THRIVE

Creating Key Accountabilities Worksheets
Guidelines

· Identify key activities for the role.  The test is that if the person in the position completed these things we… you would forgive them for all other tasks not completed.

· No more than Five - Seven
· Make as SMART as possible:  Specific, Measurable, Action Oriented, Realistic, Timed
· List in priority order, than indicate how much time is expected to be spent fulfilling each commitment. 
Bookkeeper Example:
1. Maintain AR at a maximum of 45 days on 95 percent of customers. 40 percent

2. Maintains computerized wage reporting so job costing can be obtained.  20 percent
3. Ensures Accountant has all needed reports by the 10th of the month.  20 percent

4. Keep AP within 35 and 45 Days.  10 percent

5. Prepares, and tracks annual budget and forecasts and provides management with the needed analysis reports on a monthly basis.  10 percent

Salesperson Example:

The following are listed in priority order, the % in parens indicates the approximate amount of time expected to fulfill each responsibility.

 

1. Prospect new customers and become knowledgeable about current needs  and product lines through targeted research and pull them through the sales process  (30%)

2. Work with existing account to continually offer new services and products.  Develop relationship for future repeat and additional purchases.  Send in orders to CPS office for processing and fulfillment (20%)

3. Focus on consumer products industry segment, know the players, the influencers, build relationships, follow the trends and the news:  the companies who is expanding, contracting etc. Attend trade shows, become expert in one segment: can be food, personal care, cosmetic, electronics, office

4. Follow up with website and other trade leads.  Research, Qualify (determine credit worthiness) demo, and close sales.   (30%)

5.    Ensure payment- get revenue from customers, follow up on Account Receivables.  (5%)

Developing Key Accountabilities

Key Accountabilities


Company Name: 
_______________________________________________________


Position: 

_______________________________________________________


Stakeholders:




(those people who understand or have a stake in this position doing well)


______________________________________________________________


_______________________________________________________________

Key Accountabilities: (no more than 5 measurable things that if the person in the position was doing them you would forgive them for all other things)

1. _______________________________________________________________________

_________________________________________________________________________

2. _______________________________________________________________________


_________________________________________________________________________


3. _______________________________________________________________________

_________________________________________________________________________

4. _______________________________________________________________________

_________________________________________________________________________

5. _______________________________________________________________________

_________________________________________________________________________
Key Accountabilities Ranked and Weighted (prioritize them from the above list and give a percentage of their importance)

_____________________________________________
________%

_____________________________________________
________%

_____________________________________________
________%

_____________________________________________
________%

_____________________________________________
________%
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