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#
Questions
YES
NO
If NO go to Step #

1.
Do you have all official instructions and policies that apply to your specific Program, office, or business and access to those that apply to the general areas of MWR/MCCS?  (E.g., personnel, payroll, accounting, supply, procurement, budget management, fiduciary responsibility, safety, etc.)


5

2.
Do you routinely/frequently read/review the official policies, rules, and regulations that apply to your Program, office or business?


6

3.
Do you know what you can and cannot do in accordance with official and local policies, rules, and regulations?


7

4.
Does your staff know what they can and cannot do in accordance with official and local policies, rules, and regulations?


8

5.
Do you know everything you are supposed to do?


9

6.
Does each member of your staff know everything he/she is supposed to do?


10

7.
Do you routinely read books, magazines, newspapers and/or web-based articles about leadership, management, interpersonal communication, staff development, problem solving, finance, business operations, etc.


11

8.
Do you routinely/frequently network with your local colleagues, regional MWR/MCCS peers, and your Headquarters’ Program Manager?


12

9.
Do you know what your customers/patrons want in the way of activities, events, products, and services?


13

10.
Do you know what your customers/patrons expect in the way of staff skill, knowledge, abilities, capabilities, professionalism, behavior, customer/patron service, and courteous professional treatment?


14

11.
Do you regularly train and equip your staff to answer customer/ patron questions, solve their problems, and meet their needs?


15

12.
Have you removed all barriers that prevent your staff from delivering your activities, events, products, and services?


16
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13.
Does your staff have your permission and the applicable authority to solve customer/patron problems relative to your Program, office, or business?


17

14.
Do you regularly train and equip your staff to create customer/ patron loyalty at every opportunity where loyalty is their willingness to continue being served by and to speak well of you, your staff, and your Program/office/business?


18

15.
Can you and your staff articulate your role in and responsibility to USN/USMC: (1) recruitment, (2) retention, (3) readiness, and (4) attrition reduction, and (5) providing extraordinary customer service?


19

16.
Do you avoid, at all costs, any need to prove that your Program/ office/business is "right" and the customer/patron is "wrong"?


20

17.
Have you eliminated every unnecessary job, duty, task, or responsibility you were doing, but didn’t need to be?


21

18.
Have you ended all unnecessary jobs, duties, tasks, or responsibilities your staff was doing, but didn’t need to be?


22

19.
Do you know what prevents you and/or your staff from doing your jobs correctly?


23

20.
Do you have an up-to-date vision and mission statement that includes the values, beliefs, guiding principles, goals, and objectives of your Program, office, or business?


24

21.
Do your staff members possess the talent, skill, knowledge, ability, capability, and commitment to meet/exceed your customers’/ patrons’ needs and expectations?


25

22.
Do you have a workplace culture that motivates your staff members to meet/exceed the customer/patron expectations?


26

23.
Do you have clean, attractive and safe facilities and grounds appropriate for the delivery of extraordinary activities, events, products, and services?


27

24.
Do you have top quality equipment, appropriate resources, and supplies and inventories in sufficient quantities to deliver extraordinary activities, events, products and services?


28

