


 

 

Attachment A 
 
 

Proposed Steps/Timelines  
ETF Secretary Evaluation Process and Managerial Survey 

February 2011 
 

 

 
Month 

 
Steps 

 
Responsibility 

 

March Review managerial survey. 
 
Finalize survey with input from Board and distribute electronic 
survey to managers by March 25. 
 

Board 
 
HR Director 
 

April Compile managerial survey results and prepare summary for HR 
Director; review by April 22. 
 
Distribute draft managerial survey report to Executive Committee 
for review/comments by April 29. 

Survey staff/HR 
Director 
 
HR Director/Executive 
Committee 
 

May Incorporate Executive Committee comments and finalize the 
managerial survey report by May 6. 
 
Distribute final managerial survey report and Secretary 
performance evaluation template to Board by May 13.  Include 
Secretary’s annual accomplishments and his/her response to 
overall performance expectations for the fiscal year. 
 
Return completed Secretary performance evaluation forms to HR 
Director by May 26. 
 

HR Director/Executive 
Committee 
 
HR Director 
 
 
 
 
Board 
 
 

June Compile and summarize the Board’s evaluation results and send 
results to the Executive Committee by June 10 for review and 
comments. 
 
Executive Committee meets or conducts a conference call to 
discuss results of the Board evaluations by June 17. 
    
Distribute performance evaluation results to Executive Committee 
and Board prior to the June Board meeting by mail or e-mail. 
   
Board conducts a performance evaluation review of the Secretary 
at the June 23 meeting. 

HR Director 
 
 
 
HR Director/Executive 
Committee 
 
HR Director 
 
 
 
Board 
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Managers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF Secretary

1 . ETF Secretary's Agency Oversight  and Adm inist rat ion

1 . Managem ent  of Operat ions

 
St rongly  

Agr ee
Agr ee Neut ral* Disag r ee

St rongly  

Disag r ee

1 .  Ov er sees budget ,  st af f ,  and  oper at ing  r esou r ces in  a r esponsib le 

m an n er .
nmlkj nmlkj nmlkj nmlkj nmlkj

2 .  Ensur es com pl iance w it h  feder al / st at e law s,  r u les,  con t r act s and 

pol icies.
nmlkj nmlkj nmlkj nmlkj nmlkj

3 .  Subm i t s r easonab le budget  r equest s t hat  addr ess im por t an t  

p r ior i t ies/ needs.
nmlkj nmlkj nmlkj nmlkj nmlkj

4 .  Mak es t hough t fu l / appr opr iat e decisions af t er  gain ing  inpu t  and  

analy zing  t he fact s.
nmlkj nmlkj nmlkj nmlkj nmlkj

5 .  Ensur es oper at ional  consist ency / st ab i l i t y  t h r ough  a qual i f ied  

m anager ia l  t eam  and  consist en t ly  v alues t hei r  sk i l ls,  k now ledge,  and  

cont r ibu t ions.

nmlkj nmlkj nmlkj nmlkj nmlkj

6 .  Uses benchm ar k  st ud ies,  su r v ey s,  and  best  p r act ices t o im pr ov e 

p r ogr am s,  p r ocesses,  and  ser v ice.
nmlkj nmlkj nmlkj nmlkj nmlkj

7 .  Est ab l ishes p r oper  con t r o ls and  secu r i t y  m easur es t o m eet  ETF’s 

m ission / ob j ect iv es.
nmlkj nmlkj nmlkj nmlkj nmlkj

8 .  Encou r ages t he p r uden t  use of  t echnology . nmlkj nmlkj nmlkj nmlkj nmlkj

9 .  Ov er sees and  m on i t or s ETF’s business con t inu i t y / d isast er  r ecov er y  

p lan s.
nmlkj nmlkj nmlkj nmlkj nmlkj

2 . Mem ber/ Em ployer Services

 
St rongly  

Agr ee
Agr ee Neut ral* Disag r ee

St rongly  

Disag r ee

1 .  Uses v ar iou s m et h ods/ t oo ls t o  in f or m  m em ber s abou t  

pot en t ia l / act ual  benef i t  changes ( leg islat ion ,  r egu lat ions,  pol icies,  

et c. ) .

nmlkj nmlkj nmlkj nmlkj nmlkj

2 .  Ensu r es m em ber s r eceiv e accu r at e and  p r ofessional  r esponses t o  

quest ions and  in for m at ion  r equest s.
nmlkj nmlkj nmlkj nmlkj nmlkj

3 .  Seek s par t ner sh ips w i t h  em p loy er s and  a w ide r ange of  gov er nm en t  

or gan izat ions.
nmlkj nmlkj nmlkj nmlkj nmlkj

4 .  Dem onst r at es/ encou r ages open  com m un icat ion  w i t h  Wisconsin  

Ret i r em en t  Sy st em  st at e/ local  em p loy er s.
nmlkj nmlkj nmlkj nmlkj nmlkj

5 .  So l ici t s f eedback  f r om  m em ber s/ st ak eh older s on  com m u n icat ion  

and ser v ice p r efer ences.
nmlkj nmlkj nmlkj nmlkj nmlkj

Com m en t  ( * I f  m ar k ing  " Neu t r al " ,  p lease ind icat e a r eason  w hy . )

Com m en t  ( * I f  m ar k ing  " Neu t r al " ,  p lease ind icat e a r eason  w hy . )

       Attachment B
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Managers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF Secretary

3 . External Relat ions

 
St rongly  

Agr ee
Agr ee Neut ral* Disag r ee

St rongly  

Disag r ee

1 .  Main t ains ef fect iv e com m un icat ion  w i t h  ex t er nal  

en t i t ies/ st ak eholder s ( Leg islat u r e,  Gov er nor ’s Of f ice,  St at e of  

Wisconsin  I nv est m en t  Boar d ,  gov er nm en t  of f icia ls and  t he pub l ic) .

nmlkj nmlkj nmlkj nmlkj nmlkj

2 .  Main t ains aw ar eness of  st at e/ nat ional  in f luences and  act iv i t ies. nmlkj nmlkj nmlkj nmlkj nmlkj

3 .  Wor k s t o  en h an ce t h e agen cy ’s r epu t at ion  an d  im age. nmlkj nmlkj nmlkj nmlkj nmlkj

4 .  Desi r es an d  seek s in pu t  f r om  st at e/ f eder a l  ben ef i t  associat ion s an d  

in t er est  g r oups.
nmlkj nmlkj nmlkj nmlkj nmlkj

5 .  Under st ands and  pu r sues a leg islat iv e p r ogr am  t hat  p r ot ect s 

m em b er s’ legal  benef i t  r igh t s and  benef i t  p r ogr am  st ab i l i t y .
nmlkj nmlkj nmlkj nmlkj nmlkj

6 .  Ensur es leg islat iv e and r egu lat or y  act iv i t ies ar e m on i t or ed  and 

an aly zed .
nmlkj nmlkj nmlkj nmlkj nmlkj

7 .  Main t a in s ef f ect iv e m ed ia r e lat ion s an d  ser v es as spok esper son ,  

w hen appr opr iat e.
nmlkj nmlkj nmlkj nmlkj nmlkj

8 .  Conv ey s t he need  for  ongoing  p r ofessional  r elat ionsh ips w i t h  

ou t side par t ies.
nmlkj nmlkj nmlkj nmlkj nmlkj

4 . Staff Developm ent

 
St rongly  

Agr ee
Agr ee Neut ral* Disag r ee

St rongly  

Disag r ee

1 .  At t r act s,  r et ains,  and m ot iv at es qual i t y  em ploy ees. nmlkj nmlkj nmlkj nmlkj nmlkj

2 .  Cr eat es an  at m ospher e t hat  fost er s t eam w or k ,  cr eat iv i t y ,  and  

par t icipat ion .
nmlkj nmlkj nmlkj nmlkj nmlkj

3 .  Wor k s t o ensur e low  t u r nov er  by  m ain t ain ing  st af f  sat isfact ion . nmlkj nmlkj nmlkj nmlkj nmlkj

4 .  Encou r ages st af f  t r a in ing / ot her  p r ogr am s t o dev elop  sk i l l  set s and  

pr ov ide for  car eer  adv ancem ent ,  w i t h in  budget  par am et er s.
nmlkj nmlkj nmlkj nmlkj nmlkj

5 .  Dem onst r at es a col labor at iv e m anager ial  st y le inv olv ing  ot her s in  

decision - m ak in g .
nmlkj nmlkj nmlkj nmlkj nmlkj

6 .  I den t i f ies an d  u n der st an ds issu es an d  t ak es app r op r ia t e st eps t o  

r eso lv e t hem .
nmlkj nmlkj nmlkj nmlkj nmlkj

7 .  Keep  em p loy ees in for m ed  of  k ey  ev en t s or  act iv i t ies. nmlkj nmlkj nmlkj nmlkj nmlkj

8 .  Addr esses succession  p lann ing  for  k ey  posi t ions. nmlkj nmlkj nmlkj nmlkj nmlkj

9 .  Encour ages w or k p lace d iv er si t y  and  assu r es m anager ial  com pl iance 

w i t h  hum an r esour ces law s and pol icies.
nmlkj nmlkj nmlkj nmlkj nmlkj

Com m en t  ( * I f  m ar k ing  " Neu t r al " ,  p lease ind icat e a r eason  w hy . )

Com m en t  ( * I f  m ar k ing  " Neu t r al " ,  p lease ind icat e a r eason  w hy . )
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Managers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF Secretary

5 . Leadership

 
St rongly  

Agr ee
Agr ee Neut ral* Disag r ee

St rongly  

Disag r ee

1 .  I nst i l l s a sense of  con f idence and  is v iew ed  as a sk i l led  and  t r ust ed  

leader .
nmlkj nmlkj nmlkj nmlkj nmlkj

2 .  Uses st r at eg ic p lan n in g  t eam  appr oach es t o  set  goals an d  p r epar e 

for  t he fu t u r e.
nmlkj nmlkj nmlkj nmlkj nmlkj

3 .  Leads or gan izat ion  w i t h  a v ision  and pr ov ides clear  d i r ect ion  t o st af f . nmlkj nmlkj nmlkj nmlkj nmlkj

4 .  Pr ov ides for  ef f ect iv e and  ef f icien t  dai ly  m anagem en t . nmlkj nmlkj nmlkj nmlkj nmlkj

5 .  Rew ar ds ex cel lence in  v ar ious w ay s and of fer s a suppor t iv e w or k  

env i r onm en t .
nmlkj nmlkj nmlkj nmlkj nmlkj

6 .  Main t a ins aw ar eness of  em p loy ee benef i t  p r og r am  t r ends and  

r espon ds t o  ch an ge.
nmlkj nmlkj nmlkj nmlkj nmlkj

7 .  Delegat es au t hor i t y / r esponsib i l i t y  in  an  appr opr iat e m anner . nmlkj nmlkj nmlkj nmlkj nmlkj

8 .  I nv i t es and  w elcom es innov at iv e ideas. nmlkj nmlkj nmlkj nmlkj nmlkj

9 .  Act s in  an  open  and  et h ical  m anner . nmlkj nmlkj nmlkj nmlkj nmlkj

Com m en t  ( * I f  m ar k ing  " Neu t r al " ,  p lease ind icat e a r eason  w hy . )



Secretary’sAnnualPerformanceReview


July2010–June2011


 

The Secretary serves as the Department of Employee Trust Funds’ (ETF) chief executive officer and 
is responsible for the detailed administration of the agency and oversight of the benefit programs.  
The Secretary shall perform all duties prescribed by the state statute or delegated by the ETF Board.  
The Secretary’s performance review is conducted annually at the June ETF Board meeting. 
 

 

Directions:

EachBoard embershouldratetheSecretary’sannual performancebyplacingan“ X”nextto

appropriateratingforeachperformancecriteriabyMay26ofeachyear.I ndividualevaluations
becollectedbytheETFHumanResourcesDirectorandcompiledintoafinalperformanceevaluation

summaryforreviewbytheExecutiveCommittee. EachBoard embermayprovideremarksinthe
“Comments”boxbeloweachsection.


PerformanceCriteria Weight
BoardRelations 25%
ManagementofOperations 10%
Member/EmployerServices 10%
ExternalRelations 20%
Leadership 25%
StaffDevelopment 10%
Total 100%



 

Attachment C



BoardRelations(25%)


• maintainsenvironmentthatpromotespositiveandprofessionalworkingrelationshipswith
Boardmembers

• keepsBoardmemberswellinformedofrelevantissues,trends,systemoperations,external
andinternalchallenges

• respondstoBoardmembers’questions,concernsandrequestsforinformationinaclearand
timelymanner

• providesassistancetoBoardcommitteechairsinthedevelopmentofBoardagendas
• assistsandsupportsBoardinexecutionoffiduciaryduties
• workseffectivelywiththeBoardinexercisingitsoversightresponsibilities



Superior
Exceeds
Expectations


Accomplished Developing
Needs
Improvement


Consistentlystrivesto
maintainagood
workingrelationship
withBoardandto
provideBoard
memberswithtools
necessaryforthemto
carryouttheir
responsibilities.

 Communicatesina
satisfactorymanner.
KeepsBoard
membersadequately
informedofissues
andactivities.

 Communicationis
lacking.Board
membersnot
sufficientlyinformed
ofissuesand
activities.


Comments:










ManagementofOperations(10%)


• providesforeffectiveday-to-dayoperationsoftheDepartment
• managesoperationsinaccordancewithallrelevantfederalandstatelaws,administrative

rules,unioncontracts,andinternalpolicies
• developsreasonablebudgetsandmanagestheDepartmentinacosteffectivemanner
• identifiesandsatisfactorilyresolvesproblems
• ensuresconsistencyandstabilityofoperationsthroughacapableandknowledgeable

managementteam
• utilizesbenchmarkstudies,surveysandbestpracticestoimproveprocessesandefficiencies
• makesauditcomplianceapriority
• exercisesprudentuseoftechnology 

• overseesthesecurityforallofficialdocumentsandplansforbusinesscontinuity 


Superior
Exceeds
Expectations


Accomplished Developing
Needs
Improvement


Demonstratesthe
abilitytomanagedaily
operationsefficiently
andconsistently.
Utilizessound
management
practicesand
technologytofurther
theDepartment’s
mission.Ensuresfull
auditcompliance.

 Managesorganization
sufficientlytocarry
outbasicmissionof
theDepartment.
Delegates
appropriately.
Attemptsfullaudit
compliance.

 Managesoperations
andresources
inconsistently.Does
notfullyutilize
managementteam.
Requiresmorefocus
onauditcompliance.

 

Comments:








Member/EmployerService(10%)


• ensuresmembersareeducatedaboutbenefitsandinformedofanybenefitchanges
• respondstomemberconcernsinatimelyandprofessionalmanner
• seekstoenhancepartnershipwithemployers
• seekstoimprovecommunicationwithmembersandemployers
• surveysmembersandemployersaboutcommunicationandservicepreferences



Superior


Exceeds
Expectations


Accomplished Developing
Needs
Improvement


Consistentlyworksin
thebestinterestof
membership.
Respondsto
membersand
employersinaprompt
andprofessional
manner.Fosters
goodcommunication
betweengroups.


 Providesmembers
andemployerswith
adequateinformation.
Respondsto
concernswithinan
acceptabletimeframe
andinaprofessional
manner.Allowsfor
opencommunication
betweengroups.

 Failstokeep
membersand
employersinformed.
Doesnotrespondto
concernsinatimely
and/orprofessional
manner.


Comments:










ExternalRelations(20%)


• maintainscommunicationwithexternalentitiesandstakeholders(legislature,Governor’s
Office,othergovernmentofficials,StateofWisconsinInvestmentBoard,andthegeneral
public)

• maintainsawarenessofstateandnationalinfluencesthatmayaffecttheDepartment,its
benefitprogramsandtheagency’sreputation/image

• solicitsinputfromassociationsandinterestgroups,bothstateandfederal
• pursuesalegislativeagendathatprotectsmembers’legalbenefitrightsandthestabilityofthe

benefitprograms
• monitorsandanalyzeslegislativeandregulatoryactivities
• maintainsappropriatemediarelationsandservesaschiefspokespersonwhenappropriate
• ensuresmanagersandemployeesunderstandtheimportanceofongoingcommunicationwith

allentitiesandstakeholders


Superior
Exceeds
Expectations


Accomplished Developing
Needs
Improvement


Excelsat
communicatingwith
externalparties.
Maintainsawareness
ofoutsideinfluences.
Takessteps
necessarytopreserve
theintegrityofthe
Departmentand
benefitprograms.

 Communicateswith
externalpartiesina
satisfactorymanner.
Abletoeffectively
developlegislative
strategiesand
respondtolegislative
initiatives.

 Communicationwith
externalpartiesis
lacking.Doesnot
takeinitiativein
pursuinglegislative
agenda.


Comments:









Leadership(25%)


• inspiresconfidenceandcredibilitywiththeBoard,managers,staffandoutsidestakeholders
• utilizesateamapproachtostrategicplanningtosetgoalsandtoprepareforfutureinitiatives
• providescleardirectiontostaffandleadsorganizationwithavision
• providesforeffectiveandefficientdaytodaymanagementofDepartment
• rewardsexcellenceandoffersasupportiveworkenvironment
• maintainsawarenessofindustrytrendsandrespondstochange
• participatesinprofessionalorganizationsforpersonalandprofessionaldevelopment
• invitesinnovativeideasandprograms
• maintainstheintegrityoftheDepartmentbyactinginanopenandethicalmanner


Superior
Exceeds
Expectations


Accomplished Developing
Needs
Improvement


Demonstratesthe
highestdegreeof
leadershipby
effectivelyplanning
forthefuture,keeping
currentinthebenefits
fieldandprovidinga
stableandeffective
workenvironment.

 Leadsthe
organizationina
satisfactorymanner.
Keepsstaffinformed
ofactivitiesand
projectsapositive
imageofthe
Department.

 Failstoadequately
planforfuture
activities.Doesnot
provideadequate
guidanceto
employees.


Comments:









StaffDevelopment(10%)


• recruitsandretainsqualitystaff
• createsanatmospherethatfostersteamwork,creativityandparticipation
• workstoensurelowturnoverbymaintainingstaffsatisfaction
• encouragesstafftrainingandotheropportunitiesforadvancement,growthandskillbuilding
• encouragesstaffteamwork;usescollaborativemanagementstyle,solicitingstafffeedbackand

involvementindecisionmaking
• identifiesinternalproblemsandtakesappropriatestepstoresolvethem
• keepsemployeesinformedofevents,activitiesandtheoveralldirectionoftheDepartment
• addressessuccessionplanningforkeypositionswithintheDepartment
• encouragesdiversitywithintheworkforceandconsistentlyfollowshumanresourcepolicies

andprocedures


Superior


Exceeds
Expectations


Accomplished Developing
Needs
Improvement


Recognizes
importanceoftrained
staffandmaintaining
employeesatisfaction.
Ensuresstaff
confidenceby
respondingto
concernsandseeking
inputfromalllevels.

 Encouragesinput
fromemployees.
Providestraining
opportunitieswhen
possible.

 Lackofactionresults
inpoormoraleand
productivity.Doesnot
provideincentivefor
staffdevelopment.


Comments:











Achievements:















AreasNeedingImprovements:















GoalsfortheComingYear: 



The Secretary’s signature on this form does not necessarily indicate agreement with its 

content.  His signature only indicates that he has read it and has had the opportunity to 

discuss this evaluation with the ETF Board.  

 

_________________________________________________________
ExecutiveCommitteeChair  Date



_________________________________________________________
ETFSecretary   Date
 


