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2. RATINGS ON PERFORMANCE OF SPEéIFIC DUTIES

] DIRECTIONS: : . . . . .
a, State in the -spaces below up to six of the more important SPEC;FIC dutiesonglcg'naﬁ Pe'nw_WéLrating period.

Place the most important first. Do not include minor or unimportant duties. X

b. Rate performance on each specific duty considering ONLY effectiveness in performance of this specific duty.

c. For supervisors, ability to supervise will always be rated as » specifig duty (do not rate as supervisors those
vho supervise e secretary only). ﬁ Zs '

d. Compare in your mind, when passible, the individual being rated wi ! rs 41.”“?” same duty at a
similar level of regsponsibility, . .

e, Two individuals with the same job title may be performing different duties. If so, rete them on different

duties, .

f. Be specific. Examples of the kind of duties that might be rated are: ~" B
ORAL BRIBFING HAS AND USES AREA RNOWLEDGE Mm INTERROGATIONS
GIVING LECTURES DBVELOPS NEW PROGRAMS | PREPARES SUMMARIES
CONDUCTING SEMINARS ANALYZES INDUSTRIAL REPORTS TRANSLATES GERMAN
WRITING TECHNICAL REPORTS . MANAGES FPILES DEBRIEFING SOURCES
CONDUCTING BXTERNAL LIAISON OPERATES RADIO ' L ’ KEEPS . BOOKS
TYPING COORDINATES WITH OTHER OFFICES DRIVES TRUCK
TAKING DICTATION WRITES REGULATIONS MAINTAINS AIR CONDITIONING
SUPERVISING PREPARES CORRESPONDENCE EVALUATES SIGNIFICANCE OF DATA

8. For some jobs, duties may be broken down even further if supervisor considers it advisable, e.g., combined key
and phone operstion, in the case of a radio operator. .

' « INCOMPETENT "IN THE PERFORMANCE OF THIS buUTY 6 - PERFORMS THIS DUTY IN AN OUTSTANDING MANNER
2 - BARELY ADEQUATE IN THE PERFORMANCE OF THIS FOUND IN VERY FEW INDIVIDUALS HOLDING SIMI-
DESCRIPTIVE DUTY LAR JoOBS
RATING 3 - PERFORMS THIS OUTY ACCEPTABLY 7 » EXCELS ANYONE | KNOW IN THE PERFORMANCE OF
NUMBER "4 - PERFORMS THIS DUTY (N A COMPETENT MANNER TH1S DUTY

S - PERFORMS THIS OUTY IN SUCH A FINE MANNER
THAT HE IS A DISTINCT ASSET ON HIS JOB
SPECIFIC DUTY NOo. |fg m/PAD(I), advises RATING|sPEciFIc ObyTy NO. @ Advising offices RATING
PAD(I) members on problems, handles NUMBER : ot NUMBER
ffige manag en% and acts’as C/PAD(T)| ¢ - serviced re application of personnel
a ce rater, policies and procedures 6
srecifie outy wo. 2Determinin, TeasibiITty] ratinc]srecirre oorr wo. SIn‘berviewing appli- RATING

32%133312%}22%1§§P6§§a%n3 dB%rsonnel ) "ZWER cants and employees re utilization, HameER
' personal problems, etc,: 6

SPECIFIC OUTY NO. ’Liaison W‘lth ORR and RATING|SPECIFIC DUTY woO, apre arin memorandums RATING

OBI re matters of personnel manage- NUMBER P & NUMBER

7 letters, etc. re processing of

ment personnel decisions b

3. NARRATIVE DESCRIPTION OF MANNER OF JO8 PERFORMANCE

DIRECTIONS: Stress strengths and weaknesses, particularly those which affect development on present job, .
Subject has a mastery of the duties of a journeyman placement officer to a degree which
is unexcelled by others knowledgeable to the rater. She combines personable characte-
ristics, wide contacts, technical know-how and breath®of exgeriencg to make her perform-
ance of uniformily higﬁ level. Quantatively, she carries the heaviest load of work in
PAD?I) OP, but she is not merely concerned with Eetting thin%s done. Thoroughly con- |
versant with regulatory standards -and adept in their application -to diverse a istras '}

and assisting the components re decisions of personnel mana, ement. She is widely known-
throughout CRR and OBI and has their respect. As Deputy Chief, PAD(I), she inspires
loyalty and confidence within the Branch and her assistance is sought ﬁy all of her
associates. In this regard, she has been a very helpful and sincere counsel to the
rater since he assumed_his position. Subject has no weaknesges worthy of mention., As

an objective, she should strive in her writing for greater elucidation when necessary
SECTION D, SUITABILITY FOR CURRENT JOB IN ORGAN | ZATION

DIRECTIONS: Teke into account here everything you know about the individual....productivity, conduct in the job,
pertinent personal charscteristics or habits, special defects or talents...,and how he fits in with your tesm. Com-
pere him with others doing similer work of about the same level. -

! - DEFINITELY UNSUITABLE « HE SHOULD BE SEPARATED - .
* OF DOUBTFUL SUITABILITY...WOULD NOT HAVE ACCEPTED HIM (F | HAD KNOWN WHAT | KNOW NOW

" A BARELY ACCEPTABLE EMPLOYEE...BELOW AVERAGE BUT WiTH NO WEAKNESSES SUFFICIENTLY OUTSTANDING TO WAR-
6 RANT HIS SEPARATION

w e~

4 + OF YHE SAME SUITABILITY AS MOST PEOPLE | KNOW IN THE ORGANIZATION

RATING 5 - A FINE EMPLOYEE - HAS SOME OUTSTANDING STRENGTHS

NUMBER 6 - AN UNUSUALLY STRONG PERSON IN TERMS OF THE REQUIREMENTS OF THE ORGANIZATION
7 -

EXCELLED BY ONLY A FEW IN SUITABILITY FOR WORK IN THE ORGANIZ{TION

IS THIS INDIVIDUAL BETTER SUITED FOR WORK IN SOME OTHER POSITION 1N THE ORGAN I ZATION? {3 res [X] wo. 1F ves,
EXPLAIN FuLLY: : . ‘

Subject is sufficiently versatilé to perform well in other offices of OP or as a
JPersonnel or Administrative Officer in the Agency. However, departure from her current
jessignment ‘would be a significant loss to PAD(I).

syﬁr

tive situations and individual casesy she ably performs” the principal job of adwising- ' |




FITNESS REPORT (Part II): POTEi‘ITIAL

INSTRUCTIONS .

FOR THE AIMINISTRATIVE OFFICFR: Consult current instructions (or completing this report,

FOR THE SUPERVISOR: This report is a privileged communication to your supervisor, end to appropriste carecer menage-
ment ond personnel officials concerning the potentisl of the employee being rated. It is NOT to be shown to the
rated employce. It is recommended that you read the entire report before completing sny nquestion. This report is
to be completed only after the employec has been under your supervision FOR AT LEAST 90 DAYS. If less than 90days,
hold and complete after the 90days has clapsed. If this is the INITIAL REPORT on the employee, however, it MUST be
complcted and forwarded to the OF no later thon 30 days aefter the due date indicated in item 8 of Section “&* below.

SECTION E. GENERAL
1. NAME (Last) (First) (Middle) 2. DATE OF BIRTH 3. SEX 4 JCE DESIGNATION
MC KENNEY, Margaret E. 11 August 19 F

S. OFFICE/DIVISION/BRANCH OF ASSIGNMENT 6. OFFICIAL POSITION TITLE

|pDS,CP,PAD, PLACEMENT PRANCH(INTELL) {__PIACE

7. GRADE 8. DAYE REPORT DUE IN OP 9. PERIOD COVERED 8Y THIS REPORT ( tes)

GS-13 23 November 1956 3 November 1955 - 3 November 1956

10. TYPE OF REPORT INITHAL REASSI GNMENT-SUPERVISOR SPECIAL (Specify)
(Check one) ANNUAL REASS | GNMENT- EMPLOYEE

SECTION F. CERVIFICATION ’

'. FOR THE RATER: { CEARTIFY THAY THI5 REPORT REPRESENTS MY BEST JUDGEMENT OF THE INDIVIDUAL BEINﬁlgﬁTEU

A. THIS.DATE L. 8. C. SUPERVISQR'S OFFIGIAL TIffLE B
¥/ (T _( DL |

03 Mo (... | S pADNL )

2. "FOR_THE REVIEWING OFFIC Al T=HAVE REVIFWEN YHTX REPONY AND NOTED ANY UTEF ERENCE fF' be |'N|0N"|'N\7}/CHED MEMO .

A, THIS DATE e. T . OFFICIAL TITLE OF REVIEWING OFFICIAL

° )’ >
o3 U/ Sh C ARy 7
SECTION G. TOTIMAIE Ur TUTERTTAL 4

'. POTENTIAL TO ASSUME GREATER RESPONSIBILITIES

DIRECTIONS: Considering others of his grade and type of assignment, rate the employce’s potential to assume greater

responsibilities. Think in terms of the kind of responsibility encountered at the various levels in his kind of

work.

- ALREADY ABOVE THE LEVEL AT WHICH SATISFACTORY PERFORMANCE CAN BE EXPECTED

+ HAS REACHED THE HIGHMEST LEVEL AT WHICH SATISFACTORY PERFORMANCE CAN BE EXPECTED

+ MAKING PROGRESS, BUT NEEDS MORE TIME BEFORE HE CAN BE TRAINED TO ASSUME GREATER RESPONSIBILITIES

READY FOR TRAINING I[N ASSUMING GREATER RESPONSIBILITIES

+ WILL PROBABLY ADJUST QUICKLY TO MORE RESPONSIBLE DUTIES WITHOUT FURTHER TRAINING

+ ALREADY ASSUMING MORE RESPONSIBILITIES THAN EXPECTED AT HIS PRESENT LEVEL

- AN EXCEPTIONAL PERSON WHO S ONE OF THE FEW WHO SHOULD BE CONSIDERED.FOR EARLY ASSUMPTION OF HIGHER
LEVEL RESPONSIBILITIES

5

RATING
NUMBER

Nh AW N -
.

2. SUPERVISORY POTENTI AL

DIRECTIONS: Answer this question! idas this person the sbility to be a supervisor? ([_J Yes [] Ne If your
answer isYES, indicate below your opinion or guess of the lével of supervisory sbility this person will resch AFTFR
SUITABLE TRAINING. Indicete your opinion by placing the number of the descriptive rating below which comes closest
to expressing your opinion in the appropriate coelumn. If your rating is based on observing him supervise, note your
rating in the “actual® column. If based on opinion of his potential, note the rating in the "potential®” column.

DESCRIPTIVE O - HAVE NO OPINION ON HIS SUPERVISORY POTENTIAL IN THIS SITUATION .
RATING t + BELIEVE [NDIVIDUAL WOULD BE ‘A WEAK SUPERVISOR IN THI(S KIND OF SITUATION
NUMBER 2 « BELIEVE INDIVIDUAL WOULD BE AN AVERAGE SUPERVISOR IN THIS KIND OF SITUATION
3 - BELIEVE INDIVIOUAL WOULD BE A STRONG SUPERVISOR IN THIS SITUATION
ACTUAL POTENTIAL ’ . DESCRIPTIVE SITUATION
4 GAOUP DOING THE BAStC Job (truck ‘drivers, stenographers, technicians or professional spe-
3 ’ - cialists of various kinds) NHERE COMTACT WITH IMMECIATC SUBORDINATES 1S FAEQUENY (First line
supervisor) e.Z. Branch Chief, PAD
A GRQUP OF sur':ansows wHO OIRECT su: sasic sob (Second line supervisors)
- 2 €.2. Deputy Chief, PAD
A GROUP, WHO MAY OR MAY NOT 8C SUPERVISORS, WHICH (S RESPONSIBLE FOR MAJOR PLANS, ORGANIZATION
—— 0 ang PoLicYy (Executive level) -

NS A

~ B T

v
WHEN CONTACT WITH IMMEDIATE SUBORDINATES 18 NOT FREQUENT »

- 3

Vool
h

4 : [T
WHEN IMMEDIATE SUBOROINATES® ACTIVITIES ARE O(VERSE AND NEED CAREFUL cfoi}ﬁngz L

4J$pk :7’

YHEN' IMMEDIATE SUBORDINATES INCLUDE MEMBERS DF THE OPPOSITE SEX
3 - 2 h

OTHER (Specify) et
- - |4

- ‘REPLACES PREVIOUS EDITIONS . j v
ooy o5 U5 (Part 11)or rorms 45 AND 458 wnicw S}R’Eﬂf . Potential AL

ARE OBSOLETE. .




(Wfen Filled In)

3. —INDICATE THE -APPROXIMATE NUMBER OF MONTHS THE RATED EMPLOYEE MAS BEEN UNDER YOU ERVISION’
6 Months ' w”l‘fﬁ'@?ap&s.m |

4. COMMENTS CONCERNING POTENTI AL

Subject's likeable personality, intensive kmowledge of persong dministrative

and Agency operations and high standards of service make herw e Qn%(;

She has the versality to move laterally or progressively upward to mos !ﬁﬁ

Bivisions of the Office of Personnel and to the Administrative Shops of the Agency.

She would be effective as.a Branch Chief in PAD. MNaj R00~ d

SECTION H. FUTURE PLANS

1. .TRAINING OR OTHER DEVELOPMENTAL EXPER|ENCE PLANNED FOR THE INDIVIDUAL

(Currently taking Basic Management) ,
Other courses which would be helpful, but not necessary to good performance,
are Effective Writing and Basic Supervision. :

2. NOTE OTHER FACTORS. INCLUDING PERSONAL CIRCUMSTANCES, TO BE TAKEN INTO ACCOUNT IN INDIVIDUAL"S FUTYURE ASS|GNMENTS

.

SECTION |, DESCRIPTION OF INDIVIDUAL

DIRECTIONS: This section is provided as an aid to describing the individual as you see him on the job. Interpret
the words literally, .On the page below are a series of statements that apply in some degree to most people.. To
the left of each statement is a box under the heading "category." Read esch statement and insert in the box the
category number which best telfs how much the statement applies to the person covered by this report,

X - HAVE NOT OBSERVED. THIS: HENCE CAN GIVE NO OPINION AS TO HOW THE DESCRIPTION APPLIES TO THE
INDIVIDUAL . .

APPLIES TO THE INDIVIOUAL TO THE LEAST POSSIBLE DEGREE

APPLIES TO INDIVIDUAL TO A LIMITED DEGREE »

1
CATEGORY NUMBER 2
3 -+ APPLIES TO INDIVIDUAL TO AN AVERAGE DEGREE
4.
S

s it <. APPLIES TOINDIVIDUAL:-TO ‘AN ABOVE AVERAGE DEGREE AL ST
LoE .- CSTTAPPLIEST TO 1D VIDUAL. TO AN-OUTSTANDTNG -DEGREES: . -
¥ - -
EATEGORY . STATEMEN? tl . | CATEGORY "o STATEMENT o CATEGORY . - STATEMENT
. 1. ABLE TO SEE Aup'_mtu's 11, HAS HIGH STANDARDS 0F T21. 1s TFFLEYIVE N DISCUS-
h POINT OF vigw .5 ACCOMPLISHMENT h SIONS ¥YITH ASSOCIATES
2. CAN MAKE DECISIONS ON HIS 12 SHOWS ORIGINALITY 22. IMPLEMENMTS DE(CI!ION‘ RE-
N 5 OWN WHEN MNEEODO ARISES )J_ v 3 GANDLESS OF OWN FEELINGS
);1. 3. HAS INITIATIVE 13. :fzi'" RESPONSEDIL - 5 23. 1S THOUGHMTFUL OF OTHERS
, o 5 :
5 4 :SG‘"ALYY'C 'RNLS THiNKe. LL 14, ADI‘IVS HisS EARORS h 24. WORKS WELL UNDER PRESSURE
~ -
S. STRIVES CONSTANTLY FOR 185: RESPONDS WELL 1O SUPER-.
. 25. DISPLAYY JUDGEMENT
3 NEW KNOWLEOGE AND IDLAS C' visSion 5
2
ws. 0 s X t6. oo s o TH T
6‘. KNO s.-nzn T (44 6 €S H 1080 ®i THOUV 26. 1S SECURITY CONSCIOUS
h ASBISTANCE ‘ v STRGNG SUPPORT h.
. . ) S
- /'V
t . P Wiy s TIONS
7. CAX GEYT ALONG '|.YN PEOPLE '.7 i:u::O‘:LEMS M oLy 27. 1% VERSATILE
5 1. 5 5
8. MAS MEMORY FOR FACTS 1 18 OBSENYANT ’ 2. W1E CRITICISM 15 cON-
)-l : e & .; STRUCTIVE 7/
. I | . |-
K . 9. GEIS nu;cas oNE - 1 THINKS CLEARLY 2. FACILITATES EMOOTH 0rEAA-
5 : ° . o e i TION OF NIS OFFICE
Ly 2
" ~ 20, COMPLETES ASSIGNMENTS i 30. DOES NOT REQUIAL STRONG
) 5 10. CAW COPE wITM EMCRGENCIES )‘ WITHIN ALLOWABLE TIME ’4 N AND CONTINUOGUS SUPERVI .
AT ERE) ) SIOoN

o ' WT
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1 : - .. |EMPLOYEESERIAL NUMBER

FITNESS REPORT |
SECTION A : GENERAL

1. NAME (Laa?) (Flzat) (Middle) 2. DATE OF BIRTH |3. SEX 4. GRADE (8.
v Margaret E, 11_Ang 1919 F 13
¢. oFFicialL POsS{TION TITLE ’ . : 7. OFF/DIV/BR OF ASSIGNMENT [8. CURRENT S
el : ' 1 DDP/EE/SS/PERS Headguarters
9. CHECK (X} TYPE OF APPOINTMENT . 10. CHECK (X) TYPE OF REPORT
x CAREER l . |RESERVE I ]TEMPORARV ! INITIAL x REASSIGNMENT SUPERVISOR
CAREER-PROVISIONAL {Seoe inatructions - Section C) ) - ANNUAL . REASEIGNMENT EMPLOYEE
SPECIAL (Specily): SPECIAL (Specity):
1\, DATE REPORT DUE IN O.P, 12. REPORTING PERIOD (From- to-)
SECTION B PERFORMANCE EVALUATION
W - Weok Petformance ranges from wholly inodequate to slightly less thon satisfactory. A rating in this category requires

. positive remedia! actlon. The natyre of the action equld range from counseling, to further training, to placing on
probation, to reassignment or to separation, Describe oction taken or proposed in Section C. .

A - Adequate Perhﬂmance meets all requirements.. It is entirely satisfactory and is characterized neither by deficiency nor
excellence. ’

f..:"=-_=~—:.\;;;:,’,'.~IQ?A_,.‘.,A,.__ PRk e _ e e, - N v e 6t ey e
P « Proficient ore_than satjsfactory. Desired results’ are belng prodice:

if-d proficient mannar™ 7 ¥

L s _Performance is
e . PN T i AR T CRSE T S GERTN, LGRS, B G TR e - Rt g RSN s e N
LT $ - Strong Performance I3 characterized by-exceptional ‘proficiency. ™ hhad RENIE O o -
o . —caari il . . .

O - Qutstanding Performance is so exceptional in relation to requirements of the work and in’cémparison to the performance of ™
others doing similor work os to warrant special recognition.’

SPECIFIC DUTIES

List up to six of the most important spacific duties performed during the rating period. Insert rating letter which best describes the
manner in which employoe performs EACH specific duty. Consider ONLY effectiveness In performance of that duty. All employees
with supervisory responsibilities MUST be rated on their ability to supervise (indicate number of employees supervised).

SPECIFIC DUTY NO. ! CeTTER
Personnel Staff Officer to Chief of Division and Chief of Support
SPECIFIC DUTY NO, 2 ) : ] . RATING
. LETTER
Plans, orgenizes and directs those functlons necessary for personnel support
of Headquartere end Field. - ‘ S
SPECIFIC DUTY NO. 3 : : : : ) RATING
LETTER
Personally handles sensitive personnel ceses 0
i
sPeciFic ou'r;r" _ ] . _ L ‘ e ‘ Lo CeTrER
: Supervise mployees _ . o ' P
i o Y L e ' '
i SPECIFIC DUTY 'NO. n~”_ B N . '. e e ; ‘1 . : : - L (i-. ,_ .: ' CEA;!’.:'DE%
)  Liaison with other Agency campoments - , - .. ¢ - T
I " GVERALL PERFORMANCE IN CURRENT POSITION ~ ~ °
' - RATING
1 Take into account everything about the employee which influences his effectiveness in his current position such os per- | LETTER
i formance of specific Ju'les, productivity, conduct: on (job, cooperotiveness, pertinent petsonal -traits or habits, and X
i particular limitations of talents. Based on your knowledge of employee’s overall performance: during the rating period, 8 .:
; iplcce the letter in the rating box corresponding to the. statement. which most accurately reflects his level of performance.
o oeour-. "

l:'ORM = — . . " . B u‘dhnuvn"n'k‘i
. , I
4-82 45 ©OBSOLETE PREVIOUS EDITIONS. s/E;RfI‘. oo |
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SECTION C ~ NARRATIVE COMMENTS

Indicate significant strengths or weaknesses demonstrated. In current position keeping In proper perspective their relationship to
overall per?ormonce. State suggestions made for improvement of work performance, Give recommendations for training. Comment
on foreign Yanguage competence, If required for current position. Amplify or explain ratings given in Section B to provide best
basis for.doierm!nlq‘g future personnel action. Manner of performance of manageriol or supervisory duties must be described, if

applicable,

| - 1. Shé bhase demonstreted during this seven month period, with the dependent travel
ban, Pivision and field reorganization, strength reductions and change of Division Chief
|a remarkable degree of skill, understanding, patiemce and Just general professicnalism.
_|Be? Performance could not hsve been matched by any other Area Division Persomnel Officer
known t6 me. Bhe does, however, still try to do too much herself, but here too, real
improvement bas been made. Witk this minor exception, she is a competent ‘supervisor
and msnager. Her Section is well organized, the other employees know what their duties
. |are and are left alone to do them. In spite of a very heavy workload (perbaps because
of 1t7) morale is high.

' "2: ion&'éﬁéiﬂue and Hy any standard, exceptionally qualified, she should be
promoted soon. : '

oA

oy e . e e . . -

Only two comments can be added to the remarks made in Section E of the January 1962 repoxt

[SECTION D - CERTIFICATION AND COMMENTS

1. BY EMPLOYEE

| CERTIFY THAT | HAVE SEEN SECTIONS A, B, AND C OF THIS REPORT -

DATE -. : SIGNA OF EMPLOY .
F-2¢2 N i
2, ' :

BY SUPERVISOR

MONTHS EMPLOYEE MAS BEEN, IF THIS REPORT-HAS NOT BEEN SHOWN TO EMP ~a -
UNDER MY SUPERVISION - - . T L= . et
e L e LiEAes & ST RN R w2 -~ ._7;;:'. "
A A9 menbhe | T e T s e s
DATE OFFICIAL TITLE OF SUPERVISOR
3 August 1962 Chief, Support Staff/EE
3. BY REVIEVWING OFFICIAL

COMMENTS OF REVIEWING OFFICIAL

I returned in August 1961 after several years of continuous duty
abroad to assume the position of DC/EE Division and in June of 1962 I
'became Division Chief. During much of this period since my return I
have been occupied with questions of personnel management. The Division
has had to meet requirements of the priority are== f451 qualified officers
and cdrry out a general reduction, including the program, :at the
same time.. Through all of this, Miss McKenney was a veritable tower of
-] strength, Her knowledge of personnel ‘procedurés, her absolute dependa-

| bility ‘and her discretion in sensitive matters. all contributed to

(continued)
DATE |1 OFFICIAL TITLE OF REVIEWING OFFICIAL

6 August 1962 | cntet/ Em . y/mvmﬁm

e

~ - %T | 7\/




