Setting “SMART” Goals
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The approach the university is taking in setting expectations is to ensure that they are SMART.  Review the acronym, and then work through the model by creating your own goal.  You are likely familiar with this idea, however it can be difficult and takes practice.  You can type in the gray boxes below.
To (action verb) (single key result) by (target date) requiring (resources).

For example:
To implement a new Performance Management Process by July 1 involving managers and individual contributors in the development process.

Think of a goal for your department or a specific individual.  Begin drafting a goal statement based on the following guidelines:   
Specific – The goal should be clear (not vague); a specific result should be                     stated, and an action verb should be included.  
Specific— Identify a specific result using an action verb:       
Measurable – The key result stated in the goal should be verifiable or measurable. Ways the result can be measured might include:

· Quantity – a measure of how much, usually stated in numbers or percentage.

· Quality – a measure of how well, usually in terms of degree of error or relative rating measures.

· Time – a measure of how long it will take to complete the task or activity.

For example:

· Quantity – The project was 100% completed.

· Quality – A customer satisfaction rating of “very satisfied” was received.

· Time – The project was completed one month ahead of schedule.
Measurable—Identify how achievement of the goal will be verified or measured:       
Actionable – The goal is within the power of the individual to complete with little or no outside assistance. If the goal is bigger than the individual’s job scope then only the portions the individual can control should be included in the goal.

For example:

To participate as a team member on the strategic planning committee.  Attend all committee meetings and complete all assignments on time.

Actionable—Indicate the scope of employee’s responsibility as it relates to the position:       
Realistic – The goal is realistic and can be attained while still representing a significant challenge. If a goal is going to require several years to complete, it should be segmented into portions that can be realistically completed in each year.

For example:

To complete phase one of a three-year construction project, as defined in the master plan.

Realistic—Indicate considerations that make the goal realistic:       
Time Bound – The goal should have a timeframe(s) that defines when the goal will be achieved. This may include one final deadline or several milestones throughout the project.

For example:

To complete request for proposal for refuse services and select the successful vendor by January 31, 2006.

Time Bound—Identify timeframe or milestones:       
Write a final statement.  Indicate the university or department goal with which your goal aligns.

Final Goal Statement:       
Goal Alignment—
Department Goal:       
University Goal:       
Checklist for Setting Meaningful Objectives

· Starts with the word “to” followed by an action verb.

· Specifies a single key result to be accomplished.

· Has a target date for completion.

· Is specific and measurable.

· Is actionable by the employee and ties to the group’s goals and objectives.

· Was set with the involvement of the employee responsible for the objective.

· Can be understood by all involved.

· Is realistic.

· Is consistent with the available resources in the organization.

· Is agreed upon by the employee and the manager without undue pressure or coercion.
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