
EXAMPLES OF CRITICAL ELEMENTS

1.  Element #1 – Execution of Duties 

Completes work assignments in a timely manner, assuring a quality of work that meets the needs of the unit goals and objectives or Division mission.  Develops solutions to problems which demonstrate improvement in work methods.  Supports and conforms to policy, procedures, and regulations.

2.  Element #2 – Team Activities

Takes positive action to promote teamwork and takes responsibility either in a leadership or support role.  Productively works on goals and objectives.

3.  Element #3 - Communications

Presents written and oral communications in a clear, correct, timely and understandable manner; keeps supervisor and/or coworkers informed of issues and problems; provides information and guidance that is correct and according to regulations.

4.  Element #4 – Research and Analysis

Thoroughly and accurately researches issues in a timely manner, using appropriate reference sources.  Makes reasonable recommendations or decisions based on available guidance.

5.  Element #5 – Organizational Support

Provides recommendations that are timely, responsive, and accurate.  Maintains rapport with internal and external divisions, agencies or organizations.  Develops and establishes work relationships with external organizations, as required.  Keeps supervisor and/or team leader informed of difficult and/or controversial issues and unique problems.  Takes action to effectively solve problems before they have an adverse impact on the organization or other employees.

6.  Element #6 – Skills Maintenance

Maintains an adequate level of skill to perform duties and seeks training or on the job training to increase level of competency as necessary for performance of assigned tasks.

7.  Element #7 – Personal Contacts

Demonstrates courteous and tactful behavior towards internal and external organizations, coworkers, supervisors, team members and subordinates.  Projects a positive and professional image of the Marine Corps at all times.

USE FOR MANAGERS:

Element – Resource Management

Monitors allocated funds and maintains complete and accurate records of expenditures.  Utilizes resources in an efficient and effective manner.  Ensures that funds, property, and other resources are guarded against fraud, waste, loss, unauthorized use and misappropriation.

USE FOR MANAGERS, SUPERVISORS, OR TEAM LEADERS:

Element – Equal Employment Opportunity

Applies principles of equal opportunity.  Selects individuals for team activities, for recruitment, promotion, and training without regard to non-merit factors.  Assigns work in an equitable manner, without regard to sex, race, national origin, religion, personal favoritism, age, marital status, political affiliation.  Promptly investigates allegations of discrimination and takes appropriate corrective action if allegations are founded.

USE FOR SUPERVISORS OR MANAGERS:

Element – Supervision

Assigns work fairly and in a manner productive for the organization.  Provides policy guidance including goals and objectives to staff.  Gives timely technical guidance to subordinate staff to support accomplishment of tasks or objectives.  Supports and implements management decisions.  Corrects performance and conduct problems promptly and fairly.  Ensures staff is properly trained and complies with occupational safety and health regulations.

USE FOR MANAGERS OR TEAM LEADERS:

Element – Program/Project Management 

Manages program/project resolving issues and problems that arise in the administration of such.  Monitors all aspects of program/project quality, efficiency, and consistency.  Establishes program/project plans and guidance in response to objectives, requirements, specifications and regulations.  Ensures policy instructions to staff/team are accurate and clearly understood.  Completes work within time constraints or on schedule.  Evaluates effectiveness of work performed and adjusts plans accordingly.  Reports progress of work accomplished to director or head of organization as required.

USE FOR TEAM MEMBERS OR TEAM LEADERS:

Element – Special Projects 


Special projects are supported with research and active participation in work assignments.  Integrates special projects into workload and completes work on time without causing team/work delay or disruption.  Team leader provides clear instructions, monitors team members progress on objectives and provides reports as required.  Special assignments are completed independently or in collaboration with others to ensure quality.  Team Leader ensures that project complies with regulations and procedures.
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