
	Role: Registered Client Services Manager 

	Team Member:  Cooper Shubert






	Grade Scale 


	  4
	Consistent Star:  These team members are experts in this aspect of their role, they actively go above and beyond their current responsibilities and consistently demonstrate alignment with firm values and role competencies.  They can effectively train others in this area and their positive, team oriented attitude is infectious.  


	  3
	Potential Star:  These team members is a solid performers that regularly meet expectations in this category.  While they have not yet mastered their role or this area, they often go above and beyond and demonstrate the attitude and aptitude necessary to be a Consistent Star.  


	  2
	Key Player:  These team members are solid performers that generally meet expectations, but there is room for professional development in this area.  They demonstrate a willingness and ability to improve in their role. 


	  1
	Inconsistent Player:  These team members inconsistently meet expectations or struggle to maintain a positive and professional manner when under pressure or in stressful situations.  There is significant room for improvement in this area and they need substantial supervision to achieve their responsibilities and goals. 




	Expected Outcomes
	   Grade

	5-Star Experience that clients applaud – eg. Are we hearing positive feedback from clients and stakeholders?
	3
*Sue/Betty/Mary Ellen
*Clients are beginning to email you

	Attention to Detail – eg.  Are you catching mistakes for the team?
	2
*Millard/Anderson

	Attempted to find improvements in existing systems: Have you challenged the status quo?   Are you procrastinating on the big projects that will move the needle?
	__2.5___
*Jenna / Getting me out of cabin
*Create systems to move projects along faster.  during off time*Project Review

	Quick learner:  Are we talking about the same things over and over again or are you taking initiative to trust your own systems more than those you’re taking over?
	3
Insurance + / Tax Forms Project - 

	Accountable for inevitable mistakes: Do you own it and take responsibility right away?
	3
*Paul Anderson

	Reliability & Punctuality: Are you reliable? Are things getting done promptly and on deadline? 
	4


	Found innovative solutions to “impossible” tasks:  What problems have you solved and what responsibilities have you taken over?
	3
*newsletter 
*Pushed process with Hannah 
*Built new SOPs for sales process etc
*Taking over JBC/Client comm
*Tax Forms Project 

	Maintain firm, client and team confidentiality and responsibility to the brand – what we do, who we are in the community matters when we’re on a website.  How are we representing the firm’s message and brand externally? 
	3
*Diane / Dane’s boss

	Contribute positively to work environment: Do we look forward to coming here most days? Eg. Aestetics, Vibe etc 

	4
*Fish Tank 
*Great attitude when I was stressed 

	Qtly Check In 

Key Successes:
· Took ownership of newsletter (but not blogs)
· Successfully launched Nichols Cabin Rental 
· Staying focused on your health
· Building your own professional network 
· OTHER: 

Opportunities & Professional Development:
· Tracking meaningful but not urgent projects by doing regular Project/GTD reviews together
· Spring 2019:  Evaluate and test new meeting review prep in advance of meeting process 
· Keep blog writing process fresh and moving 

Upcoming WIG Goals:
· Q1:  Finish website refresh 
· [bookmark: _GoBack]Q1:  Help keep calendar more realistic 
· Q1:  Q2 Value Add 
· Q1:  Complete Retirement Toolkit 

Ways the firm can improve: (Team Member Only)
· More communication about internal meetings 
· Net title :  Operations Manager – is this possible? 
· Monthly meeting during Office Time week dedicated to Team  Project Review 



_________________________________
Manager


_____________________________________
Team Member





2018 Incentive Plan **


Bonus = up to 10% of salary ($4,000).  A bonus pool becomes available based on the firm hitting certain profitability goals (see below).  

Criteria to receive any bonus = Firm profit must grow by 5% YOY  

Eg. If profits grow by 5%, THEN 100% of bonus pool is AVAILABLE to earn

If profits grow by 4%, THEN 80% of bonus pool is AVAILALBLE to earn

If profits fall or grow by 0%, THEN 0% of bonus pool is AVAILABLE to earn

How do I earn the bonus pool ? 

We’ll conduct a quarterly check in, which you’ll be graded on a scale of 1-4 for 5-10 expectations.  You’ll know these ahead of time.  Your % earned of the bonus available to you is based on the average of your four average scores from the four quarterly check ins.  

Eg.  A score of 2.5 out of 4 overall for the year  would yield a bonus of 75% of the bonus pool available to you.  

Example #1
Bonus pool = 10% of $40,000 = $4,000 
Firm profitability grows by 2%
Bonus pool available = 2%/5% = 40% of $4,000 = $1,600 total bonus available based on firm profitability 

Average score for the year 2.5 = $1,001.25 bonus

Example #2
Bonus pool = 10% of $40,000 = $4,000 
Firm profitability grows by 8%
Bonus pool available = 8%/5% = 100% of $4,000 = $4,000total bonus available based on firm profitability 

Average score for the year 2.5 = $2,500

**Please note this is not including regular compensation evaluation which will occur at 90 days, 180 days and annually thereafter.  
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