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……CCoorree  SSuucccceessss  FFaaccttoorrss
……MMaannaaggeerriiaall  SSuucccceessss  FFaaccttoorrss
If you’ve been reading LASER and Spotlight in recent months these are famil-
iar terms. But you may still be wondering what success factors are, how they
will be used, and how they will affect you now and in the future. Success fac-
tors define how work is to be accomplished and results achieved at Lehigh.
Core Success Factors and Managerial Success Factors were defined by the leader-

ship group in a series of focus groups held in spring ’05.  
The Job Family Compass Advisory Committee sug-

gested a ‘soft’ introduction of success factors at the end
of the performance appraisal process. This would allow
staff to develop familiarity with this new concept and
prepare for the future as success factors are fully incor-
porated into the HR programs and processes. We
thought this was an excellent idea. Since success factors
are so essential to excellence at Lehigh, we should all
begin to start weaving them into our daily work, into
our language, and into how we review our performance.
Success factors will become a formal part of the perform-
ance appraisal process in the future (probably in 07-08).

CCoommpplleettiinngg  tthhee  
SSuucccceessss  FFaaccttoorr  WWoorrkksshheeeett

The process will be simple:

1. Read through the Core Success Factors, as well as the 
Managerial Success Factors if they apply to you. 
Remember that Core Success Factors apply to everyone 
while Managerial Success Factors apply to those 
responsible for the work of others.

2. Think about the type of behaviors the success factor is describing using the
listed behaviors as a guide. Think about how well you demonstrate these 
behaviors in your job.

3. Rate your assessment in the space provided next to each behavior within a 
success factor. Is it a strength? Or an area for enhancement?
At the end of each set of success factors is an opportunity to summarize

and document specific plans to address areas for enhancement. If you would
like, you can use the plan you create here and incorporate it into your
Individual Development Plan or in the Performance Appraisal Process.
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II’’vvee  sseeeenn  tthhee  eexxaammppllee  ooff  tthhee  bbaannkkiinngg  jjoobbss  mmeennttiioonneedd  iinn
sseevveerraall  LLAASSEERR nneewwsslleetttteerrss  aanndd  pprreesseennttaattiioonnss��  WWhhyy  iiss  HHRR
uussiinngg  aa  bbaannkk  tteelllleerr  ttoo  eexxppllaaiinn  tthhee  ccoommppeennssaattiioonn  pprrooggrraamm
ssiinnccee  tthheerree  aarree  nnoo  bbaannkk  ppoossiittiioonnss  oonn  ccaammppuuss??
We used the banking example because there is no compar-
ison to these positions on campus. We wanted to steer
clear of singling out any existing Lehigh positions.
However, everyone knows and understands what bank
teller job duties are and can relate to them. 

II  wwaanntt  ttoo  llooookk  aatt  mmyy  ppoossiittiioonn  ddeessccrriippttiioonn  ((PPDD))  aanndd  
mmaayybbee  mmaakkee  ssoommee  cchhaannggeess��  CCaann  II  ddoo  tthhiiss��  aanndd  iiff  ssoo��  
hhooww  ddoo  II  ddoo  iitt??
You can review your PD at any time. You will need to
access the PD through the on-line PD tool on the Campus
Portal. If you do not remember your position number and
password, just call Human Resources at extension 83900
and we can provide that information for you.
Performance Appraisal time is always a good time to
review your key accountabilities to make sure they are
still accurate. Review the proposed changes with your
supervisor. Have your supervisor contact Ronnie Hesch
at extension 85020 so that the PD can be opened for revi-
sions. Always make sure to inform your supervisor if
changes have been made to your PD

WWiillll  aallll  jjoobb  ffaammiillyy  ccoommppaasssseess  eevveennttuuaallllyy  bbee  aavvaaiillaabbllee  oonn
tthhee  CCaammppuuss PPoorrttaall??
Yes. When a specific compass is completed for a job fami-
ly and it is distributed to all job family members and
supervisors, that compass will be available on the web.

MMyy  jjoobb  hhaass  cchhaannggeedd  ssiiggnniiffiiccaannttllyy  ssiinnccee  II  ffiirrsstt  wwrroottee  mmyy
ppoossiittiioonn  ddeessccrriippttiioonn  iinn  ����������  HHooww  ddoo  II  rreeqquueesstt  ttoo  hhaavvee
mmyy  ppoossiittiioonn  rreeeevvaalluuaatteedd  ttoo  sseeee  iiff  tthhee  ggrraaddee  hhaass  cchhaannggeedd??
As of October 2005, supervisors may request that a staff
member’s position be reevaluated. If the position changes
are significant, the employee may be eligible for an
ingrade adjustment OR a position upgrade. Your supervi-
sor should contact Ronnie Hesch in Human Resources at
extension 85020 for information on the procedures.

WWhheenn  yyoouu  mmeennttiioonn  tthhee  lleeaaddeerrsshhiipp  ggrroouupp��  ttoo  wwhhoomm  aarree
yyoouu  rreeffeerrrriinngg??
At Lehigh University, the leadership group generally
refers to the president and his direct reports (provost, vice
presidents, dean of athletics, general counsel, chief of
staff, and executive director of the alumni association) as
well as the college deans, vice provosts, associate and
assistant vice presidents, budget director, and selected
executive directors of major programs. They participated
in focus groups to help develop the Staff Employment Value
Strategy (SEVS) and the Core and Managerial Success Factors
and provide guidance to HR throughout the implementa-
tion of SEVS.

QQ&&AAss

WWhheerree  ttoo  ggoo  
ffoorr  mmoorree  iinnffoorrmmaattiioonn������
The members of the project team for the Job Family
Compass include:
�Rebecca Bowen (rab6@lehigh.edu) extension 83897
�Ronnie Hesch (vah0@lehigh.edu) extension 85020
�Jackie Matthews (jamh@lehigh.edu) extension 85657
�Mary Jo McNulty (mjd4@lehigh.edu) extension 83894
�Linda Parks (linda.parks@lehigh.edu) extension 85195
�Alice Sikorski (ams404@lehigh.edu) extension 82789

You will also be able to go to the Campus Portal and select the

“Employee” tab to see more information about the Job Family

Compass. The Portal will also continue to house information on

the staff compensation program.

In This Issue

The 2005 Performance Appraisal Process

After the appraisal has been completed,

you can expect your manager to 

encourage you to complete the Success

Factors Worksheet and to begin a 

conversation about success factors.   

We hope that you will use this opportu-

nity to familiarize yourself with success

factors and conduct a self-assessment.

The process will help you understand

your strengths and your areas for

enhancement.

While discussing success factors with

your manager can be very helpful, at this

point the self-assessment is something

that you are not required to share.  
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LLeett’’ss  ttaakkee  aa  llooookk  aatt  aann  eexxaammppllee  ooff  hhooww  tthhiiss  mmiigghhtt  wwoorrkk��  

1. First, read through all the Core Success Factors to understand the 
big picture.

2. Next, go to each individual success factor, read the associated 
behaviors, and circle how well and consistently this behavior is 
demonstrated. Below is an example of a individual self-assessment for 
Core Success Factor #3:

CCoorree  SSuucccceessss  FFaaccttoorr

Accountability for Work

Achievements

AAssssoocciiaatteedd  BBeehhaavviioorrss

Plan work carefully in order to handle job responsibili-

ties and meet goals

Keep focused on achieving job responsibilities and

goals even when faced with issues or problems

Follow through on commitments

Effectively prioritize tasks and assignments

Flexible in adapting to changes in work demands or

schedules

Demonstrate proficiency in role by successfully 

accomplishing assigned tasks and responsibilities

Take responsibility for mistakes without blaming others

and accept the consequences of actions and decisions

Value diverse perspectives and incorporate them in 

the work

AAsssseessssmmeenntt::
How Well Do I Demonstrate
this Success Factor?
Low               High

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1. In scanning this assessment, it is clear that this individual generally exhibits 
Accountability for Work Achievements, but has some areas to work on.  

2. This individual doesn’t really prioritize assignments well and is frequently 
distracted by whatever comes up during the day. Therefore, this individual often 
has trouble maintaining focus on goals when the day-to-day work gets hectic.

3. He/she could also work on taking responsibility for mistakes without blaming 
others and for valuing diverse perspectives, but really needs to work hardest on the
other two areas. 

4. This individual will incorporate these areas for improvement into an Individual 
Development Plan for the coming year, as follows:

This can be a very enlightening experience because most of us are so focused on getting
the work done that we overlook the success factors that will help us improve how we
work in support of our departmental and university goals.

As we mentioned earlier, the Success Factor Worksheet process is something you are
not required to share with your manager. However, you may find that your manager
can provide some interesting insights and different views on how well you demon-
strate success factors. In addition, he/she may be a helpful resource and guide in your
self-improvement efforts. 

TTwwoo  aarreeaass  ooff  ggrreeaatteesstt  iimmpprroovveemmeenntt  aarree  aaccttuuaallllyy  rreellaatteedd  ––  ddiiffffiiccuullttyy  ffooccuussiinngg  oonn  ggooaallss  bbeeccaauussee  ooff  aa  hhaarrdd  ttiimmee
pprriioorriittiizziinngg  aallll  tthhee  wwoorrkk  nneeeeddeedd  ttoo  bbee  ddoonnee��  HHaavvee  tthhee  ccaappaabbiilliittyy  ttoo  hhaannddllee  tthhee  wwoorrkkllooaadd��  bbuutt  tthhee  mmaannnneerr  iinn
wwhhiicchh  hhee//sshhee  wwoorrkkss  ccuurrrreennttllyy  mmaakkeess  iitt  ddiiffffiiccuulltt  ttoo  ddoo  eevveerryytthhiinngg  aanndd  ddoo  iitt  aallll  wweellll��

A sincere effort needs to be made to be more deliberate in how work gets done. To begin with, more structure is
needed in how work is approached.
�Summarize annual goals on a single sheet of paper and put them in a prominent place as a 

reminder of the “big picture” priorities
�Make a list of the work needed to be done in the following week at the end of each week and rate 

each with a priority code
�Use the calendar for the following week and see what commitments are already there; block time 

off to work on the items on the list, adding the high priority items first
�Cross off what has been accomplished at the end of the week and add any new assignments
�Evaluate each new task as it comes up – Is this urgent and/or critical? Am I the only or best 

person to handle the situation? Is it something that can wait?
�Get a good guide to time and project management to see if there are ideas that would make sense.  

In about three months this individual will ask his/her manager if she has noticed any improvement in the work
processes and outcomes.

CCaarreeeerr  DDeevveellooppmmeenntt    
A process by which an employee takes
control and manages his/her own career.
It is a process in which an employee
makes advance preparation to take on dif-
ferent roles and accountabilities to meet
the changing needs and goals of the
department or functional area, identifies
and develops the skills and abilities need-
ed to stay ahead of the changes that will
alter the way he/she performs the current
job, and develops the success factors nec-
essary to take on a broader scope of
responsibility and authority. 

EEqquuiittyy  AAddjjuussttmmeenntt  
An adjustment to a staff member’s salary
that ensures current staff pay rates are
properly distributed through the salary
ranges of the grades to which they’ve been
assigned.

JJoobb  FFaammiillyy
A group of jobs in which the work per-
formed is of a similar nature. For example,
the Finance/Accounting job family
includes positions that perform work relat-
ed to finance and accounting while the
Information Technology job family
includes positions that work with comput-
ers, networks, systems, and programming.
The jobs may reside in any functional area
of the University, such as Athletics, the
Controller’s Office, a Dean’s office, or
Library and Technology Services. The pri-
mary consideration is the nature of the
work — not the department or stem in
which the work is done.

PPeerrffoorrmmaannccee  AApppprraaiissaall
One of the ways in which employees
receive meaningful feedback from their
managers. A process that evaluates per-
formance as a step toward improving it.
An integral part of this process is forward
looking. Setting goals and objectives pro-
vide the framework for future appraisals
and link individual goals and staff devel-
opment to the departmental and
University strategic plan.

SSaallaarryy  TTaarrggeettss
Salary targets represent the average salary
that would be paid to all individuals in the
salary grade who were appointed to their
position in the same year. They do not rep-
resent the salary that each individual staff
member should earn. The appropriate
salary for each staff member at the univer-
sity may be more or less than this target
and will reflect the performance of the
individual in the position.

SSeellff  AApppprraaiissaall
A process that gives a staff member the
opportunity to provide his/her perspec-
tive regarding performance during the
appraisal period. This process also pre-
pares the staff member for a participatory
discussion with the manager/supervisor
about his/her performance. The self
appraisal process encourages an employee
to be proud of his/her accomplishments
and candid about his/her areas for
enhanced performance.

Glossary
The LASER Newsletter is 

published quarterly

by Human Resources. 

Editor: Ronnie Hesch

Designer: Diane W. Hutchinson

Any inquiries you may have 

can be directed to:

Becky Bowen (rab6@lehigh.edu) 
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Ronnie Hesch

(vah0@lehigh.edu) 
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Jackie Matthews

(jamh@lehigh.edu) 
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Compass Chronicles: What I Want To Do
When I Grow Up

Another new year is here. As we reach the end of the old year we reflect on what
has transpired and what has changed in our lives – both professionally and per-
sonally. We look ahead to the new year with anticipation and hope. A new year
provides us with a fresh slate, a fresh start. 

2005 brought new things to many Lehigh University staff members. A year ago
language like job family, Compass, and Success Factors meant nothing to most staff.
Employees in the Athletics, Finance/Accounting, Human Resources, Information
Technology, and Student Life job families have had the opportunity to participate
in focus groups and other sessions for the purpose of developing Functional
Success Factors and a Compass Guide. Even those of us in the above mentioned job
families may still be uncertain what it all means while those whose job families
have yet to undertake the Job Family Compass activity will be less knowledgeable.

So what does it all mean? And what impact does it have on us when our job
family has completed the Compass Guide? Recently a family member and I were
talking about his job. He made the comment that he was still trying to figure out

what he wanted to do when he grew up. I found it interesting that less
than a week later a Lehigh employee made a similar comment. The com-
ments were whimsically stated since both individuals are well established
in their careers. But I believe the question, “What do I want to do when I
grow up?” may help us understand one of the purposes of the Compass
Initiative.

We are all very much aware of the changes that have taken place at
Lehigh in the last few years. Change is constant and yet when I compare
my job at Lehigh to my brother’s job with a major US corporation, the dif-
ferences are staggering. As I write this my brother is preparing to move
his family for the fourth time in ten years. Why? Because the corporation’s
philosophy, among other things, focuses on two-year assignments. The
reason for this is that the organization’s strategic plan constantly changes
due to customer demand and competition. Granted, my brother’s corpo-
rate culture is very different from higher education, but what if we knew
that every two to three years the focus of the job would shift and we’d
need to quickly find another role at Lehigh?

Some of us would welcome that type of continual change – even be
challenged by it. Others would find it intimidating. But the truth of the matter is
our jobs have been evolving due to rapid changes in economies, institutional pri-
orities, regulations, and technology. External change means internal change. Your
job has certainly been evolving and changing, even in the most subtle ways. Have
you kept up with it? Better still, have you taken an active role?

An active role may be more than staying current in your present job. Taking an
active role in your job or career may mean a transition to another position at
Lehigh. Many employees have successfully transferred their job skills from a posi-
tion in an administrative department to an academic department. Others have
made the transition from an area focused on research to an administrative role.
Each of us needs to assess our skills, interests, and values in order to know what
we want to do “when we grow up.” And since we are always growing up, we
need to make that assessment again and again.

This is the purpose of the Job Family Compass – to encourage staff to take charge of
their own career growth and development. This does not mean we need to carry our
Compass Guide with us wherever we go and be able to recite the key accountabilities
from page 17. Whether or not your job family has completed the Compass Guide, the
process at this point can be very informal – immerse yourself in thought. Lehigh val-
ues the personal and professional development of all employees to enhance their
ability to contribute to the institutional mission. In other words, Lehigh wants to
develop staff to advance within the campus community. As you think about what
you want to do when you grow up, ask yourself the following questions: 

��
������CChhaannggee  iiss  ccoonnssttaanntt

aanndd  yyeett  wwhheenn  II  
ccoommppaarree  mmyy  jjoobb  aatt

LLeehhiigghh  ttoo  mmyy  
bbrrootthheerr’’ss  jjoobb  wwiitthh  aa

mmaajjoorr  UUSS  
ccoorrppoorraattiioonn��  tthhee  

ddiiffffeerreenncceess  aarree  
ssttaaggggeerriinngg��

��������  ((QQuuaarrtteerrss)) ������		  ((QQuuaarrtteerrss)) ������


JJoobb  FFaammiillyy  ((nnuummbbeerr  ooff  eemmppllooyyeeeess)) ��sstt ��nndd ��rrdd ��tthh ��sstt ��nndd ��rrdd ��tthh ��sstt
Human Resources (13) completed �

Finance/Accounting (78) completed �

Student Life (74) completed �

Athletics (30) completed �

Information Technology (126) � �

Administrative Services (240) � � �

Library (42) � �

(( )) 

 (( ))
JJoobb  FFaammiillyy  ((nnuummbbeerr  ooff  eemmppllooyyeeeess)) ��sstt ��nndd ��rrdd ��tthh ��sstt ��nndd ��rrdd ��tthh
Administrative Services (240) �

Library (42) �

Development/Fund Raising (42) �

Purchasing (2) �

Trades (72) � �

Marketing/Communication (24) � �

Graphic Arts/Design (8) � �

Police (29) � �

Legal (2) �

Performing Arts (21) �

Alumni (16) �

Health Care (13) �

Technical/Scientific (43) � �

Health and Safety (3) � �

Higher Ed Administration (47) �

Facilities/Physical Planning (17) �

Government Affairs (3) �

Adult and Child Care (18) �

Research/Administration (16) �

�What are my interests? 
�Would developing in my 

current position fulfill those
interests? 

�Is there a position in my 
job family that fulfills those
interests? 

�Is there a position in 
another job family that 
fulfills those interests? 

At the same time you need to
assess your talents, where
they might lead you, and
identify additional skills
needed to acquire your
desired role.

Our skills may take us in
one direction while our inter-
ests take us down a very dif-
ferent path. Which path to
pursue can be a difficult deci-
sion. It helps to talk with peo-
ple who know you well – and
that includes your supervisor.
Your supervisor can assist
you in assessing your skills
and having an open conver-
sation is one of the keys to
making the right career deci-
sions for you and Lehigh. So,
it’s always good to be think-
ing and talking about what
you want to do when you
grow up.

JJoobb  FFaammiillyy  CCoommppaassss  SScchheedduullee  RRoolllloouutt
(completed and in process)

JJoobb  FFaammiillyy  CCoommppaassss  SScchheedduullee  RRoolllloouutt
(in process and proposed)
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Compass Chronicles: What I Want To Do
When I Grow Up

Another new year is here. As we reach the end of the old year we reflect on what
has transpired and what has changed in our lives – both professionally and per-
sonally. We look ahead to the new year with anticipation and hope. A new year
provides us with a fresh slate, a fresh start. 

2005 brought new things to many Lehigh University staff members. A year ago
language like job family, Compass, and Success Factors meant nothing to most staff.
Employees in the Athletics, Finance/Accounting, Human Resources, Information
Technology, and Student Life job families have had the opportunity to participate
in focus groups and other sessions for the purpose of developing Functional
Success Factors and a Compass Guide. Even those of us in the above mentioned job
families may still be uncertain what it all means while those whose job families
have yet to undertake the Job Family Compass activity will be less knowledgeable.

So what does it all mean? And what impact does it have on us when our job
family has completed the Compass Guide? Recently a family member and I were
talking about his job. He made the comment that he was still trying to figure out

what he wanted to do when he grew up. I found it interesting that less
than a week later a Lehigh employee made a similar comment. The com-
ments were whimsically stated since both individuals are well established
in their careers. But I believe the question, “What do I want to do when I
grow up?” may help us understand one of the purposes of the Compass
Initiative.

We are all very much aware of the changes that have taken place at
Lehigh in the last few years. Change is constant and yet when I compare
my job at Lehigh to my brother’s job with a major US corporation, the dif-
ferences are staggering. As I write this my brother is preparing to move
his family for the fourth time in ten years. Why? Because the corporation’s
philosophy, among other things, focuses on two-year assignments. The
reason for this is that the organization’s strategic plan constantly changes
due to customer demand and competition. Granted, my brother’s corpo-
rate culture is very different from higher education, but what if we knew
that every two to three years the focus of the job would shift and we’d
need to quickly find another role at Lehigh?

Some of us would welcome that type of continual change – even be
challenged by it. Others would find it intimidating. But the truth of the matter is
our jobs have been evolving due to rapid changes in economies, institutional pri-
orities, regulations, and technology. External change means internal change. Your
job has certainly been evolving and changing, even in the most subtle ways. Have
you kept up with it? Better still, have you taken an active role?

An active role may be more than staying current in your present job. Taking an
active role in your job or career may mean a transition to another position at
Lehigh. Many employees have successfully transferred their job skills from a posi-
tion in an administrative department to an academic department. Others have
made the transition from an area focused on research to an administrative role.
Each of us needs to assess our skills, interests, and values in order to know what
we want to do “when we grow up.” And since we are always growing up, we
need to make that assessment again and again.

This is the purpose of the Job Family Compass – to encourage staff to take charge of
their own career growth and development. This does not mean we need to carry our
Compass Guide with us wherever we go and be able to recite the key accountabilities
from page 17. Whether or not your job family has completed the Compass Guide, the
process at this point can be very informal – immerse yourself in thought. Lehigh val-
ues the personal and professional development of all employees to enhance their
ability to contribute to the institutional mission. In other words, Lehigh wants to
develop staff to advance within the campus community. As you think about what
you want to do when you grow up, ask yourself the following questions: 
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�What are my interests? 
�Would developing in my 

current position fulfill those
interests? 

�Is there a position in my 
job family that fulfills those
interests? 

�Is there a position in 
another job family that 
fulfills those interests? 

At the same time you need to
assess your talents, where
they might lead you, and
identify additional skills
needed to acquire your
desired role.

Our skills may take us in
one direction while our inter-
ests take us down a very dif-
ferent path. Which path to
pursue can be a difficult deci-
sion. It helps to talk with peo-
ple who know you well – and
that includes your supervisor.
Your supervisor can assist
you in assessing your skills
and having an open conver-
sation is one of the keys to
making the right career deci-
sions for you and Lehigh. So,
it’s always good to be think-
ing and talking about what
you want to do when you
grow up.
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LASER Crossword Puzzle Contest LASER Crossword Puzzle
How much do you know about LASER and Lehigh?
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ACROSS

1 Section of the performance
appraisal that maps plans for the
next year: ______ & Objectives

5 ________ Goals for Lehigh
6 Individual ______________ Plan

10 Name of Lehigh's first president and
a building on campus

12 Lehigh seeks to be a
_____________ in all areas in which
we compete

13 Factors that describe expectations
within a job family

14 Creating _____________ is
fundamental to Lehigh's academic
mission

15 Our approach to learning, teaching,
and research

17 When merit pay is delivered in the
form of cash payments separate
from base pay (abbr)

19 Scholarly or scientific investigation
21 Success factors that apply to those

responsible for the work of others
22 Knowledge, __________, and

Abilities (KSAs)

25 External peer
institutions/universities and other
employers to whom we compare
ourselves; salary _________

27 Working together across traditional
boundaries

28 Success factors that all staff are
expected to demostrate

32 Behavioral indicators that define
how work is to be accomplished and
results achieved: Success
___________

33 Expresses the character and nature
of our university; guiding principles

35 Graduates or former students of a
school

37 A set of objectives that will guide us
as we look at HR programs and
practices and develop a
comprehensive package of rewards
for staff (4 words)

38 One of Lehigh's reward and
recognition programs (abbr)

39 Honesty, accountability,
respectfulness, and
_________________

DOWN

2 Lehigh All Staff Employment
Rewards (abbr)

3 Major responsibilities of your
position (2 words)

4 Founded Lehigh in 1865 (2 words)
7 One of President Farrington's

mantras is "Achieving
________________"

8 Lehigh is defined by a vibrant
_________________ that
emphasizes a caring, involving, and
personal approach.

9 Will help chart and direct career
growth and development; also an
instrument

11 Twenty-_____ Job Families
12 Workplace _______________ and

Performance
16 An increase to a staff members

salary that ensures pay rates are
properly distributed through the
range (2 words)

18 Voted #1 Arts Center in the Lehigh
Valley

20 Adjustments resulting from

satisfactory performance in areas
such as quality and quantity of work
(2 words)

23 Defines the total compensation
philosophy for the university (abbr)

24 _____ Bonus: Awarded to staff for
exceptional contributions

26 A group of jobs in which work
performed is of a similar nature (2
words)

29 One who attends classes at a
school

30 From the university's motto: "Man,
the servant and interpretor of
_________"

31 An institution of higher learning
34 Ghost of Linderman Library
36 An HR training subsidy is available

to faculty and staff through this
program (abbr)

AAddvviissoorryy  CCoommmmiitttteeee  MMeemmbbeerrss

Job Family Represented

Administrative Services

Administrative Services

Administrative Services

Athletics

Development/Fund Raising

Development/Fund Raising

ERAC

Finance/Accounting

Higher Education Administration

Information Technology

Information Technology

Library

Marketing/Communication

Performing Arts

Police

Research/Administration

Student Life

Technical/Scientific

Trades

Staff Member

Mary DeJarnette

Dorothy DeMasi

Erica Nastasi

Cleveland McCray

Karla Morales

Sharon Upton

Melanie McDonnell

Amy McCrae

Vivien Steele

Jason Slipp

George Yeh

Brian Simboli

Stephen Oblas

Jacob Campbell

Robert Bruneio

Ruth Tallman

Thomas Dubreuil

Daniel Zeroka

Wilfredo Colon

E-mail

mad6

mdd0

en03

cjm2

kam4

slu2

marj

alm2

vls1

jqs7

gey2

brs4

sjo3

jaca

rsb5

rt01

trd2

dmz3

wic2

Extension

84788

84251

83810

84413

85958

86166

85530

83247

83314

85343

83160

85503

83018

85453

84200

83024

86598

83542

85108

Department

Goodman Center

Environmental Health & Safety

Sociology and Anthropology

Athletics

Development Office

Development Office

Enterprise Systems Implementation

Lehigh Support

English

LTS Client Services

Bursars Office

LTS Client Services

Internet Services

Zoellner Arts Center

University Police

Office of Research & Sponsored Programs

DOS – Residence Life

Civil and Environmental Engineering

Facilities Services

LLAASSEERR?? SSEEVVSS??

SSuucccceessss  FFaaccttoorrss??

CCoommppaassss??

One of the outcomes of any new
program or process is a new set of
terms and associated acronyms that
can be more than a little confusing.
To clarify some of the new Lehigh
terminology, we have created a con-
test based on the LASER Crossword
Puzzle. The topic, of course, is the
Staff Employment Value Strategy and
the related initiatives to implement
the strategy.

Take a few minutes, review the
previous issues of LASER and
Spotlight on your desk or in your
files, and take a stab at completing
the crossword puzzle on the next
page. When it is complete, submit it
to HR with your name and phone
extension by February 15, 2006.

All of the submitted answers will
be reviewed by a subcommittee of
the Compass Advisory Committee
to determine correctness and com-
pleteness. Those entries that “pass”
will be entered into a random draw-
ing for one of the following prizes:

�Two vouchers for training 
programs worth $500

�Two Lehigh University gift 
certificates worth $100

�Two Lehigh University gift 
certificates worth $25

�A variety of books, such as:
� 1001 Ways to Take Initiative at Work
� 1001 Ways to Reward Employees
� Chicken Soup for the Soul at Work
� The Empowered Manager

Don’t delay – submit your winning
entry today!

Human Resources staff and mem-
bers of the Compass Advisory
Committee are excluded.

“There are just too
many terms and it’s all
very confusing to me!”

??

Name _____________________________ 

Department_________________________ 

Phone_____________________________ 

Email_____________________________ 
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TTaakkee  aa  mmoommeenntt  aanndd  tthhiinnkk
bbaacckk  oovveerr  jjuusstt  tthhee  ppaasstt
ffiivvee  yyeeaarrss��  CCaann  yyoouu  iiddeennttii


ffyy  aallll  tthhee  wwaayyss  yyoouurr  jjoobb
hhaass  cchhaannggeedd??

It’s been over two years since we announced that Lehigh would be implementing
a new Staff Compensation Program for all classified exempt and nonexempt 
staff positions. With the support and assistance of the senior leadership team,
supervisors and staff, a hard working Advisory Committee, and Segal-Sibson, 
an excellent consulting firm, a great deal has been accomplished since then. It’s
time to review all that’s been done and to thank each of you for your participa-
tion in this project.

Human Resources and the University’s senior administrators asked for your
help and you responded – through each step of the process. The accomplish-
ments described below could not have been achieved without the contributions
of staff and supervisors who shared their thoughts about working at Lehigh, told
us what they wanted from a new staff compensation program, and invested their
time and energy to learn about the project and its results. The “we” referred to in
the remainder of this article is not Human Resources.  It is the collective “we”
that is the Lehigh community.

Staff Employment Value Strategy
In the summer and fall of 2003, our consultants conducted 18 individual inter-
views with senior administrators and 8 focus groups with staff and supervisors.
We learned what staff members believe are the positive attributes of employment
at Lehigh, what issues they wanted the University to address, and what their
expectations were for a new staff compensation program. 

We used this information to formulate the Staff Employment Value Strategy and
to develop an aggressive timetable for Human Resource initiatives that will sup-
port the University and the staff as they work to achieve excellence (see the Seven
Goals at http://www.lehigh.edu/~inhro/forms/SevenGoals.html) 

A key component of the Staff Employment Value Strategy is to ensure “Salary lev-
els that are competitive with Lehigh’s competition in the marketplace, that reflect the eco-
nomic value of the job, and that reflect the type and quality of work performed.” The new
staff compensation program was designed with that goal in mind.

Program for Lehigh University Staff Salaries 
Significant effort was required from the entire campus community to gather the
information necessary for the design and implementation of the Program for
Lehigh University Staff Salaries. A comprehensive salary administration program is
comprised of many components, including a job evaluation system, a salary
structure, and pay policies.

The Lehigh University Market Reference Job Evaluation Program for Staff Positions
was designed to classify staff positions based on the salaries paid for similar
work in the newly defined labor markets for each position. The system requires
that we have current information about the work being done, the markets we
want to compare to, and the salaries being paid in those markets. All of the posi-
tion descriptions created in the late winter and early spring of 2004 were
reviewed by Human Resources and our consultants. Survey data was researched
and compiled for most of the positions and a whole job ranking system was used
to classify nonbenchmark positions.

A salary structure of 15 salary grades and related salary ranges was developed
as a management tool to help ensure consistent and fair compensation levels for
staff. The structure was designed to reflect salaries that are competitive with the
median salaries paid for similar position in the identified labor markets or com-
parison groups.

continued on next page

New Compensation Program RecapThe term “career development” often conjures up images of ambitious people
climbing up the corporate ladder. That’s an old paradigm and presents a very
narrow view of career development in the modern world. The reality of our
workplace can be summed up with two words: continuous change. Changes
in technologies, regulations, markets, economies, and governments within the
external environment affect the internal environment of organizations of all
types and sizes. Such changes can be amazingly rapid. Take a moment and
think back over just the past five years. Can you identify all the ways your job
has changed? 

Why career development? Organizations are constantly looking to re-invent
themselves at both the institutional and the departmental level. Sometimes re-
invention is in anticipation of, or a response to, changes in the external envi-
ronment; sometimes it is part of an organizational change initiative to support
a new/revised mission and strategic plan. Career development means
advance preparation to take on different roles and accountabilities to meet the
changing needs and goals of your department or functional area.

Why career development? Expect the nature of the work you perform to
evolve and change over time. Also expect that you will need to develop addi-
tional knowledge and expertise just to keep up with these changes and sustain
your current level competency. Career development means identifying and
then developing the skills and abilities needed to stay ahead of the changes
that will alter the way you perform your current job. 

Why career development? Organizations have flattened out. Through re-
structuring and re-engineering, organizations have evolved in their on-going
quest for greater efficiency and responsiveness. Gone are the multiple layers of
middle management that used to be characteristic of large organizations.
Career development means looking for new challenges and opportunities at
all levels of the organization … sometimes up, increasingly lateral, and even
occasionally down. 

Why career development? The distinction between “staff” and “manage-
ment” has become blurred. Staff members are encouraged to take on more
“managerial” responsibilities while managers are encouraged to take on more
“staff” responsibilities. Additionally, the boundaries between jobs have
become blurred. While specialties still exist, talented individuals with a broad
range of capabilities have become highly desirable in today’s workplace.
Career development means developing the success factors necessary to take
on a broader scope of responsibility and authority.

Why career development? The baby boomers are getting ready to retire.
This will require organizations to review and revise their staffing strategies. To
attract and retain talent, organizations have expanded their work options (e.g.,
flex time, part-time positions, compacted work weeks, etc.) and enhanced their
benefit plans (e.g., generous leave policies with greater attention to work/life
balance). Organizations need to develop a pool of transferable/promotable tal-
ent to handle temporary leaves, fill vacancies, and plan for successions. Career
development means more opportunity for staff members and greater flexibili-
ty for the organization.

Why career development? It’s rare in today’s workplace to find lifetime
employment. Although estimates vary, the average person can expect to
change careers – not just jobs – at least five times over his/her lifetime. It’s
important to recognize that the reality of the current job market is most people
will need to move around in order to advance in their careers. Career develop-
ment means taking control and managing your own career.

Why Career
Development?

�
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reviewed by Human Resources and our consultants. Survey data was researched
and compiled for most of the positions and a whole job ranking system was used
to classify nonbenchmark positions.

A salary structure of 15 salary grades and related salary ranges was developed
as a management tool to help ensure consistent and fair compensation levels for
staff. The structure was designed to reflect salaries that are competitive with the
median salaries paid for similar position in the identified labor markets or com-
parison groups.

continued on next page

New Compensation Program RecapThe term “career development” often conjures up images of ambitious people
climbing up the corporate ladder. That’s an old paradigm and presents a very
narrow view of career development in the modern world. The reality of our
workplace can be summed up with two words: continuous change. Changes
in technologies, regulations, markets, economies, and governments within the
external environment affect the internal environment of organizations of all
types and sizes. Such changes can be amazingly rapid. Take a moment and
think back over just the past five years. Can you identify all the ways your job
has changed? 

Why career development? Organizations are constantly looking to re-invent
themselves at both the institutional and the departmental level. Sometimes re-
invention is in anticipation of, or a response to, changes in the external envi-
ronment; sometimes it is part of an organizational change initiative to support
a new/revised mission and strategic plan. Career development means
advance preparation to take on different roles and accountabilities to meet the
changing needs and goals of your department or functional area.

Why career development? Expect the nature of the work you perform to
evolve and change over time. Also expect that you will need to develop addi-
tional knowledge and expertise just to keep up with these changes and sustain
your current level competency. Career development means identifying and
then developing the skills and abilities needed to stay ahead of the changes
that will alter the way you perform your current job. 

Why career development? Organizations have flattened out. Through re-
structuring and re-engineering, organizations have evolved in their on-going
quest for greater efficiency and responsiveness. Gone are the multiple layers of
middle management that used to be characteristic of large organizations.
Career development means looking for new challenges and opportunities at
all levels of the organization … sometimes up, increasingly lateral, and even
occasionally down. 

Why career development? The distinction between “staff” and “manage-
ment” has become blurred. Staff members are encouraged to take on more
“managerial” responsibilities while managers are encouraged to take on more
“staff” responsibilities. Additionally, the boundaries between jobs have
become blurred. While specialties still exist, talented individuals with a broad
range of capabilities have become highly desirable in today’s workplace.
Career development means developing the success factors necessary to take
on a broader scope of responsibility and authority.

Why career development? The baby boomers are getting ready to retire.
This will require organizations to review and revise their staffing strategies. To
attract and retain talent, organizations have expanded their work options (e.g.,
flex time, part-time positions, compacted work weeks, etc.) and enhanced their
benefit plans (e.g., generous leave policies with greater attention to work/life
balance). Organizations need to develop a pool of transferable/promotable tal-
ent to handle temporary leaves, fill vacancies, and plan for successions. Career
development means more opportunity for staff members and greater flexibili-
ty for the organization.

Why career development? It’s rare in today’s workplace to find lifetime
employment. Although estimates vary, the average person can expect to
change careers – not just jobs – at least five times over his/her lifetime. It’s
important to recognize that the reality of the current job market is most people
will need to move around in order to advance in their careers. Career develop-
ment means taking control and managing your own career.

Why Career
Development?
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A comprehensive review of the University’s pay policies was also conducted. All
of the policies related to staff compensation were open for discussion and revision.
As a result, we revised existing policies and implemented new policies to address
many employment and compensation level situations. The new policies are:
�Access to additional pay for special assignments
�Access to developmental pay and in-grade adjustments
�Cash merit payments in lieu of merit increases for staff paid salaries over the 

range maximum
�On call pay for nonexempt staff who meet policy criteria
�Shift differential pay for nonexempt staff who work afternoon/evening or night 

shifts.
In addition, existing policies related to salaries for new hires, salary adjustments

for position reclassifications and promotions, extra duty pay for nonexempt staff,
on-campus consulting pay for exempt staff, and compensation for staff who are
called back to work after their workday ends or who are required to work on a
holiday were also reviewed and updated. 

All of these components are part of the Program for Lehigh University Staff
Salaries, our new contemporary and competitive staff compensation program. This
is the framework for salary administration at Lehigh.

IImmpplleemmeennttaattiioonn  PPhhaassee  ��::  SSaallaarryy  AAddjjuussttmmeennttss  ttoo  RRaannggee  MMiinniimmuummss
The Market Referenced Job Evaluation Program and new salary structure were imple-
mented effective January 1, 2005. Classified staff members who were paid salaries
that were below the salary range minimums for the grades to which their posi-
tions had been assigned received salary adjustments to increase their salaries to
the salary range minimums.

IImmpplleemmeennttaattiioonn  PPhhaassee  ��::  IInntteerrnnaall  EEqquuiittyy  AAddjjuussttmmeennttss
In Phase 2 of the Program’s implementation, we addressed the task of distributing
current staff pay rates properly through the salary ranges of the grades to which
their positions had been assigned. The factors used in this process were:
�The experience and performance of staff in their current roles, and
�The rates at which pay has increased at Lehigh over time.

Human Resources developed salary target ranges for staff based on the length of
time in current position and grade and the potential for salary growth during that
time. The salary target ranges and a history of individual merit increases for the
last five years were provided to area leaders who have the responsibility for deter-
mining staff salaries. These leaders, in consultation with department managers,
made recommendations for internal equity salary adjustments within their areas.
Individuals with salaries below those target ranges were identified and their
salaries will be adjusted beginning January 1, 2006.

What’s Next?
What happens now? The management of a comprehensive salary administration
program is a continuous process. Each year, the salary structure will be re-calibrat-
ed to remain competitive. Position descriptions and market data for all classified
positions will be reassessed at least every three years. All of our policies and pro-
cedures will be routinely reviewed and, if necessary, revised to ensure that they
continue to meet the needs of the university and the staff. These actions are neces-
sary to keep the Program current.

And, while all these things are happening, people and positions at the university
will continue to evolve. New needs will be identified. Staff duties and responsibili-
ties will change. Staff will move into different positions. New staff will be hired.
Position descriptions will change. We’re fairly certain that salary administration
will continue to be a very active area in Human Resources.

Staff Compensation Project 
Fast Facts 

92 members of the campus commu-

nity representing 61 different depart-

ments/areas participated in project-

related focus groups in summer and

fall 2003

685 staff and supervisors attended

training to learn how to compose a

position description in the on-line tool

27 position description training ses-

sions were conducted and 18 lab

sessions were scheduled

1008 Positions Descriptions were

created by staff and supervisors in

February and March 2004 

787 positions were directly bench-

marked to published salary survey

data

592 staff and 160 supervisors attend-

ed informational presentations on the

Lehigh University Market-Referenced

Job Evaluation Program

888 staff members confirmed posi-

tion dates for Phase 2 of the imple-

mentation

14 staff members participated in the

Advisory Committee that guided the

HR compensation project team in its

work

358 staff and supervisors attended

informational presentations about

Phase 2 of the implementation

Four brown bag information sessions

were held:  Two in summer 2004 and

two in fall 2005

BBeenneeffiittss  AAllllooccaattiioonn  RReevviieeww  PPoossttppoonneedd
The Benefits Allocation Review, originally sched-
uled to begin in Fall 2006, will be rescheduled to
begin in Fall 2007 to accommodate changing 
schedules and increased demands on resources. 

What we’ve accomplished

Objective: Lehigh Action:

Incentive Programs � Tradition of Excellence Award—done

� Spot Bonus Program—done

Look at healthcare benefits � 2002 Medical Coverage Review—committee 

appointed to select next carrier and review 

issues such as plan design and costs—done

Pilot Project—Positive Time � Finance and Administration completed in 2003—done

Reporting for nonexempt staff

Positive Time Reporting � Full campus rollout—March to August 2004—done

for nonexempt staff

New Staff Compensation � Define a total compensation philosophy (Staff Employment Value

Program Strategy-—SEVS)—done

� Write position descriptions—done

� Job evaluation program—done

� Develop the program—includes market 

assessment, salary structures, pay policies and 

titling criteria—done

� Rollout—training and implementation—done

Market Equity Adjustments � Develop methodology to assess appropriate salary  range 

placement for Lehigh staff employed before March 2004—done

� Determine appropriate salary rates for individual staff members 

who may be eligible for adjustments—done

� Implement adjustments—done

It’s on our plate—We’re working on these right now

Career and Professional � Develop job family accountabilities and standards—some

Development completed; some in process

� Develop job family career development guide—in process

Looking to the future . . .  
Benefits Allocation Review � In 2007, we will begin a comprehensive benefits review and 

complete this review in 2008 (note change in time frame—

see box below)

Career and Professional � In 2006, we will begin to align work place learning 

Development with SEVS

� In 2007, we will complete the alignment of work place 

learning with SEVS

Performance Management � In 2007, we will look at the current performance appraisal program

Program and implement improvements to align with SEVS

HR’s Timetable

�
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A comprehensive review of the University’s pay policies was also conducted. All
of the policies related to staff compensation were open for discussion and revision.
As a result, we revised existing policies and implemented new policies to address
many employment and compensation level situations. The new policies are:
�Access to additional pay for special assignments
�Access to developmental pay and in-grade adjustments
�Cash merit payments in lieu of merit increases for staff paid salaries over the 

range maximum
�On call pay for nonexempt staff who meet policy criteria
�Shift differential pay for nonexempt staff who work afternoon/evening or night 

shifts.
In addition, existing policies related to salaries for new hires, salary adjustments

for position reclassifications and promotions, extra duty pay for nonexempt staff,
on-campus consulting pay for exempt staff, and compensation for staff who are
called back to work after their workday ends or who are required to work on a
holiday were also reviewed and updated. 

All of these components are part of the Program for Lehigh University Staff
Salaries, our new contemporary and competitive staff compensation program. This
is the framework for salary administration at Lehigh.

IImmpplleemmeennttaattiioonn  PPhhaassee  ��::  SSaallaarryy  AAddjjuussttmmeennttss  ttoo  RRaannggee  MMiinniimmuummss
The Market Referenced Job Evaluation Program and new salary structure were imple-
mented effective January 1, 2005. Classified staff members who were paid salaries
that were below the salary range minimums for the grades to which their posi-
tions had been assigned received salary adjustments to increase their salaries to
the salary range minimums.

IImmpplleemmeennttaattiioonn  PPhhaassee  ��::  IInntteerrnnaall  EEqquuiittyy  AAddjjuussttmmeennttss
In Phase 2 of the Program’s implementation, we addressed the task of distributing
current staff pay rates properly through the salary ranges of the grades to which
their positions had been assigned. The factors used in this process were:
�The experience and performance of staff in their current roles, and
�The rates at which pay has increased at Lehigh over time.

Human Resources developed salary target ranges for staff based on the length of
time in current position and grade and the potential for salary growth during that
time. The salary target ranges and a history of individual merit increases for the
last five years were provided to area leaders who have the responsibility for deter-
mining staff salaries. These leaders, in consultation with department managers,
made recommendations for internal equity salary adjustments within their areas.
Individuals with salaries below those target ranges were identified and their
salaries will be adjusted beginning January 1, 2006.

What’s Next?
What happens now? The management of a comprehensive salary administration
program is a continuous process. Each year, the salary structure will be re-calibrat-
ed to remain competitive. Position descriptions and market data for all classified
positions will be reassessed at least every three years. All of our policies and pro-
cedures will be routinely reviewed and, if necessary, revised to ensure that they
continue to meet the needs of the university and the staff. These actions are neces-
sary to keep the Program current.

And, while all these things are happening, people and positions at the university
will continue to evolve. New needs will be identified. Staff duties and responsibili-
ties will change. Staff will move into different positions. New staff will be hired.
Position descriptions will change. We’re fairly certain that salary administration
will continue to be a very active area in Human Resources.

Staff Compensation Project 
Fast Facts 

92 members of the campus commu-

nity representing 61 different depart-

ments/areas participated in project-

related focus groups in summer and

fall 2003

685 staff and supervisors attended

training to learn how to compose a

position description in the on-line tool

27 position description training ses-

sions were conducted and 18 lab

sessions were scheduled

1008 Positions Descriptions were

created by staff and supervisors in

February and March 2004 

787 positions were directly bench-

marked to published salary survey

data

592 staff and 160 supervisors attend-

ed informational presentations on the

Lehigh University Market-Referenced

Job Evaluation Program

888 staff members confirmed posi-

tion dates for Phase 2 of the imple-

mentation

14 staff members participated in the

Advisory Committee that guided the

HR compensation project team in its

work

358 staff and supervisors attended

informational presentations about

Phase 2 of the implementation

Four brown bag information sessions

were held:  Two in summer 2004 and

two in fall 2005

BBeenneeffiittss  AAllllooccaattiioonn  RReevviieeww  PPoossttppoonneedd
The Benefits Allocation Review, originally sched-
uled to begin in Fall 2006, will be rescheduled to
begin in Fall 2007 to accommodate changing 
schedules and increased demands on resources. 

What we’ve accomplished

Objective: Lehigh Action:

Incentive Programs � Tradition of Excellence Award—done

� Spot Bonus Program—done

Look at healthcare benefits � 2002 Medical Coverage Review—committee 

appointed to select next carrier and review 

issues such as plan design and costs—done

Pilot Project—Positive Time � Finance and Administration completed in 2003—done

Reporting for nonexempt staff

Positive Time Reporting � Full campus rollout—March to August 2004—done

for nonexempt staff

New Staff Compensation � Define a total compensation philosophy (Staff Employment Value

Program Strategy-—SEVS)—done

� Write position descriptions—done

� Job evaluation program—done

� Develop the program—includes market 

assessment, salary structures, pay policies and 

titling criteria—done

� Rollout—training and implementation—done

Market Equity Adjustments � Develop methodology to assess appropriate salary  range 

placement for Lehigh staff employed before March 2004—done

� Determine appropriate salary rates for individual staff members 

who may be eligible for adjustments—done

� Implement adjustments—done

It’s on our plate—We’re working on these right now

Career and Professional � Develop job family accountabilities and standards—some

Development completed; some in process

� Develop job family career development guide—in process

Looking to the future . . .  
Benefits Allocation Review � In 2007, we will begin a comprehensive benefits review and 

complete this review in 2008 (note change in time frame—

see box below)

Career and Professional � In 2006, we will begin to align work place learning 

Development with SEVS

� In 2007, we will complete the alignment of work place 

learning with SEVS

Performance Management � In 2007, we will look at the current performance appraisal program

Program and implement improvements to align with SEVS
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……CCoorree  SSuucccceessss  FFaaccttoorrss
……MMaannaaggeerriiaall  SSuucccceessss  FFaaccttoorrss
If you’ve been reading LASER and Spotlight in recent months these are famil-
iar terms. But you may still be wondering what success factors are, how they
will be used, and how they will affect you now and in the future. Success fac-
tors define how work is to be accomplished and results achieved at Lehigh.
Core Success Factors and Managerial Success Factors were defined by the leader-

ship group in a series of focus groups held in spring ’05.  
The Job Family Compass Advisory Committee sug-

gested a ‘soft’ introduction of success factors at the end
of the performance appraisal process. This would allow
staff to develop familiarity with this new concept and
prepare for the future as success factors are fully incor-
porated into the HR programs and processes. We
thought this was an excellent idea. Since success factors
are so essential to excellence at Lehigh, we should all
begin to start weaving them into our daily work, into
our language, and into how we review our performance.
Success factors will become a formal part of the perform-
ance appraisal process in the future (probably in 07-08).

CCoommpplleettiinngg  tthhee  
SSuucccceessss  FFaaccttoorr  WWoorrkksshheeeett

The process will be simple:

1. Read through the Core Success Factors, as well as the 
Managerial Success Factors if they apply to you. 
Remember that Core Success Factors apply to everyone 
while Managerial Success Factors apply to those 
responsible for the work of others.

2. Think about the type of behaviors the success factor is describing using the
listed behaviors as a guide. Think about how well you demonstrate these 
behaviors in your job.

3. Rate your assessment in the space provided next to each behavior within a 
success factor. Is it a strength? Or an area for enhancement?
At the end of each set of success factors is an opportunity to summarize

and document specific plans to address areas for enhancement. If you would
like, you can use the plan you create here and incorporate it into your
Individual Development Plan or in the Performance Appraisal Process.
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II’’vvee  sseeeenn  tthhee  eexxaammppllee  ooff  tthhee  bbaannkkiinngg  jjoobbss  mmeennttiioonneedd  iinn
sseevveerraall  LLAASSEERR nneewwsslleetttteerrss  aanndd  pprreesseennttaattiioonnss��  WWhhyy  iiss  HHRR
uussiinngg  aa  bbaannkk  tteelllleerr  ttoo  eexxppllaaiinn  tthhee  ccoommppeennssaattiioonn  pprrooggrraamm
ssiinnccee  tthheerree  aarree  nnoo  bbaannkk  ppoossiittiioonnss  oonn  ccaammppuuss??
We used the banking example because there is no compar-
ison to these positions on campus. We wanted to steer
clear of singling out any existing Lehigh positions.
However, everyone knows and understands what bank
teller job duties are and can relate to them. 

II  wwaanntt  ttoo  llooookk  aatt  mmyy  ppoossiittiioonn  ddeessccrriippttiioonn  ((PPDD))  aanndd  
mmaayybbee  mmaakkee  ssoommee  cchhaannggeess��  CCaann  II  ddoo  tthhiiss��  aanndd  iiff  ssoo��  
hhooww  ddoo  II  ddoo  iitt??
You can review your PD at any time. You will need to
access the PD through the on-line PD tool on the Campus
Portal. If you do not remember your position number and
password, just call Human Resources at extension 83900
and we can provide that information for you.
Performance Appraisal time is always a good time to
review your key accountabilities to make sure they are
still accurate. Review the proposed changes with your
supervisor. Have your supervisor contact Ronnie Hesch
at extension 85020 so that the PD can be opened for revi-
sions. Always make sure to inform your supervisor if
changes have been made to your PD

WWiillll  aallll  jjoobb  ffaammiillyy  ccoommppaasssseess  eevveennttuuaallllyy  bbee  aavvaaiillaabbllee  oonn
tthhee  CCaammppuuss PPoorrttaall??
Yes. When a specific compass is completed for a job fami-
ly and it is distributed to all job family members and
supervisors, that compass will be available on the web.

MMyy  jjoobb  hhaass  cchhaannggeedd  ssiiggnniiffiiccaannttllyy  ssiinnccee  II  ffiirrsstt  wwrroottee  mmyy
ppoossiittiioonn  ddeessccrriippttiioonn  iinn  ����������  HHooww  ddoo  II  rreeqquueesstt  ttoo  hhaavvee
mmyy  ppoossiittiioonn  rreeeevvaalluuaatteedd  ttoo  sseeee  iiff  tthhee  ggrraaddee  hhaass  cchhaannggeedd??
As of October 2005, supervisors may request that a staff
member’s position be reevaluated. If the position changes
are significant, the employee may be eligible for an
ingrade adjustment OR a position upgrade. Your supervi-
sor should contact Ronnie Hesch in Human Resources at
extension 85020 for information on the procedures.

WWhheenn  yyoouu  mmeennttiioonn  tthhee  lleeaaddeerrsshhiipp  ggrroouupp��  ttoo  wwhhoomm  aarree
yyoouu  rreeffeerrrriinngg??
At Lehigh University, the leadership group generally
refers to the president and his direct reports (provost, vice
presidents, dean of athletics, general counsel, chief of
staff, and executive director of the alumni association) as
well as the college deans, vice provosts, associate and
assistant vice presidents, budget director, and selected
executive directors of major programs. They participated
in focus groups to help develop the Staff Employment Value
Strategy (SEVS) and the Core and Managerial Success Factors
and provide guidance to HR throughout the implementa-
tion of SEVS.

QQ&&AAss

WWhheerree  ttoo  ggoo  
ffoorr  mmoorree  iinnffoorrmmaattiioonn������
The members of the project team for the Job Family
Compass include:
�Rebecca Bowen (rab6@lehigh.edu) extension 83897
�Ronnie Hesch (vah0@lehigh.edu) extension 85020
�Jackie Matthews (jamh@lehigh.edu) extension 85657
�Mary Jo McNulty (mjd4@lehigh.edu) extension 83894
�Linda Parks (linda.parks@lehigh.edu) extension 85195
�Alice Sikorski (ams404@lehigh.edu) extension 82789

You will also be able to go to the Campus Portal and select the

“Employee” tab to see more information about the Job Family

Compass. The Portal will also continue to house information on

the staff compensation program.

In This Issue

The 2005 Performance Appraisal Process

After the appraisal has been completed,

you can expect your manager to 

encourage you to complete the Success

Factors Worksheet and to begin a 

conversation about success factors.   

We hope that you will use this opportu-

nity to familiarize yourself with success

factors and conduct a self-assessment.

The process will help you understand

your strengths and your areas for

enhancement.

While discussing success factors with

your manager can be very helpful, at this

point the self-assessment is something

that you are not required to share.  


