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MANUAL OF OBJECTIVES

A manual of objectives has been drawn up to help line managers who may not always be able to “step back” from the job to define overall objectives, or may have little experience of defining targets and objectives.

It is composed entirely of objectives, which have been already set in evaluation forms.

A word of warning though: do not follow blindly what others have set. Ask yourself exactly what you are looking for in an employee and what he/she is producing/not producing, according to your wishes. There is no obligation to follow “agreed objectives”.

Also do not be bound by job titles. A secretary can be given a project objectives, a technician may be given a training or sales support task.

OBJECTIVES AND CAREER PLANNING

It has to be accepted that there are positions and employees where no serious career planning can be bone because the job and the employee are static by the nature of the job held.

In these cases the role of the manual appraisal is to evaluate the quality of work done and to be a means to address areas of weakness and reward effort, quantity and quality of work.

It may be that in the course of previous performance appraisals, though succession planning or simply through an intelligent feel for the way the business is developing, a possible career plan for the employee may be mapped out. There is nothing particularly sophisticated in this: Line Managers do it as matter of course.

Some of the objectives set in the process should reflect this career planning. They may give to the employee experience that will improve his/her chances of career development to the benefit of the Company and employee alike.

SALES

1. Close
new orders by the end of 2001, with a combined value of
USD.

2. Ensure that deliverable revenue from all sources amounts to
 by


3. Develop system to ensure that presentations to Sales forces from you are consistent with those presented by Marketing Group.

4. Produce monthly report defining:

· Update per each account for which you are responsible.

· Identify problem areas internal and external to Bunge.

· Clearly identify activities undertaken during the month.

· Provide list of all orders taken during previous month.

· Produce rolling 3 month forecast.

· Identify where senior management involvement is required.

5. Develop international service agreement to ensure:

· Deliverable revenue

· Forecasts for next years

SALES (continued)

6. Should you over achieve on point
any over achievement will attract double the number of points than the targets levels, so you can significantly over achieve your stated target earning by incremental performance.

7. Open negotiation with
and


8. Produce analysis of competition by


9. Start up and make available to others a database of all users and prospects, by




10. Start up and update a database of ITS capabilities by


11. Define potential in new product sales and services provision for the following accounts, by


12. Organise a minimum of
meeting with major prospects.

13. Make at least
quality proposals.

14. Develop at least 6 new named accounts.

15. Produce firm forecast for next year to
USD.

16. Produce a sales presentation on the following themes, addressed to the following audience:


Date
Theme
Audience

PRE – SALES

1. Ensure that a high level of expertise is gained on the following products:


(



(



(



(



(



measured by the ability to give a presentation to:
1/ Traders


2/ Clients


To test this you will be asked at short notice to give a presentation.

2. Produce a presentation of Pre-Sales activities needing to be performed.

3. Draw up a quality plan for the International Sales Team by


4. Work with
Account Manager and determine business opportunities within
airline, by


5. Review futures requirements of XXX client, produce business level plan, to allow prioritisation and evaluate future expenditure.

PRE – SALES SUPPORT

Develop expertise in the sale of the following products, by:

1995.


(



(



(



(



(


measured by ability to give presentation to trader level employees.

LOCAL COUNTRY PERSONNEL DEPARTMENTS

1. Ensure placing of job adverts maximum
days after receipt of job description from line manager.

2. Reduce evaluation over two weeks late to
% of total CAPNS.

3. Ensure notification of probationary period sent by 8th week of employment.

4. Ensure that all line managers respect limit of authority in salary commitment.

5. Ensure production of monthly staffs report listing, by


6. Ensure production of annual payroll listings, by


7. Ensure that salary summary for employees sent to line managers by end of October each year.

VENDOR SALES SUPPORT

Develop procedures for the following vendors:

VENDOR:

· Training Plan
by


· Quality Plan
by


· Purchasing
by


· Call Handling
by


VENDOR:

· Training Plan
by


· Quality Plan
by


· Purchasing
by


· Call Handling
by


VENDOR:

· Training Plan
by


· Quality Plan
by


· Purchasing
by


· Call Handling
by


SECRETARIAT

1. Ensure reception of:

· Vacation plans
Annually

· Vacation records
Monthly

· Work planning
Weekly

· Overtime
Monthly

2. Clear all “out” baskets,
times daily or every
hours.

3. Review Lotus Notes messages every
hours, acknowledge receipt where required and take action.

4. Ensure follow-up action on
to team members.

5. Ensure 100% correlation between leave/leave applications.

6. Ensure up to date staff presence/vacation chart is available as required.

7. Identify options available for an advanced English language course including costs by


� EMBED Word.Picture.8  ���

















Compandben SA


_1118169234.doc
COMPANDBEN SA



