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EER FOR  Green. Marvin k. 573-94-4490 Rating Period From (RA02/2008 to 04: 152009

. EMPLOYEE'S JOB AND WORK REQUIREMENTS (Estatblished by Rater, Reviewer and Employee)

. Describe the position and where it fits in the staffing pattern; indicate the number and kind of employees supervised or
team affliationis) and tasking{s). whichever is apphcable.
The Information Management Specialist {(IMS) manages the duy to day operations of the Information Programs
Center {IPC} and provides assistance and support to the Information Management Otficer {IMQ) in managing a
hroad range of Information Resource Management (TRM) services on behalf of four USG agencies. The IMS
assists the IMO with providing supervisory guidiance and technical support to (wo Locally-Eniploved Staff (LES)
computer systems managers, two LES radio/telephone technicians, three T.ES mail room clerks, and one LES
switchboard operatorfreceptionist. The IMS reports to the Infermation Management Officer {IMO).

B. Divide work requirements into two categories: continuing respansibilites and specific objectives (including, as
approprate, professional development activities). listing these in descending priority order.

Continuing Responsibilitics:

-- Operate, maintain and troubleshoot primary and alternate telecommunications cquipment and networks to
include reguiarty scheduled westing and timely reporting of vutages to Washington and post circuit customers,

-- Assistus Global Information Technology Modernization Unclassitied (GITM-UY and GITM-C (Classilied)
computer networks adminstralor 1o ensure proper installation, maintenance, management and troubleshooting.

-- Operate. maintain and troubleshoot Terminal Equipment Replacernent Program (TERP) telegraphic sysiem,
ensuring proper dissemination of telegrams using Classified Local Area Network (CLAN) and Cable Express.

-+ Provide end-user training on basic telegram preparations, Commen LAN Outbound Telegram (CLOUT)
procedures, GITM-U operations. GITM-C operations. Secure Tenninal Cquipment (STE) and Secure FAX
operalinns to cnsure accurate and timely processing of information.

-- Serve a8 Alternate Information Systems Security Officer (1S50). ensuring, all users of the classified and
unclassilied computer networks are aware of and adhere to proper regulations for safeguarding information,

-+ derve as alternate Communications Security (COMSEC) custodian, daily accounting of inventory {iems.
Specific Objectives:
-- Assist IMO during the upcoming ILMS DPM, COMSEC auditor and Cryptographic Modemization visirs.

-- Bevelop Information Technology (IT) enhancements that will improve and streamline mission operations,
including revitalizing of the Freetown Intranet sile, exploration of SharePoint and other innovalive solutions.

=+ Advance your IRM knowledge and skills throuph involvement with COMSEC administrative procedures,
Worldwide Property Accountability System (WFAS), Electronic State Configuration Resource (e SCORFE)
inventory control systems. Technical Requisition (TECHREQ) support program, LES Emplovee Performance
Report {LPR} preparations and a variety ol other adminisirative functiens required to support TRM operations.

C. Describe any special circumstances wifluencing 1he work program.

Sierra Leone 15 ranked List among all nations of the world on the United Nation's Human Development index.
As a result. Sicrra Leone presents an excephionalty difficult working environment when it comes to managemen
[unctions and quality of life issues. Simple logistical tasks are frustrated by the country's abysmal infrastructure.
Efforts at improving services fun up against the severe constraints of an extremely poor country coming oul of 4
horrendously bratal civil war, Because of these factors, Freetown is a 30 percent hardship differential post.
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EER FOR  Green, Marvin E. 373-94449%) Rating Period From 09022008 w 04/15.2000

V. EVALUATION OF PERFORMANCE AND ACCOMPLISHMENTS {Completed by Rater)
Far employess al {ilass F5-02 and hedow and all career candidates regardiess of grade

4. General Appraisal: YES WO
All Employees:  Fadarmance was satsfaciony or beter (It no. see insruchions for documanting unsalstactory performance) E D

B. Digcussion: Identify at least three of the work requerements including contlnung res pensibilities andaor specitic abjectives tisted in Saction 11
Far ach, using gxamphes. desonbe the employee s performance and accomplishments

[M5 Marvin Green is 4 new employee on his first tour and worked [or 3-1/2 months during this rating period.

Although his time in Freetown has been relatively short, Marvin has made good progress towards learning the
basic duties and responsibilities of his new position. He has demonstrated his intelligence and shown that he docs
good quality work. With his extensive background in systems management from previous employment, he has
brought a weaith of useful Information Technology knowledge and skills that he has put 10 good usc al POSE.

I'rectown [RM 15 one of the busiest customer service oriented sections in the entire embuassy, supporting 100+
unciassilied and classified computer users on a daily basis. This involves computer software, hardware and other
user service functions, including troubleshooting, resolving problems. training users. and dealing with a myriad of
administrative and technical tasks requiring considerable time and effort to accomplish. Marvin has been actively
learning cach of these functions and tasks in an effort 1o become an integral member of the team.

Marvin has mastered basic communications operations and support functions within the Information Programs
Center (IPC). He 3s most interested in learning all the details of maintaining sccurity of the classified svslems,
and has concentrated his etforts in that arca, becoming familiar with CLAN-related duties and responsibilities.
Hu has spent lime with the Information Systems Center, radin-telephone and mail toom statf learning their job
functions and helping out with some of their Il projects. He assisted the RSO with a new MOROTing system.

Marvin is using his previows work expericnce with Micrasoft "SharePoint” to create a new Intranet site for
Freetown that will streamline information sharing among users at post as well as those in Washington and at
other posts. He is collaborating with the Community Liaison Officer (CLOY 1o migrale old "Portal-X" site
matenial 1o the new ShurcPoint site. Through his efforis, post management expects 1o use SharePoint to allow
leams of users to exchange files, work documents, past announcements. links and other information sharing,

Marvin has taken charge with icarning and deploying Freetown's new REACH (Remole Expeditionary Area
Communications Hub) package that was recemtly sent by Washington. This new system will provide alternate
communications in the face of catastrophic failurcs of the Department networks and aliow high-speed Internet
und telephone services worldwide without local telecom or Stale Department communications systems suppurt.
He will be setting up und demonsirating the capabilities of this new communications asset (o the Country Team,

Marvin has a keen interest in all aspects of Information Technology and strives to keep his compuler knowledee
and skills on the curting edge with the latest advances. In this repard, Marvin has made persanal arrangements
with a local Microsolt training center to provide training vourses after-houts towards achieving his Microsoft
Centified Systems Administrator (MUSA) and Microsoft Certified Systems Engineer (MCSE). Marvin is not only
doing this for himscH, but is sponsoring two Sierra Leoncan colleagues to advance their 1T skills as well. So. he
15 giving back 1o the local community by helping others who would not otherwise have this OppOTIUNily.

Marvin is becomu an expert with the new ILMS-DPM (Integrated Logistics Management-Diplomatic Pouch
Mall} program that was recently implemented in Freetown, He warked closgly with the TDY tratner and made
sure all Freetown [RM users were well versed on the program, which tracks inconing and outgoing mail and
courier pouches, Marvin uses this program on a regular basis 1o process courier shipments and also serves as
Courier Escort on the lengthy 12-14 hour trips back and forth to the Frectown Tungi airport on a regulur basis,
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EER FOR  Green. Marvin E. 37%-94-24440) Rating Period From 094)2: 2008 10 (k71572008

V. EVALUATION OF POTENTIAL (Completed by Rater)

4. For Career Candidates only: Assessment of career potantial 23 a Forsign Sarvice Dfficer or Foreign Sarvice Spaciaiist:

D inable 10 assass potenbial from obeersatons to date

D Candidata is unlkely lo serve ettactively even with additional experience

EI Candidata 15 ikely to serve offecineely but judgment s egarhngent on addifional evaluated expanance

|:| Candlate 5 recarmmended for tenure and can be oxpecied to serve succossfully across a normal caraer span Ise instructions,)

fSUpport yaur chalce by discusamg befow the candidete's podanbial for Buccazafiul $8nvice scrogs 8 Ml caier gpan, ciling
axpmples wihich iNustrale sirengihs and weakmeases i each of the competencis Sied balow)

B. For employees at Class F5-02 and below and all career candidates regardiess of grade:

Far gach of the competency grieps liskad belew, draw on spocific esamples of performance to describe the rated amplgyee 5 potenbal for
advancement in the Service  (See Core Precapts for defintions of cormpelencies. |

1. Leadership Skils = Managerial Skils 3. Interpersonal Skills 4 Cemmunication and Fareign Language Shlls
5. Intellgctral Skills B Substantive Knowledne

Teadership Skills. Mr. Green is capable of working independently as well as under supervision. Marvin has
deveioped professional contacts with a number of IRM colleagues in Washinglon, RIMC Frankfurt as well as
DTSPO Washington, which have been useful to post when resolving various technical problems that come up.
Marvin assists with supervision of eight (8} Freetown LES staff responsible for unclassified computers, radio.
telephone. satellite welevision, mailroum, messenger and telephane operatorireceptionist service and support.

Munagerial Skills: TMS Green suecessluily managed all Frectown [RM operations by himself for one month
when the IMO went on Home Leave, During thal period, Marvin coordinated a TDY Washington team that
visited post for cryptographic modernization. When the wam complained about local hotel accommodations,
Murvin welcomed the team into his hame to stay and even led them during their visit.  Marvin also serves as
Alternate COMSEC Custodian and provides helpful assistance and support maintaining the account. During 4
recent inspection, the auditor complimented pust for outstanding management and A well-organized account.

[nterpersonal Skills: Although this is Marvin's first African tour with DOS. he has alrcady developed a keen
sensitivity in his dealings with local employees. As a result of the rapportt he has cstablished, LES personnel are
happy to assist him whenever a problem arises which requires their intervention. His caim, professional manner
and frendly personality are valuable attributes he has mastered well and are welcomed by colleagues, Marvin is
a cooperative and constructive worker and is commitled to the principles of EEO and fuit treatment, [rring the
Frectown U.S. Embassy 2008 Presidential Elcction representational event, Marvin met and talked with numerous
toreign dignitaries and passed out Chama buttons—-which made him very popular in the process,

Communications and Foreign Language Skills: Communicating with others is one of Marvin's greatest strengths.
tle is very approachable and makes evervone feel they can come to him with ideas, queslions and suggeshions.
le is clear and responsive in his communications with customers regarding their expectations and keeps them
tntormed of progress in resolving their technical issues. As a resull, he has built strong customer confidence hy
addressing customer concerns and assuming full responsibility for meeting their necds in a timely fashion. He
represented American Embassy Freetown during the opening of the new Njala University computer laboratory,
antd received nods from the podium thanking the American Embassy for shawing support for this new cndesvor,

Intellectual Skills: Mr. Green never undertakes a project without first examining precisely what is involved and
what witl be required to complete the task in the proper manner. Through his cfforts, Marvin was able to work
with the Information Systems Center (ISC) staff to help maintain Freetown's high-ranking "iPost” configuration
reparting scores for DS computer security patching, anti-virus and overall computer network health, This is a

canstant effort that requires a tremendous amount of work from the entire team--and Marvin is 4 proud member
of thut winning team. Marvin has been actively involved with maintaining high scores for CLAN iPost as wel,

Substantive Knowledge: IMS Green has provided a variety of service and support to Information Programs
Center (TPC} functions, including operation, management and troubleshooting for 4 separate DTSPO satellite
lerminals, CLAN cquipment, TERP, CablExpress, Exchange Server, Active Directory, CLOUT and HF radio.
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EER FOR  Green, Marvin b, 573-%4-4490 Rating Period From (933008 0 405720000

C. Antas lor Improvement: Tre dnilowing mus) be complgled  Empltyaes should be mans aware o° areas where ey shauld euncentrate ther efons o rmprove
Spealy at leas wie area 0 when heshe migal oest direc! such eHons Areals| cited mus! be Axprieilty linked tn one oF morg ol Ly competency groups hsmad o
Sechon VB and must have beer d'soussed will the Bmployee in soursalng durnng the ranng genud. Justity your regommendal-on with examplea ang noieang balow
SUMPEINCY QruJpls] beng A0ArESSE0  (TRe response 19 Aot o ba dirscted I need for farmat frdining.)

Specify Competency _ Substantive Knowledee Specify Competency

You have made goad progress learning basic IMS skills in a short time. However. vou really need to immerse
yourself to expand your knowledge and skills in all facets of Freetown IRM vperations as quickly a5 possible.
Yuu cin achieve this by taking the initiative now and moving forward with concentrated hands-on involvemenl.

Vl. AEVIEW STATEMENT (Completed by Reviewer)

Agsess the emplgyes s performance and palentia §i 3 career candidate, potennal to Serve across a normal Caregr span-see instruchons). Independant
aoservations are encouraged and must be suppaned by additona examples of performance abserved this raling peasd Mote diferences with the raler s
appraisal or recommendanons Comment on 1elahans between rater angd grngloyee

A Iive month period is & relative short period for a newcomer 1o perform all facets of Information Resourees
Management operations, especialiy in a small post like Freetown, | wholehearted|y agree with the rater’s
evaluaion of Mr. Marvin Green's performance, and Tam sure that he will continue 1o expand his knowledge of

ull facets of Frectown Information Resource Management ([RM) aperations and enjoy a long and successtul
cureer in the Foreign Service,

Mr. Green and Mr. Hromatka work extreniely weli together: they cojoy a professional telationship based on
mutual respeet. trust and vordiality. Having IMO Hromatka, who was able to effectively motivate Mr. Green to
excrt the eMorl necessary 10 attain organizational poals, as his first supervisor in the Foreign Service was a
tremendous asset for Marvin, who responded promptly o evolving changes and opportunities in the area of
ntormation technology. Although Marvin had received several months of training in Washington, in preparation
tor his first overseas assignment. he had no idea that shortly afier his artival he would have to manage the IRM
operation alone. Not ondy did he success{ully manage the daily routine of the section, but he also courdinated »
classilied courier run. which is a daunting 1ask in Frestown. During the four week absence of the IMO, who was
on his mid-tour home leave, Marvin demonstrated a high ievel of technical competence as well as the ability to
recognize management problems and develop solutions,

In the recent 2008 ICASS Customer Satisfaction Survey, the Information Resource Management section received
the highest approval rating, with a slight improvement over its Jast vear score, Receiving high scores in the area
of information technology Is not very easy in Freetown, which lacks an inlrastructure: customers ate

olten frustrated and do not understand why the computers are "slow" or the incoming mail packages ure received
darmaged. They want answers. and Marvin is never toa busy to provide an answer or research the problem by
contacting the mail facility in Dulles. Without the ability 10 work well with others in (roubte shooting and
problem solving, this high level of customer service could not have been attained. Mr. Green, who always
displays a willingness 1o help and is extremely cooperative, deserves the credit for this achievement.

Of Marvin's many accomplishments and contributions, worthy of note is his unwavering involvement with the
Enterprise Management Systems Branch. to improve incident/problem processing al Freetown. When Marvin
discovered that there was no mechanism for the IRM to set up an account to view the UTT tickets, he contacted
the Lead Remedy/UTT Project Manager. As part of the transition to Remedy, all UTT funcrions were (ransterred
10 the Process Improvement Otfice, which hampered Marvin's resolving the issue. The office director praised
Marvin for an excellent job of managing system configurations and sought his opinion on what kind of tool
improvements would help Freetown the most. In addition, he invited Marvin to consider a tour in his office.
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EER FOR  Green. Marvin F. 373-94-34u(} Ruling Period From (80272008 1o (71520004

Vi. STATEMENT BY RATED EMPLOYEE

A Discussion:

Thig Zectiur 1z niended [ provide 108 raled cmplovee s views an 'he penod of perfarmance apprased Yo must comment or youl st ssgnificand

Achpwaments dusng 1he peNod You also may addrags ary acrilies or probdems nat adequataly CovEras in this repod, or @specis of 1ho appraizal which reed clanficanca ar
Larechan Yoy are ancouraged to S180e YoUr Currenl career godls meluding training and assignments descad Jvar the nex 5 yaars. {Continualion ahecia may be useo.)

B. | acknowledge receipt of this raport.

Dtate Sechion Vi completed fmm-od-ypyy)

Employes's Signature
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