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Helpful Hints for Writing Interim and Mock Self Assessments

Background

Most organizations that recently converted to NSPS are conducting mock pay pools in conjunction with the interim review.  This requires employees to prepare a "mock" end of rating cycle self assessment and an "official" Interim Review self assessment.  It is recommended that both assessments be prepared as Word documents and then cut and pasted into the automated Performance Appraisal Application (PAA).
What is a Self Assessment?

A self assessment is your description of accomplishments related to the job objectives and contributing factors identified in your performance plan.  The self assessment should provide the supervisor with a clear picture of your performance and contributions.  

Getting Started

· Review your performance objectives and the associated organizational goals

· Review records of your work (emails, memos, project files, productivity record)

· Review NSPS performance indicators for your pay schedule and pay band

· Review NSPS descriptors for your assigned contributing factors

Writing the Self Assessment 

· Draft and save as a “Word” document, then cut and paste to automated tool

· Address each job objective and associated contributing factors

· Identify your most significant accomplishments for each objective

· Focus on results, the impact of  your accomplishments on organizational goals 

· Be specific, factual, clear, and concise

· Make sure grammar and spelling are correct

· Use action verbs, active voice to describe what you did; note challenges you faced and how you met them
· Once you have written your self assessment for the "mock", you can condense it into your Interim Review self assessment.
Characteristics of Significant Accomplishments

	· Competing priorities
	· Army-wide impact 

	· High visibility 

· High level of difficulty

· Represent Army in inter agency forum(s)

· Require innovative problem solving
	· Lead special group/project 

· Short deadlines

· Wide scope of coordination

· First time


Helpful Hints for Writing Interim and Mock Self Assessments 
Do Not

· Use the task oriented language from your job description 
· List accomplishments without referencing the job objective

· Use terms or acronyms that others may not know

· Assume the pay pool panel is familiar with your job

Be Aware of Limited Space in the Automated Tool

· Annual Appraisal Self Assessment, no more than 6600 characters and 75 lines.  (Implication - The larger data field allows you as an employee to prepare a more 

in-depth self assessment for the mock pay pool which can later be used to develop 
your year end Annual Appraisal self assessment.)

· Interim  Review Self Assessment, no more than 2000 characters and 21 lines

Mock Pay Pool Data

· DoD will delete all data in the PAA associated with the mock pay pool before the end of the rating cycle  
· Supervisors and employees should save their mock pay pool data and self assessments for future reference  
· Employees will not be able to view the rating official assessment, recommended rating, and share assignments in the PAA 
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