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Example SMART Objectives for Professional Staff

SMART Work Objectives

Professional work objectives are determined against the work activities.  Consider your work priorities and agree the work objectives (max.5) to be achieved in the coming review period.  Set SMART objectives and establish measurable outcomes for each objective.   
Objectives will be determined within each school and/or branch and may vary across HEO levels 1-10.
SMART Developmental Objectives
Development objectives support your work objectives.  Consider your existing knowledge and current level of tasks and skills in terms of the core capabilities as outlined in your Position Description.  Identify the knowledge, technical skills, behaviours and professional requirements to successfully achieve your Work Objectives identified in Part A of your individual plan and your alignment with the University of Adelaide’s Values.  Identify how you will apply your personal and professional development.  
Use the QUEST acronym to help you identify your personal and professional development objectives. 
	Qualities


	These are the qualities you wish to bring to a given project, role or to model.  

Your development objective may be learning to access and express any chosen quality you set for yourself.

Ask yourself:

What qualities would I like to see more of in myself?

What qualities would others in my team like to see more of, or less of?



	Understanding


	Understanding requires more than just information.  It requires comprehension of all the components of a subject or system and the relationship between the components.  Your development objective may be stated in terms of ‘Expand my understanding of my co-workers, my supervisor, the obstacles, process etc.

Ask yourself:

Given my current work objectives, what, if understood better, would make success easier or more likely? 



	Expertise


	Expertise is competency or skill.  Technical or non-technical.

Ask yourself:

What skills could I develop to enable me to gain a higher level of performance?

What skills am I learning that I can apply to my present or future job?

Which of these skills can be learned on the job and which skills need a book or classroom learning?



	Strategic thinking


	This can be a quality, skill or an understanding. It is the ability to step back and lift your thinking from above the short-term goals and view long term objectives. 

Ask yourself:

What is my level of thinking? 

Do I have a strategic perspective or an operational perspective?
How clear are my priorities at work?

Are my current activities in line with my long-term objective?

Am I thinking independently? 

Is my work life balanced and in harmony with the rest of my life?

Is my definition of work my own?



	Time


	All work is done in time and is related to time. 

Ask yourself:

Is my work completed on time?

Am I conscious of the time it takes to complete required tasks?

Am I constantly behind or just in time?

Do I feel pressured by time?

Do I procrastinate?


Adapted from; The Inner Game of Work, Tim Gallwey, 2000. ISBN 1-84203-015-9

Use the following for to prepare your objectives:

To … Use a verb here! The more specific you can make the objective the more quantifiable it will be and easier to measure or evaluate the achievement of the objective.  A list of useful verbs follows.

So That … Clearly define the expected results/outcomes. 

Standards … This is a list of standards or requirements that must be performed for the objective to be met. Standards may include quality, quantity, resource efficiencies and OHS&W standards.  Conflicts whether an objective has been/not been achieved can be avoided if the standards are clearly stated in unambiguous terms. What am I going to do? How am I going to do it? To what standard?
Measurement … Clearly state the measurement indicators - Achievements, Quantity, Percentages or Ratios, Safety, Time and Financial.

Ensure Indicators are quantifiable i.e. 
•
Numbers i.e. number of enrolments.

•
Ratios/percentages i.e. % of students accessing the site.

•
Significant events i.e. projects completed.

•
Observable conditions i.e. workload balanced across teams.

Time bound … Set a start date and completion date.  Record tasks or milestones if the objective spans a longer period of time.

Useful Verbs for Writing Objectives

Use verbs to describe what you want to achieve.  Verbs will help to make your objectives concise and action orientated.

	achieve

acquire

act as

adopt

analyse

answer

arrange

assist

attain

audit

avert

award

build

carry out

coach

communicate
	complete

conceive

comply

consult

control

coordinate

correct

create

decrease

define

demonstrate

design

develop

direct

devise

draft
	edit

eliminate

ensure

establish

evaluate

exceed

extend

formulate

gain

generate

guide

handle

identify

improve 

invite


	increase

initiate

instigate

introduce

investigate

launch

learn

lead

liaise
maintain

manage

maximise

monitor

motivate

negotiate


	obtain

organise

originate

participate in

perform

plan 

prepare

present

produce

recommend

rectify

represent

research

restructure

review


	revise

save

select

serve

set up

solve

source

streamline

supervise

support

test

train

turn around

win

write




Example Objectives
	Work Objectives
	Measures or Outcomes (KPI’s)

	To distribute the agenda papers one week before the date of the committee meetings, and submit a draft of the minutes to the Chairperson within three days of the meeting.


	· Papers with committee members by due date and recorded in the diary.
· Minutes to the Chairperson by the due date and recorded in the diary.

	To implement new regulations in the safe storage of chemicals by (specify date).

	· All staff handling chemicals trained in the new procedures by the implementation date. 
· Number of accidents involving chemicals to be reduced by 50% during the 6 months after the implementation date.

· All staff using safe chemical storage procedures to be monitored on spot checks after the implementation date.



	Development Objectives
	Measures or Outcomes (KPI’s)

	To complete my current tertiary studies in order to acquire skill the skill base for the next classification level.


	· Meet all the educational and /or training qualifications required at the higher level (specify requirements) 



	To learn how to operate the new software package on budget planning and preparation by (specify date).

	· Presentation of accurate financial reports to my supervisor by the last Friday of each month.
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