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Ineffective Behavior

Successful Behavior

Provides complete and
accurate information to
customers.

Service
Consistently transfers calls or
Ability to frequently answer
refers customers to other
customer’s needs with little or
internal or external
no assistance.
department staff for
information.

Staff is cross‐trained in all
areas of the Register of Deeds
office.

Employee does not take the
initiative to learn jobs within
the Department.

Demonstrates respect toward
others in a respectful manner.

Integrity
Demonstrates lack of respect
Treats others with respect and
toward others by being rude
does not participate in
and disrespectfully.
negative communications
within the County.

Employee is cross‐trained and
helps co‐workers during busy
times of the day.

Exceptional Behavior

Ability to locate answers for
customer via websites or other
resources without assistance.

Employee seeks out
opportunities to grow within
the Department and makes
suggestions on improving a
process.

Treats others with respect and
encourages a positive work
environment. Directs concerns
to the Department Head for
further handling should the
negativity continue.

Provide accurate service for
recording and receipting
documents.

Respects the differences of
each other and recognize the
strengths.

Provide assistance to other
Departments during times of
need.

Office procedures books have
been developed and up‐dated
on a regular basis.

Quality
Continues to make same
Reviews documents to ensure
mistakes on a regular basis.
they have all necessary
recording information which
would be: name of drafter,
legal description, grantor and
grantee, dated and signed in
front of notary.
Diversity
I often point out mistakes of
I help others build on their
my coworkers and make it
strengths and ways to improve
clear that they do not have the my weaknesses.
skills for their job.
Shared
Unwillingly assist other
Departments when a request is
made for assistance.

Purpose
Follows direction and
assistance to another
Department without any
negative attitude.

Stewardship of Our Resources
Procedure books are not
Develops and maintains
developed.
procedure book for duties he
or she performs on a yearly
basis.

Ability to identify issues with
documents to be recorded and
takes steps to correct the
issues prior to recording.

I help build on my own and
coworker’s weaknesses and
strive to achieve a balanced
workforce.

Ability to recognize another
Department’s need for
assistance and the ability to
prioritize work in turn to assist
during the time of need.
Reviews all procedure books
and directs discrepancies in
procedures to supervisor.

