
Annual Personnel Performance in ICRAF
For Work Completed in Year 2006

	Your Name: Peter Muraya

	Your Position Title: Research Data Management Specialist

	Unit/Region Where You Have Your Main Office Location: HQ

	Your Direct Supervisor: Richard Coe

	Key Individual for Cross-ICRAF Accountability*: Jane Poole  


*An ICRAF manager, administrator, or scientist other than your direct supervisor who can comment on your work performance for year 2006.   All scientists who report to a Regional Coordinator should name a Theme Leader or Focal Area Leader.  All scientists who report to a Theme Leader should name a Regional Coordinator.   
Please read this brief introduction 
ICRAF’s most important resource is its people.  The annual personnel performance review is aimed at reflecting on what each of us accomplished in the review year.  The process should also assist each individual to develop a clear and focused work plan for the following year.  

To perform is to achieve set objectives.   In reference to your work at ICRAF, to perform is to meet the expectations of yourself, your supervisor, and ICRAF as an organizational system.  

The personnel performance review has been evolving from year to year. 

1. The personnel performance review for 2006 does not conclude a rating scale. Starting with this cycle, merit increases and promotion decisions will be related to factors of market competitiveness. Job performance will be one part of this broader framework. The SLT will communicate about this after ICRAF’s Board meeting in April.
2. Besides your direct supervisor, at least one other key individual should provide his/her comments about your work in the review year. These comments are to be submitted directly to the supervisor. This is intended to strengthen the cross-ICRAF accountability referred to by the * at the top of this form.
Process for completing this form
Please read and complete the four sections of this form (A, B, C, D). The individual being reviewed fills out Section A.  S/he send Section A to the Key Individual* (refer to the top of this form), who is to complete Section B who then sends it to the direct supervisor.   The direct supervisor fills Section C.  Once the direct supervisor has received the form from the key individual, s/he will meet with the staff member to discuss the content of the 3 sections A,B,C and draw up a work plan for the subsequent year. Section D is where the individual and the supervisor sign that each of them understands the comments of the other. 
Section A:  Self-Assessment of Your Work in 2006 (to be completed by the individual under review)
Please provide an overview of your work performance in 2006 according to the following aspects.    
	1.  What were your main work achievements in 2006?  Please be specific, and relate your achievements as closely as possible to your 2006 work plan.   (All 2006 publications and other international public goods should be listed  in Annex II of this form.) 
1. Support rehabilitation of degraded data: ‘Rapid’ method developed. Tested with wide range of data sets to test its limits. These were: Spatial data from ICRAF GIS laboratory, an archive of past work in East and Southern Africa, and Vaccine data from the BT01 operating project. Lessons learnt, but not documented

.
2. Documenting the file-property method for publishing data: Sought documentation assistance from Reading University. Draft version already reviewed, including a Getting Started guide.
3. Data Policy: First draft version to align data management both at ILRI and ICRAF developed, reviewed by members of the Research Methods Group, and now in the second review stage.
4. Attend to request for Ad hoc support on Research Data Management: gave 11 data support sessions (of at least  2 days) to individual researchers; conducted 4 data management seminars/training courses; organized and conducted 3 workshops of at least a week long.

5. Administration: attended 8 meetings unrelated to data management (mostly to do with recruitment)
6. Value adding: Supported 1 student to convert data from SAFEGUARD project into a training resource. The output is still a draft.
7. Professional Development: Attended the CGIAR Enterprise Security and Business Continuity workshop; updated my programming skills with .NET software development framework  
NB: The raw data (extracted from RMG record keeping timesheets) for these results are in annex III.

	2.  List any important difficulties you had in carrying out your work in 2006.
The lessons from (1) and the results of (6) are not as useful as they  should be because I did not have enough time to supervise the junior staff as well as I should have.


	3.  Referring to #2 above, what should you do to remove each difficulty? 
The easiest thing is to do less of the other things.   


	4.  Referring to #2 above, what should ICRAF do to remove each difficulty?
Assist to attract higher quality staff, in the face of dwindling core resources.


	5.  What are the top strengths of your work, and how should ICRAF take better advantage of them?
Learning while doing, leading to generation of value added products from executing ordinary tasks. 

Desire to delve into root causes of (data management) problems, rather than treat symptoms – even when it takes much longer to do the former.


	6.   What things would you like to change about your knowledge, skills, and work situation to help you increase your work performance?   (Consider factors such as leadership, management, technical skills, communication with your supervisor, planning, training, team coordination, etc.) 
Documenting methods/ideas take me longer than one would expected.. I have difficulties knowing when to stop sharpening an idea and start documenting it without further thoughts.  



Section B:   Cross-ICRAF Accountability 

Regarding the Key Individual (*) you named in the last box at the top of this form, please provide that individual with your completed Section A.  That individual should then comment to your supervisor regarding the following three questions.         

	1.   How well do you know the work of this individual and her/his work performance in 2006?   Please choose one of:  “very well,” “somewhat well,” or “not very well.”  



	2.   Do you agree with the individual’s self-assessment in Section A?   Please comment on any aspects which you think need qualification or interpretation.  



	3.  What are your suggestions regarding how the individual could raise her or his work performance in 2007?  




Section C:   Supervisor’s Assessment (to be completed by your direct supervisor)
Your direct supervisor should address the following four points. 
	1.   Do you agree with the individual’s self-assessment in Section A?   Please comment on any aspects which you think need elaboration, qualification, or interpretation.   

 

	2.  Depending on the individual’s role in ICRAF, different attributes and skills are required to succeed.  Please comment on where you see the greatest development needs for the individual’s success in relation to:  (i) aspects of creativity and innovation, (ii) communications ability and style, (iii) commitment to teamwork, (iv) willingness to take initiative, (v) accountability to other persons, (vi) openness to feedback, (vii) ability to deliver expected outputs, (viii) careful use of ICRAF’s resources, and (ix) ability to deal with time pressures and work stress.   (You do not have to comment on all of these, and please identify any other aspects that you believe are important.  Please refer to Page B of the individual’s work plan to comment on specific goals and actions for skills improvement.)  


	3.   Can you identify any particular development needs of the individual which could be advanced through training or capacity building?   If ‘yes,’ please provide a short statement.  
  

	4.  Regarding the individual’s work commitments for 2007, please insure that a work plan which you approve and sign is attached in Annex II of this form.  The review of personnel performance is not complete without the 2007 work plan.    



Section D:   Signatures Section 
ICRAF defines the responsibilities for successful personnel performance review to be shared between the individual being reviewed and the direct supervisor.  These responsibilities are defined below.  

The direct supervisor signs the appropriate line below when s/he is satisfied that this personnel performance review is complete.   The supervisor should sign before the individual under review.  The supervisor insures that the personnel performance review is carried out in a timely and systematic way.  It is also the supervisor who ensures that the individual has a work plan for year 2007 (see Annex I).    

The individual being reviewed signs that s/he has understood the contents of this review.  The individual’s signature does not imply that s/he agrees with all the comments, but rather that s/he knows what is stated in it. The individual is welcome to make comments about the review process and content on a separate sheet and attach to this form or in the signature space below.
A disputed personnel performance review is any in which either the supervisor or the individual under review formally takes a serious complaint about the review process to HRU-Nairobi or HRU-Regions.   Such cases will be arbitrated by HRU.

	Supervisor’s signature 
	Date:



	Individual’s signature
	Date:




Annex I:  ICRAF Work Plan for Year 2007

What are your work goals for 2007?   How do you intend to improve in each of your performance areas?   If you are among ICRAF’s  personnel funded from projects, what will you ‘deliver’ in 2007 on the grants which pay you?  The work plan is your opportunity to consider these questions jointly with your supervisor (and others).  

The 2007 work plans appear on three pages.   On Page A, every person who works for ICRAF will list her/his performance areas and main responsibilities, and your 2007 goals for each of them.  On Page B, you and your supervisor should agree on which skills need addressing (perhaps not all of them).  Page C is a table mainly for staff who have specific outputs to deliver on funded projects.  

You and your supervisor need to agree on three things:  

1. Which performance areas should you list on Page A?   (varying from one individual to the next)

2. Which skills in the menu require your attention on Page B?  (varying from one individual to the next) 

3. Should you also complete Page C?    (definitely if you are funded from one or more grants) 

Your work plan is to be submitted at the same time as your completed annual personnel performance form.   Please insure that your supervisor has signed your work plan to indicate his/her agreement.   

For all staff completing Page C, please send an electronic copy of it to Ms. Liz Kariuki (em.kariuki@cgiar.org) at the DDG’s Office in Nairobi.    

Thank you!

Page A:   Performance Areas:  All Persons Who Work for ICRAF

Please refer to the blank column of performance areas and main responsibilities.  Based on the type of work you do at ICRAF, and on the unique circumstances of your job, you and your supervisor should agree on which performance areas to list for 2007.   Please be as specific as possible, including time lines, where relevant.  Also, will you take on special (new or different) tasks this year?  Do you have any “change goals” for the year which are not elsewhere covered in this form?  

Your supervisor should review and discuss your goals for 2007 with you, and then sign the form after the two of you have final agreement.   

	Performance Areas and 

Main Responsibilities

	Goals for 2007
	Special Comments

	
	
	

	1.Design and implement research data management strategies
	Aligned data management policy (quality, efficiency, preservation) finalized.

Technical implementation & documentation of aligned data management policy – 2 workshops (ILRI & ICRAF) for staff to review & comment
.

Travel to 2 key other centres/outreach stations  to implement/publicize system
	4 months

	Assist all projects with integrated data management strategies that meet immediate and long term needs 2.
	Custom Plans for Integrated data management strategies designed & implemented for at least 4 research teams.
	2 months

	Tools and approaches to help technicians, scientists and managers assess and improve their data management3.
	Data Publishing guide produced for ILRI / ICRAF staff & assistance provided on its use x 2 workshops.
	2 months

	Etc.
	
	

	
	
	

	
	
	

	
	
	

	Special tasks in 2007
	Develop an Implementation Resource Guide to support the approved Research Data Management Policy 
	2 months

	“Change goals” not elsewhere mentioned
	Continue to update my software development skills by helping students to do the same (through attachments)
	1 month

	Ad hoc Data Management Support
	Participate in at least 10 1-hour individual sessions 
	3 months


(NB: the total months >12, even without leave and any admin support)
Supervisor’s signature ____________________________________________________________

Page B:   Skills Menu:  All Persons Who Work for ICRAF
Please refer to the menu of skills.  Which of these are relevant for you?  Based on the type of work you do at ICRAF, and on the unique circumstances of your job, please complete all boxes which you and your supervisor agree are relevant.   Please be as specific as possible, including time lines, where relevant.  Your supervisor should review and discuss your skills development goals and comments with you, and then sign the form after the two of you have final agreement.   

	Menu of Skills
	Goals to Improve Your Skills in 2007

	Supervisor’s Comments

	
	
	

	Improved work processes

	
	

	Team work

	Engage one more member of the Research method group into data management, as closely as it  has happened with Nicholas
	

	Time management

	
	

	Resources management
 
	
	









Supervisor’s signature ____________________________________________________________

Page C:  Project “Deliverables”:   Staff Funded on Project(s)

For most R&D staff, your most direct level of planning is your projects.   ICRAF has budgets for each staff in terms of the number of months you are paid from Grant 1, Grant 2, ... Grant n.   All grants have project ‘deliverables’ which can be expressed in different ways, depending on ICRAF’s project agreement with the donor.   All contributors to projects are expected to get all the work done, and to deliver their outputs and reports on time.   Please use the following structural guideline, or a close approximation of it, to develop your 2007 deliverables:











Who should prepare the fist five columns of the table?   Each staff completing this section is expected to understand the structure of his/her funding for the year.  This is a test to determine if that assumption is correct.    Additionally, you could seek assistance from the administrative person closest to you who understands how ICRAF’s budget is set up.   

Who participates in the ‘agreed deliverables’?   Often this is more than yourself and your supervisor.  Many (perhaps the majority) of our technical and scientific staff are budgeted to multiple projects, and thus they have multiple project leaders.  You should also be consulting with Focal Area Leaders and/or Theme Leaders regarding the key deliverables.   

What do you do if your paid months do not sum to your expected total?   This is to be discussed with your supervisor as a reminder that your funding package may not be complete for 2007, based on current information.  

What do you do about grants which come in later during 2007?   They do not enter your work plan at this stage.  But you should modify this table as the year evolves to accommodate changes that seem important to you and your supervisor. 

What is included in ‘deliverables’?   Varying by grant, this refers to project reports (for donors); manuscripts and other materials for publications, conferences, workshops, etc.; other intellectual property; results with key partners (e.g., your partner agrees to adopt a policy change); advances with field results (e.g., in a program of tree domestication); training or capacity-building outputs; and concept notes and/or proposals for future funding.   This is intended as an illustrative one, but not a complete one.  

Annex II:  Publications in 2006
Each year, ICRAF is faced with multiple requests for formatted lists of our publications.  Our library makes this request, as does the CGIAR Systems Office in relation to our annual performance indicators.  
To ensure consistence or format and avoid duplication, the DDG’s Office will work with the Communications Unit to prescribe the format by which you should list your 2006 publications.   This will be communicated before the end of January. 
Please electronically paste your 2006 publications here.
Annex III
Raw data for the results in section A




























































































� Includes secondments, visiting scientists,  post docs, JPOs, consultants, temporary staff, attachments, etc., who performed services in joint association with ICRAF for at least six months in 2006 (and who continue to be present). 


�  These will be illustrated for three roles:   a driver, an administrative officer, and a regional coordinator.  


Driver— (1) insure safety; (2) insure courtesy; (3) Maintain vehicle; (4) Be on time.


Administrative Officer – (1) Maintain projects database; (2) Lead XYZ Committee; (3) Oversee office’s budget;  (4) Supervise 2 assistants.


Regional Coordinator – (1) Lead team building;  (2) Coordinate fund raising and donor relations;  (3) Oversee quality control on projects, reports, and publications;  (4) Maintain and expand ICRAF’s regional partnerships.


� To successfully advance your work at ICRAF in 2007, which of your skills do you need to improve?  What goals do you have for those skills in 2007?


� Work planning, priority setting, management by results, reduced complexity.


� Improving how tasks are shared, and how joint results are produced.


� Prioritizing, scheduling, reducing accumulation of postponed tasks.


� Best uses of budget (money), other people’s time, office space and equipment, and other support.


� Mentoring, assisting, providing a ‘helping hand’ when needed.


� What skills or abilities do you intend to improve in 2007?  How will you achieve that?


� Improved meetings, reporting, email communications, etc.


� Not already covered in previous items, and essential for your professional growth.
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