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CORRESPONDENCE MEMORANDUM 

 
 

DATE: February 20, 2012 
  
TO:  Executive Committee 
  Employee Trust Funds (ETF) Board 
   
FROM: Pam Henning, Administrator 
  Division of Management Services 
   
SUBJECT: Steps/Timelines for the ETF Secretary’s Evaluation Process and 

Managerial Survey 
 
Background 
In December 2008, the ETF Board (Board) approved a performance evaluation form to 
assist in evaluating the Secretary in June of each year.  The Board also approved the 
use of a managerial survey as a helpful tool to provide additional information to consider 
as members evaluated the Secretary’s performance.  The survey questions are aligned 
with the categories on the performance evaluation form and cover management of 
operations, member/employer services, external relations, leadership, and staff 
development.  The Board utilizes both of these documents in its yearly evaluation of the 
ETF Secretary.   
 
Evaluation Changes 
At the June 23, 2011, meeting, the Board did not suggest any further changes to the 
performance evaluation form or survey for the June 2012 evaluation. 
 
Response Rates 
The managers’ survey response rate in 2011 was 93.6%.  This was an improvement 
from the prior year’s response rate of 92.3%.  Again this year, the survey cover letter to 
managers will indicate the Board would like 100% participation. 
 
I will be available at the Executive Committee and ETF Board meeting to answer any 
questions you may have. 
 
Attachments: A. 2012 Steps/Timeline 
 B. Managerial Survey 
 C. Secretary’s Annual Performance Review 
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Attachment A 
 
 

Proposed Steps/Timelines  
ETF Secretary Evaluation Process and Managerial Survey 

March 8, 2012 
 

 

 
 Month 

 
Steps  

(ETF Executive Committee/Board Actions in Yellow) 
 

 
Responsibility 

 

March Review managerial survey. 
 
Finalize survey with input from Board and distribute electronic 
survey to managers by 3/26. 
 

Board 
 
DMS Administrator  
 

April Compile managerial survey results and prepare summary for HR 
Director; review by 4/23. 
 
Distribute draft managerial survey report to Executive Committee 
for review/comments by 4/30. 

Survey staff/HR 
Director 
 
HR Director/Executive 
Committee 
 

May Incorporate Executive Committee comments and finalize the 
managerial survey report by 5/7. 
 
Distribute final managerial survey report and Secretary 
performance evaluation template to Board by 5/18

 

.  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 6/1. 
 

HR Director/Executive 
Committee 
 
HR Director 
 
 
 
 
Board 
 
 

June Compile and summarize the Board’s evaluation results and send 
results to the Executive Committee by 6/8 for review and 
comments. 
 
Executive Committee meets or conducts a conference call to 
discuss results of the Board evaluations by 6/15. 
    
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 21 meeting. 

HR Director 
 
 
 
HR Director/Executive 
Committee 
 
HR Director 
 
 
Board 
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ᴀ₸ꜟꜜꜛⱱꞋᴦͻ
Ⱨⱱꜟᴒᴒ

Ⱨⱱꜟᴒᴒ ꜚᴒ₹₸ꜟԛꞋԐ ⱪⱳᴠԛⱱꜟᴒᴒ
ᴀ₸ꜟꜜꜛⱱꞋᴦͻ
ⱪⱳᴠԛⱱꜟᴒᴒ

᷇᷄ͻ꜠ᴣᴒꜟᴠᴒᴒᴠͻԜ₹ᴑⱱᴒ₸Ԓͻᴠ₸ԛᴓᴓԒͻԛꜛᴑͻꜜꜝᴒꜟԛ₸ⱳꜛⱱͻꜟᴒᴠꜜ₹ꜟԝᴒᴠͻⱳꜛͻԛͻꜟᴒᴠꜝꜜꜛᴠⱳԜꞋᴒͻꞌԛꜛꜛᴒꜟ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷈᷄ͻⱫꜛᴠ₹ꜟᴒᴠͻԝꜜꞌꜝꞋⱳԛꜛԝᴒͻᴤⱳ₸ⱲͻᴓᴒᴑᴒꜟԛꞋ᷅ᴠ₸ԛ₸ᴒͻꞋԛᴤᴠԒͻꜟ₹ꞋᴒᴠԒͻԝꜜꜛ₸ꜟԛԝ₸ᴠͻԛꜛᴑͻꜝꜜꞋⱳԝⱳᴒᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷉᷄ͻᴀ₹Ԝꞌⱳ₸ᴠͻꜟᴒԛᴠꜜꜛԛԜꞋᴒͻԜ₹ᴑⱱᴒ₸ͻꜟᴒꜞ₹ᴒᴠ₸ᴠͻ₸Ⱳԛ₸ͻԛᴑᴑꜟᴒᴠᴠͻⱳꞌꜝꜜꜟ₸ԛꜛ₸ͻꜝꜟⱳꜜꜟⱳ₸ⱳᴒᴠ᷅ꜛᴒᴒᴑᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷊᷄ͻꜙԛ꞊ᴒᴠͻ₸Ⱳꜜ₹ⱱⱲ₸ᴓ₹Ꞌ᷅ԛꜝꜝꜟꜜꜝꜟⱳԛ₸ᴒͻᴑᴒԝⱳᴠⱳꜜꜛᴠͻԛᴓ₸ᴒꜟͻⱱԛⱳꜛⱳꜛⱱͻⱳꜛꜝ₹₸ͻԛꜛᴑͻԛꜛԛꞋᴦᴧⱳꜛⱱͻ₸Ⱳᴒͻᴓԛԝ₸ᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

˯᷄ͻⱫꜛᴠ₹ꜟᴒᴠͻꜜꜝᴒꜟԛ₸ⱳꜜꜛԛꞋͻԝꜜꜛᴠⱳᴠ₸ᴒꜛԝᴦ᷅ᴠ₸ԛԜⱳꞋⱳ₸ᴦͻ₸Ⱳꜟꜜ₹ⱱⱲͻԛͻꜞ₹ԛꞋⱳᴓⱳᴒᴑͻꞌԛꜛԛⱱᴒꜟⱳԛꞋͻ₸ᴒԛꞌͻԛꜛᴑͻ
ԝꜜꜛᴠⱳᴠ₸ᴒꜛ₸ꞋᴦͻᴣԛꞋ₹ᴒᴠͻ₸Ⱳᴒⱳꜟͻᴠ꞊ⱳꞋꞋᴠԒͻ꞊ꜛꜜᴤꞋᴒᴑⱱᴒԒͻԛꜛᴑͻԝꜜꜛ₸ꜟⱳԜ₹₸ⱳꜜꜛᴠ᷄

nmlkj nmlkj nmlkj nmlkj nmlkj

˰᷄ͻᴂᴠᴒᴠͻԜᴒꜛԝⱲꞌԛꜟ꞊ͻᴠ₸₹ᴑⱳᴒᴠԒͻᴠ₹ꜟᴣᴒᴦᴠԒͻԛꜛᴑͻԜᴒᴠ₸ͻꜝꜟԛԝ₸ⱳԝᴒᴠͻ₸ꜜͻⱳꞌꜝꜟꜜᴣᴒͻꜝꜟꜜⱱꜟԛꞌᴠԒͻꜝꜟꜜԝᴒᴠᴠᴒᴠԒͻ
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ⱳꜛᴓꜜꜟꞌԛ₸ⱳꜜꜛͻꜟᴒꜞ₹ᴒᴠ₸ᴠ᷄

nmlkj nmlkj nmlkj nmlkj nmlkj

᷉᷄ͻᴀᴒᴒ꞊ᴠͻꜝԛꜟ₸ꜛᴒꜟᴠⱲⱳꜝᴠͻᴤⱳ₸ⱲͻᴒꞌꜝꞋꜜᴦᴒꜟᴠͻԛꜛᴑͻԛͻᴤⱳᴑᴒͻꜟԛꜛⱱᴒͻꜜᴓͻⱱꜜᴣᴒꜟꜛꞌᴒꜛ₸ͻꜜꜟⱱԛꜛⱳᴧԛ₸ⱳꜜꜛᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷊᷄ͻⱪᴒꞌꜜꜛᴠ₸ꜟԛ₸ᴒᴠ᷅ᴒꜛԝꜜ₹ꜟԛⱱᴒᴠͻꜜꜝᴒꜛͻԝꜜꞌꞌ₹ꜛⱳԝԛ₸ⱳꜜꜛͻᴤⱳ₸Ⱳͻᴄⱳᴠԝꜜꜛᴠⱳꜛͻϸᴒ₸ⱳꜟᴒꞌᴒꜛ₸ͻᴀᴦᴠ₸ᴒꞌͻ
ᴠ₸ԛ₸ᴒ᷅ꞋꜜԝԛꞋͻᴒꞌꜝꞋꜜᴦᴒꜟᴠ᷄

nmlkj nmlkj nmlkj nmlkj nmlkj
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nmlkj nmlkj nmlkj nmlkj nmlkj
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Ⱨⱱꜟᴒᴒ

Ⱨⱱꜟᴒᴒ ꜚᴒ₹₸ꜟԛꞋԐ ⱪⱳᴠԛⱱꜟᴒᴒ
ᴀ₸ꜟꜜꜛⱱꞋᴦͻ
ⱪⱳᴠԛⱱꜟᴒᴒ
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ⱴꜜᴣᴒꜟꜛꜜꜟᶲᴠͻ꜠ᴓᴓⱳԝᴒԒͻᴀ₸ԛ₸ᴒͻꜜᴓͻᴄⱳᴠԝꜜꜛᴠⱳꜛͻⱶꜛᴣᴒᴠ₸ꞌᴒꜛ₸ͻⱨꜜԛꜟᴑԒͻⱱꜜᴣᴒꜟꜛꞌᴒꜛ₸ͻꜜᴓᴓⱳԝⱳԛꞋᴠͻԛꜛᴑͻ₸Ⱳᴒͻ
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nmlkj nmlkj nmlkj nmlkj nmlkj

᷈᷄ͻꜙԛⱳꜛ₸ԛⱳꜛᴠͻԛᴤԛꜟᴒꜛᴒᴠᴠͻꜜᴓͻᴠ₸ԛ₸ᴒ᷅ꜛԛ₸ⱳꜜꜛԛꞋͻⱳꜛᴓꞋ₹ᴒꜛԝᴒᴠͻԛꜛᴑͻԛԝ₸ⱳᴣⱳ₸ⱳᴒᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷉᷄ͻᴄꜜꜟ꞊ᴠͻ₸ꜜͻᴒꜛⱲԛꜛԝᴒͻ₸Ⱳᴒͻԛⱱᴒꜛԝᴦᶲᴠͻꜟᴒꜝ₹₸ԛ₸ⱳꜜꜛͻԛꜛᴑͻⱳꞌԛⱱᴒ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷊᷄ͻⱪᴒᴠⱳꜟᴒᴠͻԛꜛᴑͻᴠᴒᴒ꞊ᴠͻⱳꜛꜝ₹₸ͻᴓꜟꜜꞌͻᴠ₸ԛ₸ᴒ᷅ᴓᴒᴑᴒꜟԛꞋͻԜᴒꜛᴒᴓⱳ₸ͻԛᴠᴠꜜԝⱳԛ₸ⱳꜜꜛᴠͻԛꜛᴑͻⱳꜛ₸ᴒꜟᴒᴠ₸ͻⱱꜟꜜ₹ꜝᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

˯᷄ͻᴂꜛᴑᴒꜟᴠ₸ԛꜛᴑᴠͻԛꜛᴑͻꜝ₹ꜟᴠ₹ᴒᴠͻԛͻꞋᴒⱱⱳᴠꞋԛ₸ⱳᴣᴒͻꜝꜟꜜⱱꜟԛꞌͻ₸Ⱳԛ₸ͻꜝꜟꜜ₸ᴒԝ₸ᴠͻꞌᴒꞌԜᴒꜟᴠᶲͻꞋᴒⱱԛꞋͻԜᴒꜛᴒᴓⱳ₸ͻ
ꜟⱳⱱⱲ₸ᴠͻԛꜛᴑͻԜᴒꜛᴒᴓⱳ₸ͻꜝꜟꜜⱱꜟԛꞌͻᴠ₸ԛԜⱳꞋⱳ₸ᴦ᷄

nmlkj nmlkj nmlkj nmlkj nmlkj

˰᷄ͻⱫꜛᴠ₹ꜟᴒᴠͻꞋᴒⱱⱳᴠꞋԛ₸ⱳᴣᴒͻԛꜛᴑͻꜟᴒⱱ₹Ꞌԛ₸ꜜꜟᴦͻԛԝ₸ⱳᴣⱳ₸ⱳᴒᴠͻԛꜟᴒͻꞌꜜꜛⱳ₸ꜜꜟᴒᴑͻԛꜛᴑͻԛꜛԛꞋᴦᴧᴒᴑ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

⅍᷄ͻꜙԛⱳꜛ₸ԛⱳꜛᴠͻᴒᴓᴓᴒԝ₸ⱳᴣᴒͻꞌᴒᴑⱳԛͻꜟᴒꞋԛ₸ⱳꜜꜛᴠͻԛꜛᴑͻᴠᴒꜟᴣᴒᴠͻԛᴠͻᴠꜝꜜ꞊ᴒᴠꜝᴒꜟᴠꜜꜛԒͻᴤⱲᴒꜛͻԛꜝꜝꜟꜜꜝꜟⱳԛ₸ᴒ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

ⅎ᷄ͻⱩꜜꜛᴣᴒᴦᴠͻ₸ⱲᴒͻꜛᴒᴒᴑͻᴓꜜꜟͻꜜꜛⱱꜜⱳꜛⱱͻꜝꜟꜜᴓᴒᴠᴠⱳꜜꜛԛꞋͻꜟᴒꞋԛ₸ⱳꜜꜛᴠⱲⱳꜝᴠͻᴤⱳ₸Ⱳͻꜜ₹₸ᴠⱳᴑᴒͻꜝԛꜟ₸ⱳᴒᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

ᴀ₸ꜟꜜꜛⱱꞋᴦͻ
Ⱨⱱꜟᴒᴒ

Ⱨⱱꜟᴒᴒ ꜚᴒ₹₸ꜟԛꞋԐ ⱪⱳᴠԛⱱꜟᴒᴒ
ᴀ₸ꜟꜜꜛⱱꞋᴦͻ
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᷇᷄ͻⱧ₸₸ꜟԛԝ₸ᴠԒͻꜟᴒ₸ԛⱳꜛᴠԒͻԛꜛᴑͻꞌꜜ₸ⱳᴣԛ₸ᴒᴠͻꜞ₹ԛꞋⱳ₸ᴦͻᴒꞌꜝꞋꜜᴦᴒᴒᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷈᷄ͻⱩꜟᴒԛ₸ᴒᴠͻԛꜛͻԛ₸ꞌꜜᴠꜝⱲᴒꜟᴒͻ₸Ⱳԛ₸ͻᴓꜜᴠ₸ᴒꜟᴠͻ₸ᴒԛꞌᴤꜜꜟ꞊Ԓͻԝꜟᴒԛ₸ⱳᴣⱳ₸ᴦԒͻԛꜛᴑͻꜝԛꜟ₸ⱳԝⱳꜝԛ₸ⱳꜜꜛ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷉᷄ͻᴄꜜꜟ꞊ᴠͻ₸ꜜͻꞌⱳꜛⱳꞌⱳᴧᴒͻ₸₹ꜟꜛꜜᴣᴒꜟͻԜᴦͻꞌԛⱳꜛ₸ԛⱳꜛⱳꜛⱱͻᴠ₸ԛᴓᴓͻᴠԛ₸ⱳᴠᴓԛԝ₸ⱳꜜꜛ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷊᷄ͻⱫꜛԝꜜ₹ꜟԛⱱᴒᴠͻᴠ₸ԛᴓᴓͻ₸ꜟԛⱳꜛⱳꜛⱱ᷅ꜜ₸Ⱳᴒꜟͻꜝꜟꜜⱱꜟԛꞌᴠͻ₸ꜜͻᴑᴒᴣᴒꞋꜜꜝͻᴠ꞊ⱳꞋꞋͻᴠᴒ₸ᴠͻԛꜛᴑͻꜝꜟꜜᴣⱳᴑᴒͻᴓꜜꜟͻԝԛꜟᴒᴒꜟͻ
ԛᴑᴣԛꜛԝᴒꞌᴒꜛ₸Ԓͻᴤⱳ₸ⱲⱳꜛͻԜ₹ᴑⱱᴒ₸ͻꜝԛꜟԛꞌᴒ₸ᴒꜟᴠ᷄

nmlkj nmlkj nmlkj nmlkj nmlkj

˯᷄ͻⱪᴒꞌꜜꜛᴠ₸ꜟԛ₸ᴒᴠͻԛͻԝꜜꞋꞋԛԜꜜꜟԛ₸ⱳᴣᴒͻꞌԛꜛԛⱱᴒꜟⱳԛꞋͻᴠ₸ᴦꞋᴒͻⱳꜛᴣꜜꞋᴣⱳꜛⱱͻꜜ₸Ⱳᴒꜟᴠͻⱳꜛͻᴑᴒԝⱳᴠⱳꜜꜛԓꞌԛ꞊ⱳꜛⱱ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

˰᷄ͻⱶᴑᴒꜛ₸ⱳᴓⱳᴒᴠͻԛꜛᴑͻ₹ꜛᴑᴒꜟᴠ₸ԛꜛᴑᴠͻⱳᴠᴠ₹ᴒᴠͻԛꜛᴑͻ₸ԛ꞊ᴒᴠͻԛꜝꜝꜟꜜꜝꜟⱳԛ₸ᴒͻᴠ₸ᴒꜝᴠͻ₸ꜜͻꜟᴒᴠꜜꞋᴣᴒͻ₸Ⱳᴒꞌ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

⅍᷄ͻꜗᴒᴒꜝͻᴒꞌꜝꞋꜜᴦᴒᴒᴠͻⱳꜛᴓꜜꜟꞌᴒᴑͻꜜᴓͻ꞊ᴒᴦͻᴒᴣᴒꜛ₸ᴠͻꜜꜟͻԛԝ₸ⱳᴣⱳ₸ⱳᴒᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

ⅎ᷄ͻⱧᴑᴑꜟᴒᴠᴠᴒᴠͻᴠ₹ԝԝᴒᴠᴠⱳꜜꜛͻꜝꞋԛꜛꜛⱳꜛⱱͻᴓꜜꜟͻ꞊ᴒᴦͻꜝꜜᴠⱳ₸ⱳꜜꜛᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

˳᷄ͻⱫꜛԝꜜ₹ꜟԛⱱᴒᴠͻᴤꜜꜟ꞊ꜝꞋԛԝᴒͻᴑⱳᴣᴒꜟᴠⱳ₸ᴦͻԛꜛᴑͻԛᴠᴠ₹ꜟᴒᴠͻꞌԛꜛԛⱱᴒꜟⱳԛꞋͻԝꜜꞌꜝꞋⱳԛꜛԝᴒͻᴤⱳ₸ⱲͻⱲ₹ꞌԛꜛͻ
ꜟᴒᴠꜜ₹ꜟԝᴒᴠͻꞋԛᴤᴠͻԛꜛᴑͻꜝꜜꞋⱳԝⱳᴒᴠ᷄

nmlkj nmlkj nmlkj nmlkj nmlkj

Ⱪꜜꞌꞌᴒꜛ₸ͻӾԐⱶᴓͻꞌԛꜟ꞊ⱳꜛⱱͻͽꜚᴒ₹₸ꜟԛꞋͽԒͻꜝꞋᴒԛᴠᴒͻⱳꜛᴑⱳԝԛ₸ᴒͻԛͻꜟᴒԛᴠꜜꜛͻᴤⱲᴦ᷄ӿͻ
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Page 3

Managers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF SecretaryManagers' Survey of ETF Secretary

кгХђeỲ↕eĉĊh⅛⌡Х
ᴀ₸ꜟꜜꜛⱱꞋᴦͻ
Ⱨⱱꜟᴒᴒ

Ⱨⱱꜟᴒᴒ ꜚᴒ₹₸ꜟԛꞋԐ ⱪⱳᴠԛⱱꜟᴒᴒ
ᴀ₸ꜟꜜꜛⱱꞋᴦͻ
ⱪⱳᴠԛⱱꜟᴒᴒ

᷇᷄ͻⱶꜛᴠ₸ⱳꞋꞋᴠͻԛͻᴠᴒꜛᴠᴒͻꜜᴓͻԝꜜꜛᴓⱳᴑᴒꜛԝᴒͻԛꜛᴑͻⱳᴠͻᴣⱳᴒᴤᴒᴑͻԛᴠͻԛͻᴠ꞊ⱳꞋꞋᴒᴑͻԛꜛᴑͻ₸ꜟ₹ᴠ₸ᴒᴑͻꞋᴒԛᴑᴒꜟ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷈᷄ͻᴂᴠᴒᴠͻᴠ₸ꜟԛ₸ᴒⱱⱳԝͻꜝꞋԛꜛꜛⱳꜛⱱͻ₸ᴒԛꞌͻԛꜝꜝꜟꜜԛԝⱲᴒᴠͻ₸ꜜͻᴠᴒ₸ͻⱱꜜԛꞋᴠͻԛꜛᴑͻꜝꜟᴒꜝԛꜟᴒͻᴓꜜꜟͻ₸Ⱳᴒͻᴓ₹₸₹ꜟᴒ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷉᷄ͻꜘᴒԛᴑᴠͻꜜꜟⱱԛꜛⱳᴧԛ₸ⱳꜜꜛͻᴤⱳ₸ⱲͻԛͻᴣⱳᴠⱳꜜꜛͻԛꜛᴑͻꜝꜟꜜᴣⱳᴑᴒᴠͻԝꞋᴒԛꜟͻᴑⱳꜟᴒԝ₸ⱳꜜꜛͻ₸ꜜͻᴠ₸ԛᴓᴓ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

᷊᷄ͻϸᴒԝꜜⱱꜛⱳᴧᴒᴠͻᴒᴥԝᴒꞋꞋᴒꜛԝᴒͻⱳꜛͻᴣԛꜟⱳꜜ₹ᴠͻᴤԛᴦᴠͻԛꜛᴑͻꜜᴓᴓᴒꜟᴠͻԛͻᴠ₹ꜝꜝꜜꜟ₸ⱳᴣᴒͻᴤꜜꜟ꞊ͻᴒꜛᴣⱳꜟꜜꜛꞌᴒꜛ₸᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

˯᷄ͻꜙԛⱳꜛ₸ԛⱳꜛᴠͻԛᴤԛꜟᴒꜛᴒᴠᴠͻꜜᴓͻᴒꞌꜝꞋꜜᴦᴒᴒͻԜᴒꜛᴒᴓⱳ₸ͻꜝꜟꜜⱱꜟԛꞌͻ₸ꜟᴒꜛᴑᴠͻԛꜛᴑͻꜟᴒᴠꜝꜜꜛᴑᴠͻ₸ꜜͻԝⱲԛꜛⱱᴒ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

˰᷄ͻⱪᴒꞋᴒⱱԛ₸ᴒᴠͻԛ₹₸Ⱳꜜꜟⱳ₸ᴦ᷅ꜟᴒᴠꜝꜜꜛᴠⱳԜⱳꞋⱳ₸ᴦͻⱳꜛͻԛꜛͻԛꜝꜝꜟꜜꜝꜟⱳԛ₸ᴒͻꞌԛꜛꜛᴒꜟ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

⅍᷄ͻⱶꜛᴣⱳ₸ᴒᴠͻԛꜛᴑͻᴤᴒꞋԝꜜꞌᴒᴠͻⱳꜛꜛꜜᴣԛ₸ⱳᴣᴒͻⱳᴑᴒԛᴠ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

ⅎ᷄ͻⱧԝ₸ᴠͻⱳꜛͻԛꜛͻꜜꜝᴒꜛͻԛꜛᴑͻᴒ₸ⱲⱳԝԛꞋͻꞌԛꜛꜛᴒꜟ᷄ nmlkj nmlkj nmlkj nmlkj nmlkj

Ⱪꜜꞌꞌᴒꜛ₸ͻӾԐⱶᴓͻꞌԛꜟ꞊ⱳꜛⱱͻͽꜚᴒ₹₸ꜟԛꞋͽԒͻꜝꞋᴒԛᴠᴒͻⱳꜛᴑⱳԝԛ₸ᴒͻԛͻꜟᴒԛᴠꜜꜛͻᴤⱲᴦ᷄ӿͻ
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Secretary’s฀Annual฀Performance฀Review฀
฀

January฀2012฀–฀June฀2012฀
฀

 

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:฀
฀
Each฀Board฀member฀should฀rate฀the฀Secretary’s฀annual ฀performance฀by฀placing฀an฀“ X”฀next฀to฀฀
the appropriate฀rating฀for฀each฀performance฀criteria฀by฀June฀1฀of฀each฀year.฀฀I ndividual฀evaluations฀
will be฀collected฀by฀the฀ETF฀Human฀Resources฀Director฀and฀compiled฀into฀a฀final฀performance฀evaluation฀
summary฀for฀review฀by฀the฀Executive฀Committee.฀฀ Each฀Board฀member฀may฀provide฀remarks฀in฀the฀
“Comments”฀box฀below฀each฀section.฀
฀

Performance฀Criteria฀ Weight฀
Board฀Relations฀ 25%฀
Management฀of฀Operations฀ 10%฀
Member/Employer฀Services฀ 10%฀
External฀Relations฀ 20%฀
Leadership฀ 25%฀
Staff฀Development฀ 10%฀
Total฀ 100%฀

฀

 

Attachment C



Board฀Relations฀(25%)฀
฀

•฀ maintains฀environment฀that฀promotes฀positive฀and฀professional฀working฀relationships฀with฀
Board฀members฀

•฀ keeps฀Board฀members฀well฀informed฀of฀relevant฀issues,฀trends,฀system฀operations,฀external฀
and฀internal฀challenges฀

•฀ responds฀to฀Board฀members’฀questions,฀concerns฀and฀requests฀for฀information฀in฀a฀clear฀and฀
timely฀manner฀

•฀ provides฀assistance฀to฀Board฀committee฀chairs฀in฀the฀development฀of฀Board฀agendas฀
•฀ assists฀and฀supports฀Board฀in฀execution฀of฀fiduciary฀duties฀
•฀ works฀effectively฀with฀the฀Board฀in฀exercising฀its฀oversight฀responsibilities฀

฀

Superior฀
Exceeds฀
Expectations฀
฀

Accomplished฀ Developing฀
Needs฀
Improvement฀
฀

Consistently฀strives฀to฀
maintain฀a฀good฀
working฀relationship฀
with฀Board฀and฀to฀
provide฀Board฀
members฀with฀tools฀
necessary฀for฀them฀to฀
carry฀out฀their฀
responsibilities.฀฀฀

฀ Communicates฀in฀a฀
satisfactory฀manner.฀฀
Keeps฀Board฀
members฀adequately฀
informed฀of฀issues฀
and฀activities.฀฀

฀ Communication฀is฀
lacking.฀฀Board฀
members฀not฀
sufficiently฀informed฀
of฀issues฀and฀
activities.฀฀฀

฀
Comments:฀
฀
฀
฀
฀
฀
฀
฀



Management฀of฀Operations฀(10%)฀
฀

•฀ provides฀for฀effective฀day-to-day฀operations฀of฀the฀Department฀
•฀ manages฀operations฀in฀accordance฀with฀all฀relevant฀federal฀and฀state฀laws,฀administrative฀

rules,฀union฀contracts,฀and฀internal฀policies฀
•฀ develops฀reasonable฀budgets฀and฀manages฀the฀Department฀in฀a฀cost฀effective฀manner฀
•฀ identifies฀and฀satisfactorily฀resolves฀problems฀
•฀ ensures฀consistency฀and฀stability฀of฀operations฀through฀a฀capable฀and฀knowledgeable฀

management฀team฀
•฀ utilizes฀benchmark฀studies,฀surveys฀and฀best฀practices฀to฀improve฀processes฀and฀efficiencies฀฀฀
•฀ makes฀audit฀compliance฀a฀priority฀
•฀ exercises฀prudent฀use฀of฀technology 

•฀ oversees฀the฀security฀for฀all฀official฀documents฀and฀plans฀for฀business฀continuity 
฀

Superior฀฀
Exceeds฀
Expectations฀฀
฀

Accomplished฀฀ Developing฀
Needs฀฀
Improvement฀฀
฀

Demonstrates฀the฀
ability฀to฀manage฀daily฀
operations฀efficiently฀
and฀consistently.฀฀
Utilizes฀sound฀
management฀
practices฀and฀
technology฀to฀further฀
the฀Department’s฀
mission.฀฀Ensures฀full฀
audit฀compliance.฀

฀ Manages฀organization฀
sufficiently฀to฀carry฀
out฀basic฀mission฀of฀
the฀Department.฀฀
Delegates฀
appropriately.฀฀
Attempts฀full฀audit฀
compliance.฀

฀ Manages฀operations฀
and฀resources฀
inconsistently.฀฀Does฀
not฀fully฀utilize฀
management฀team.฀฀
Requires฀more฀focus฀
on฀audit฀compliance.฀

 

Comments:฀
฀
฀
฀
฀
฀



Member/Employer฀Service฀(10%)฀
฀

•฀ ensures฀members฀are฀educated฀about฀benefits฀and฀informed฀of฀any฀benefit฀changes฀฀
•฀ responds฀to฀member฀concerns฀in฀a฀timely฀and฀professional฀manner฀
•฀ seeks฀to฀enhance฀partnership฀with฀employers฀
•฀ seeks฀to฀improve฀communication฀with฀members฀and฀employers฀฀
•฀ surveys฀members฀and฀employers฀about฀communication฀and฀service฀preferences฀
฀

฀
Superior฀฀
฀

Exceeds฀
Expectations฀
฀

Accomplished฀฀ Developing฀
Needs฀฀
Improvement฀฀
฀

Consistently฀works฀in฀
the฀best฀interest฀of฀
membership.฀
Responds฀to฀
members฀and฀
employers฀in฀a฀prompt฀
and฀professional฀
manner.฀฀Fosters฀
good฀communication฀
between฀groups.฀
฀

฀ Provides฀members฀
and฀employers฀with฀
adequate฀information.฀฀
Responds฀to฀
concerns฀within฀an฀
acceptable฀timeframe฀
and฀in฀a฀professional฀
manner.฀฀Allows฀for฀
open฀communication฀
between฀groups.฀

฀ Fails฀to฀keep฀
members฀and฀
employers฀informed.฀฀
Does฀not฀respond฀to฀
concerns฀in฀a฀timely฀
and/or฀professional฀
manner.฀

฀
Comments:฀
฀
฀
฀
฀
฀
฀
฀



External฀Relations฀(20%)฀
฀

•฀ maintains฀communication฀with฀external฀entities฀and฀stakeholders฀(legislature,฀Governor’s฀
Office,฀other฀government฀officials,฀State฀of฀Wisconsin฀Investment฀Board,฀and฀the฀general฀
public)฀

•฀ maintains฀awareness฀of฀state฀and฀national฀influences฀that฀may฀affect฀the฀Department,฀its฀
benefit฀programs฀and฀the฀agency’s฀reputation/image฀

•฀ solicits฀input฀from฀associations฀and฀interest฀groups,฀both฀state฀and฀federal฀
•฀ pursues฀a฀legislative฀agenda฀that฀protects฀members’฀legal฀benefit฀rights฀and฀the฀stability฀of฀the฀

benefit฀programs฀
•฀ monitors฀and฀analyzes฀legislative฀and฀regulatory฀activities฀
•฀ maintains฀appropriate฀media฀relations฀and฀serves฀as฀chief฀spokesperson฀when฀appropriate฀
•฀ ensures฀managers฀and฀employees฀understand฀the฀importance฀of฀ongoing฀communication฀with฀

all฀entities฀and฀stakeholders฀
฀

Superior฀฀
Exceeds฀
Expectations฀฀
฀

Accomplished฀฀ Developing฀
Needs฀฀
Improvement฀฀
฀

Excels฀at฀
communicating฀with฀
external฀parties.฀฀
Maintains฀awareness฀
of฀outside฀influences.฀฀
Takes฀steps฀
necessary฀to฀preserve฀
the฀integrity฀of฀the฀
Department฀and฀
benefit฀programs.฀฀

฀ Communicates฀with฀
external฀parties฀in฀a฀
satisfactory฀manner.฀฀
Able฀to฀effectively฀
develop฀legislative฀
strategies฀and฀
respond฀to฀legislative฀
initiatives.฀฀

฀ Communication฀with฀
external฀parties฀is฀
lacking.฀฀Does฀not฀
take฀initiative฀in฀
pursuing฀legislative฀
agenda.฀

฀
Comments:฀
฀
฀
฀
฀
฀
฀



Leadership฀(25%)฀
฀

•฀ inspires฀confidence฀and฀credibility฀with฀the฀Board,฀managers,฀staff฀and฀outside฀stakeholders฀
•฀ utilizes฀a฀team฀approach฀to฀strategic฀planning฀to฀set฀goals฀and฀to฀prepare฀for฀future฀initiatives฀
•฀ provides฀clear฀direction฀to฀staff฀and฀leads฀organization฀with฀a฀vision฀
•฀ provides฀for฀effective฀and฀efficient฀day฀to฀day฀management฀of฀Department฀
•฀ rewards฀excellence฀and฀offers฀a฀supportive฀work฀environment฀
•฀ maintains฀awareness฀of฀industry฀trends฀and฀responds฀to฀change฀
•฀ participates฀in฀professional฀organizations฀for฀personal฀and฀professional฀development฀฀฀฀
•฀ invites฀innovative฀ideas฀and฀programs฀฀
•฀ maintains฀the฀integrity฀of฀the฀Department฀by฀acting฀in฀an฀open฀and฀ethical฀manner฀
฀

Superior฀฀
Exceeds฀
Expectations฀
฀

Accomplished฀฀ Developing฀
Needs฀฀
Improvement฀฀
฀

Demonstrates฀the฀
highest฀degree฀of฀
leadership฀by฀
effectively฀planning฀
for฀the฀future,฀keeping฀
current฀in฀the฀benefits฀
field฀and฀providing฀a฀
stable฀and฀effective฀
work฀environment.฀฀฀

฀ Leads฀the฀
organization฀in฀a฀
satisfactory฀manner.฀฀
Keeps฀staff฀informed฀
of฀activities฀and฀
projects฀a฀positive฀
image฀of฀the฀
Department.฀

฀ Fails฀to฀adequately฀
plan฀for฀future฀
activities.฀฀Does฀not฀
provide฀adequate฀
guidance฀to฀
employees.฀฀

฀
Comments:฀
฀
฀
฀
฀
฀
฀



Staff฀Development฀(10%)฀
฀

•฀ recruits฀and฀retains฀quality฀staff฀
•฀ creates฀an฀atmosphere฀that฀fosters฀teamwork,฀creativity฀and฀participation฀
•฀ works฀to฀ensure฀low฀turnover฀by฀maintaining฀staff฀satisfaction฀
•฀ encourages฀staff฀training฀and฀other฀opportunities฀for฀advancement,฀growth฀and฀skill฀building฀
•฀ encourages฀staff฀teamwork;฀uses฀collaborative฀management฀style,฀soliciting฀staff฀feedback฀and฀

involvement฀in฀decision฀making฀
•฀ identifies฀internal฀problems฀and฀takes฀appropriate฀steps฀to฀resolve฀them฀
•฀ keeps฀employees฀informed฀of฀events,฀activities฀and฀the฀overall฀direction฀of฀the฀Department฀
•฀ addresses฀succession฀planning฀for฀key฀positions฀within฀the฀Department฀
•฀ encourages฀diversity฀within฀the฀workforce฀and฀consistently฀follows฀human฀resource฀policies฀

and฀procedures฀
฀
฀
Superior฀฀
฀

Exceeds฀
Expectations฀฀
฀

Accomplished฀฀ Developing฀
Needs฀฀
Improvement฀฀
฀

Recognizes฀
importance฀of฀trained฀
staff฀and฀maintaining฀
employee฀satisfaction.฀฀
Ensures฀staff฀
confidence฀by฀
responding฀to฀
concerns฀and฀seeking฀
input฀from฀all฀levels.฀

฀ Encourages฀input฀
from฀employees.฀฀
Provides฀training฀
opportunities฀when฀
possible.฀

฀ Lack฀of฀action฀results฀
in฀poor฀morale฀and฀
productivity.฀฀Does฀not฀
provide฀incentive฀for฀
staff฀development.฀

฀
Comments:฀
฀
฀
฀
฀
฀
฀
฀



฀
Achievements:฀฀฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
Areas฀Needing฀Improvements:฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀
฀฀฀
Goals฀for฀the฀Coming฀Year: 



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.  
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