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	EMPLOYEE NAME:
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Performance/Development Targets
	PERFORMANCE/DEVELOPMENT AREA
	SPECIFIC ACTION REQUIRED
	COMPLETION DATE
	PERSON(S) RESPONSIBLE
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Employee Acknowledgment & Signatures
	If you do not successfully achieve the performance targets outlined above by the designated dates, and continue to sustain these performance levels, or if no improvement is demonstrated prior to those dates, further disciplinary action may be taken, up to and including termination.  In addition, the semi-annual review process is a relative comparison, and successful completion of this Performance Improvement Plan does not guarantee receipt of a higher rating at the next review period.
By signing this document you are not agreeing with the content, you are verifying that the above performance discussion occurred on the date stated and you were given the opportunity to have a copy of the completed form.  Your Human Resource Representative is available should you have any questions or concerns.

EMPLOYEE SIGNATURE:  		DATE:  	

SUPERVISOR SIGNATURE:  		DATE:  	






Performance Improvement Plan		Non Exempt Levels
PERFORMANCE / DEVELOPMENT AREAS


1. Organization Skills
· Does not consistently adapt to new procedures and change in working practices. 
· Has not sufficiently followed schedules set by others.
· Does not consistently complete work on time. 
· Does not clearly identify priorities or consistently function independently.
· Does not consistently work with a sense of urgency.
· Has not adequately demonstrated the ability to multi-task. 
· Is not always effective in providing administrative support for meetings (e.g. ensuring resources and tools are prepared in advance, keeping people informed of arrangements).
· Does not make effective use of Enron's resources.

2. Innovation
· Does not consistently employ efficient methods to accomplish tasks.
· Is not consistently receptive to new ideas.
· Does not effectively generate solutions to perform tasks or overcome obstacles. 
· Lacks effectiveness in applying new concepts and techniques.
· Does not effectively design or improve processes.
· Has not consistently displayed initiative.
· Does not consistently act in a proactive manner.

3. Communication/Vision and Values
· Has not consistently communicated effectively.
· Does not express ideas so that others understand the message.
· Does not consistently give appropriate attention and respect to what others have to say.
· Lacks sufficient verbal and written communication skills in interaction w/ employees, clients, contractors, etc. 
· Does not demonstrate appropriate respect in interacting with others.
· Does not communicate with supervisor, peers, or subordinates in a consistent and appropriate manner.
· Fails to communicate effectively to customers and clients.
· Fails to consistently demonstrate good customer service.

4. Team work/Interpersonal 
· Does not consistently foster professional and productive relationships among colleagues and others.  
· Does not sufficiently support a collaborative culture when warranted.
· Does not adequately maintain a professional approach in high-intensity situations without damaging co-worker relationships.
· Does not appropriately keep others up-to-date and informed of initiatives, plans, and developments as they occur and without being asked.
· Does not consistently recognize and participate in team goals. 
· Does not consistently respond to other's requests. 
· Is not consistently successful in resolving conflicts or teamwork issues.
· Does not make sufficient contribution to team objectives. 
· Is not successful in demonstrating ability to develop productive working relationships on a regular basis.
· Needs improvement with building professional networks that allow the employee to leverage all appropriate company resources.



5. Analytical/Technical
· Does not sufficiently perform administrative tasks (making best travel schedules, accommodations, meeting facilitation, etc.).
· Does not demonstrate strong technical skills critical to area of responsibility (e.g. office management, accurate and efficient retrieval of information, data accuracy).  
· Does not consistently prioritize multiple tasks and complete them in an accurate and timely manner.

6. Professional/Career Development 
· Does not effectively seek ongoing development opportunities to enhance professional talents and skills. 
· Does not adequately demonstrate interest and openness to learning and improvement.
· Does not make well-reasoned decisions in high intensity situations.
· Does not effectively incorporate feedback into performance of job duties.

7. Job Performance
· Is not performing duties and responsibilities of the position effectively
· Does not effectively provide accuracy and necessary detail.
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