PD Center is meeting its strategic goals. 

Related Strategic Goal(s):  Embrace high standards of ethics, management, and accountability.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards:
In addition to meeting the standards for the Excellent level: 
· Consistently monitors projects in the PIPELINE and ensures the database is kept up-to-date 100% of the time.
· Consistently provides weekly status report to management in an accurate, complete and timely manner so that work load is prioritized and scheduled ensuring work items can be tracked and analyzed.

· Consistently monitors individual work load and projects in the pipeline in an accurate, complete and timely manner using Excel database system.

· Consistently maintains management control systems that are up to date allowing supervisor and appropriate staff to meet significant Departmental objectives.

Excellent Performance Standards:

Exceeds the performance standards for the Fully Successful level but does not meet the performance standards for the Outstanding level:

___________________________________________________________________________________________________________

Fully Successful Performance Standards: 

Performance at this level consistently meets the following standards: Database Maintenance/Management:  Design, create, manage and maintain physical databases including database management, procedures and providing information for access, database security, and monitoring and tuning the database to ensure ongoing operation and accuracy.

1. Provides weekly status report to supervisor in an accurate, complete and timely manner. 
2. Monitors individual work load and projects in the pipeline in an accurate, complete and timely manner.
3. Maintains internal control systems that are consistently up to date.
4. Reviews pipeline reports monthly to ensure accuracy of the database for the projects assigned in the foreclosure pipeline.

Minimally Satisfactory Performance Standards:

Exceeds the performance standards for the Unsatisfactory level but does not meet the performance standards for the Fully Successful level: 

_________________________________________________________________________________________________________

Unsatisfactory Performance Standards: 

Performance at this level frequently exhibits any of the following standards:  
1. Fails to provide weekly status report to supervisor in an accurate, complete and timely manner.

2. Fails to monitors individual work load and projects in the pipeline in an accurate, complete and timely manner using Excel database system.

3. Fails to maintain internal control systems that are up to date allowing supervisor and appropriate staff to meet significant deadlines and avoid potential serious problems.

4. Fails to reviews pipeline reports monthly to ensure accuracy of the database for the projects in the foreclosure pipeline.

  Dependencies:  
 Actual Accomplishments:       
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