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ADMINISTRATIVE AND PROGRAM MANAGEMENT 

AWARD PROGRAM
PURPOSE

The purpose of this award is to annually recognize outstanding achievements of ARS Headquarters, Administrative and Financial Management (AFM), and Area Office employees in Leadership and Management, Customer Service and Technical Expertise, Communication, Innovation, Cost Savings, and Adaptations. 
ELIGIBILITY

Nominations may be made of any ARS Headquarters, AFM, or Area Office employee.   An employee may be supervisory or non-supervisory. Individual and group nominations will be accepted.  Group nominations should include only those members who played a significant role in the accomplishment of the group and may include persons from other ARS units, other Federal agencies, and non-Federal persons. SES supervisors or managers may be recognized as a group member, but not receive monetary recognition. Nominees must have sustained performance at the Fully Successful level or above and be free of any civil rights or EEO violations (the Human Resources Division will confirm).

CATEGORY

Recognizing the diversity of the various administrative and program management support functions and the importance of Headquarters, AFM, and Area Offices in support of scientific agricultural research, awards can be given in the following categories:

· Leadership and Management 
· Customer Service and Technical Expertise

· Communication

· Innovation, Cost Savings, and Adaptation 

SELECTION CRITERIA

Nominations must identify one category and must show evidence of achievement well beyond normal job performance.
Category 1 Leadership and Management 

This category focuses on recognizing individuals who, through performance of their job responsibilities or under challenging or exceptional circumstances, display exceptional leadership.
Nominations must show evidence of achievement well beyond normal job performance and demonstrate two or more of the following criteria (Excellent Communication, Stellar Character, etc.). Bulleted points after each criterion are meant to show examples and further develop the criteria: 
· Excellent Communication
· Employs communication to empower colleagues or employees;

· Provides employees or colleagues with vision, creates a shared understanding of vision;

· Creates and shares an understanding of how colleagues or employees fit in the overall mission of the agency; and/or 

· Relays context and imparts meaning and significance to job, project, or mission at hand.
· Stellar Character 

· Is approachable and open to input and new ideas;

· Inspires colleagues or staff through positive outlook, work ethic, and leading by example; and/or
· Has an identifiable positive personal vision or work ethic

· Results Driven
· Finds and cultivates appropriate partners to meet the task, project, or mission;

· Leverages others’ ideas while being inclusive and giving credit;

· Creatively pursues novel solution, Is a problem-solver even under challenging situations; and/or
· Focused and passionate about the task, project, or mission

·  People Centric
· Mentors peers or employees;

· Helps others develop either formally or informally;


· Encourages and inspires excellence in others; and/or 

· Encourages and strives for a diverse group, team, or organization

Examples of Qualifying Activities include but are not limited to:

· Developing an excellent or innovative mentoring program for new employees; 

· Responding and recovering from a natural disaster such as a hurricane; 

· Turning around a poor performing office, or managing a transition to a new location, etc.
Category 2 Customer Service and Technical Expertise

This category focuses on recognizing individuals who through performance of their job responsibilities deliver exceptional customer service to internal/external customers and/or have made an outstanding impact on the mission of our organization through their technical expertise. 

Nominations must show evidence of achievement well beyond normal job performance which demonstrate two or more of the following criteria (Customer Service, Technical Expertise, etc). Bulleted points after each criterion are meant to show examples and further develop the criteria: 
· Customer Service

· Demonstrates outstanding customer service, flexibility, and personal attention to develop and maintain relationships with customers.

· Solving customer service problems/concerns quickly and innovatively; and

· Outstanding liaison, coordination of activities, and/or communications with partners and clients; and/or
· Engage a sense of personal and professional pride to provide excellent customer service by being courteous and helpful, keeping it simple, closing the loop, being transparent, and being efficient.
· Technical Expertise

· Improving the quality of a ARS product or service; 

· Developing new ways of doing business that benefit internal/external customers and stakeholder; 

· Improved efficiency, effectiveness, and/or economy of programs, operations, or processes;

· Outstanding support, leadership, and/or administration of a program, study, project, or other administrative activity that enables the ARS to successfully pursue its mission and goals; and/or 

· Improved intra-unit or agency relationships that facilitate the accomplishment of work within the unit or agency. 

Examples of Qualifying Achievements include but are not limited to:

· Employees who go the extra mile to meet the customer needs and more, as well as, influencing others to adopt their approach as a best practice. 

· Individuals, through cooperative formal or informal networks, carry out activities that enhance the work of their office, provide support and/or encourage other customers.

· Development of instructional materials, guides, manuals, presentations, tools, etc that bring clarity to subject matter areas, build support from stakeholders, and resolve existing challenges and/or historic business process challenges.

Category 3 Communication 

This category recognizes individuals who effectively utilize communication strategies to further ARS organizational goals through improved communication, resource sharing, training/outreach, and/or innovation.
Nominations must show evidence of achievement well beyond normal job performance which demonstrate two or more of the following criteria (Improved Communication, Resource Sharing, etc.). Bulleted points after each criterion are meant to show examples and further develop the criteria: 

· Improved Communication 
· Completed a superior overhaul of written, verbal, hard copy, or electronic communication practices;

· Clearly written directives were well received and relevant to the target audience within or outside USDA;

· Evidence of improved, complete, and accurate responses that resulted in reduced operating costs; 

· Message layout and design reconstruction illuminated, enhanced, and promoted mission goals; and/or  
· Proof of proficient reporting, broadcast through networking and telecommunications.

· Resource Sharing

· Used effective, strategic communication tools to identify and combine groups requiring similar essential resources among libraries;

· Streamlined operational procedures;

· Launched exceptional inter- and intra-location communication methods to promote teamwork, enhance productivity and gain positive results; and/or 

· Reduced or improved resources and activities for sharing information.
· Training/Outreach 

· Evidence of effective modernization of publications, community guides, magazines, or newsletters, adapted to national and international customers; 

· Superior use of plain language and clear organization of content;

· Significantly improved accessibility;
· Made information more readily available to customers within or outside ARS, including Stakeholders; and/or 

· Promoted and improved programs and activities through communication activities.
· Innovation
· Accomplished use of social media and state of the art technologies (e.g., graphics, websites, electronic-Blogs, mobile Apps, and/or onlinenewsletters);
· Evidence of significant contributions and impactful results demonstrated through increased program effectiveness; and/or
· Developed new and innovative communication mechanisms or activities.
Examples of Qualifying Products, Recipients and Activities include but are not limited to:

· Exceptional written materials or electronic (Internet) innovations that provide clear, thorough, and responsive information either within or outside USDA. 

· Individuals, through cooperative formal or informal networks, carry out activities that enhance the work of their office, provide support and/or encourage other customers.

· Development of instructional materials, guides, manuals, presentations, web-tools, etc that bring clarity to complex programs, build support from stakeholders, and resolve existing challenges and/or historic communication difficulties.

Category 4 Innovation, Cost Savings, and Adaptation 

This category recognizes individuals who have improved efficiency, productivity and cost effectiveness, all while maintaining or improving quality, increasing services to customers, eliminating waste, and complying with required procedures and standards. 
Nominations must show evidence of achievement well beyond normal job performance which demonstrate two or more of the following criteria listed under either New Innovations or Innovations to existing programs: 
· New Innovations, Cost-Savings, or Adaptations

· Identified and/or implemented an innovation which increased service availability to our customers to address a previously unmet need;
· Took a proactive or innovative approach to resolving financial or other challenges;
· Developed new innovations that increased “quality” in the subject matter of expertise that benefits the organization; and/or

· Created new, innovative, cost-effective methods for performing day-to-day operations for a more efficient way of doing business (e.g. a reduction in time/manpower used to produce a work product).
· Innovations, Cost Savings, or Adaption of an existing procedure, service, program or initiative

· Identified and improved the efficiency, effectiveness, and/or economy of a practice, policy, process, service or program by developing and implementing an innovation or adaptation that increased the quality of a work product (such as, but not limited to, a reduction in processing time or an increase in accuracy rates); and/or
· Initiated or managed a project or program that reduced costs or allowed for re-direction of resources
Examples of Qualifying Innovations, Cost-Savings, and Adaptations include but are not limited to:

· Voluntarily established a new business process that reduced man-power and time, which essentially resulted in a cost-savings not necessarily expected to be achieved. 

· Individuals, through independent will, propose and develop new products or systems that improve the speed of data collection and reporting, which essentially helps the government operations to improve efficiency.

· Created and implemented new business materials that are utilized by the entire agency and customers to improve program delivery. 
NOMINATION AND SELECTION PROCEDURES

Any ARS employee may submit a nomination of a Headquarter, AFM, or Area Office employee. Nominations must be coordinated with the respective Headquarter Staff Office Director, AFM Deputy Administrator, or Area Director Office prior to submission.  
Format: Provide a 1-2 page justification: single-spaced; 1-inch margins; Times New Roman 12; in Microsoft Word, that specifically addresses one of the categories and at least two of the associated criterions. Your nomination must show evidence of achievements well beyond normal job performance during the past year and must include the following:

a. A description of the problem that was solved, including its magnitude and scope.

b. What was done to solve the problem.

c. The impact of the solution and how success was measured.
The Administrator will appoint a diverse selection panel composed of representatives from client groups, field locations, and headquarters staff and will approve all selections.
NATURE OF AWARDS

One winner will be selected from one of each category and receive a cash of $4,000.

If a group is selected for an Administrative and Program Management award, the award amount will be determined by the Administrator. Non-Federal persons are not eligible for cash awards, but may participate in the recognition event and receive an award plaque. The winners of this program will be recognized at the ARS Annual Recognition Program in September.
NOTE: All cash awards are subject to adjustment depending on the selected employee(s) cumulative cash awards for the respective fiscal year.  For example: If an employee receives a performance award of $1,500 he/she will only be eligible to receive a maximum cash award of $3,500 as his/her monetary recognition for the award program if selected.









