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1.
Does staff/team know what is expected of them with regard to what they are supposed to, how they are to behave and how well they are to perform in all their assignments and for all their tasks/ responsibilities?


14

2.
Does each member of your staff/team have all of the equipment, supplies, tools, machinery, and materials they need to do each of their jobs correctly, efficiently, and effectively?


15

3.
Is each member of your staff/team in a position/job that permits him/her to do that which he/she does best, each day?


16

4.
Do you provide recognition and praise for each staff/team member’s good work at a minimum of at least one time per week?


17

5.
Do your actions demonstrate that you care about each staff/team member as individuals?


18

6.
Do you continually encourage and support each staff/team member’s professional and personal development/growth?


19

7.
Do you ensure each staff/team member’s opinion is heard, respected, and receives acknowledgment and feedback?


20

8.
Is the vision and purpose of your Program, office, or business and regular communication with each staff/team member of a nature that he/she understands the importance of his/her job?


21

9.
Do you ensure that every staff/team member does quality work and provides extraordinary customer service?


22

10.
Do you know whether each staff/team member has a “best” friend at work?


23

11.
Do you discuss with each staff member, his/her progress at least once every six months?


24

12.
Would each of your staff/team members attest to the fact that they have had the opportunity to learn and grow at work during the past year?  


25
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13.
Do you know why your Program/office/business exists and what it’s supposed to do?


26

14.
Do you know where your Program/office/business is and where it is going?  (Do you have a vision, short/long term plan, or strategy?)


27

15.
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?


28

16.
Do you know what your customers/patrons want in the way of activities, events, products, and services?


29

17.
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? 


30

18.
Do you know everything you are supposed to do?


31

19.
Does each member of your staff/team know everything he/she is supposed to do?


32

20.
Have you eliminated every unnecessary job, duty, task, or responsibility you were doing, but didn’t need to be?


33

21.
Have you ended all unnecessary jobs, duties, tasks, or responsibilities your staff/team was doing, but didn’t need to be?


34

22.
Do you regularly and appropriately delegate tasks, duties, and/or responsibilities that should be accomplished by one of your staff/team members?


35

23.
Do you know what prevents you and/or your staff/team from doing your jobs correctly?


36

24.
Have you removed all barriers that prevent your staff/team from delivering your activities, events, products, and services?


37

25.
Does your staff/team have your permission and the applicable authority to solve customer/patron problems relative to your Program, office, or business?  Are they empowered to do the right things at the right time?


38
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26.
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.)


39

27.
Do you routinely/frequently read/review the official policies, rules, and regulations that apply to your Program, office or business?


40

28.
Do you know what you can and cannot do in accordance with official and local policies, rules, and regulations?


41

29.
Does your staff/team know what they can and cannot do in accordance with official and local policies, rules, and regulations?


42

30.
Do your staff/team members possess the talent, skill, knowledge, capability, and commitment to meet/exceed your customers’/ patrons’ needs and expectations?


43

31.
Do you regularly train and equip your staff to answer customer/ patron questions, solve their problems, and meet their needs?


44

32.
Do you regularly train and equip your staff/team members 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?


45

33.
Can you and your staff/team 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?


46

34.
Do you and your staff/team avoid, at all costs, any need to prove that your Program/office/business is "right" and the customer/ patron is "wrong"?


47

35.
Do you have a workplace culture that motivates your staff/team members to meet/exceed the customer/patron expectations?


48

36.
Do you know what does and doesn’t motivate and incentivize people?


49

37.


Do you know why people don’t do what they are supposed to do?


50
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38.
Do you provide regular feedback to your staff/team members, letting them know how well they are or are not doing?


51

39.
Do you accept the fact that some employees won’t work out and must be let go or assisted into an appropriate position?


52

40.
Do you have clean, attractive and safe facilities and grounds appropriate for the delivery of extraordinary activities, events, products, and services?


53

41.
Do you have top quality equipment, appropriate resources, and supplies and inventories in sufficient quantities to deliver extraordinary activities, events, products and services?


54

42.
Do you regularly use evaluation/feedback systems to determine how well you, your managers/supervisors, your staff/team, and your Program, office, or business is doing? 


55

43.
Do you routinely read books, magazines, newspapers and/or web-based articles about leadership, management, interpersonal communication, staff development, problem solving, finance, business operations, diversity, etc.


56

44.
Do you routinely/frequently network with your local colleagues, regional MWR/MCCS peers, and your Headquarters’ Program Manager?


57

45.
Do you continually develop yourself/stay current?


58

46.
Do you help your staff/team to develop and to remain current?


59

47.
Do you use and ensure a life-long learning/continuing education and training model?


60

48.
Do you start each day pumped and stay pumped, excited, jazzed, ready, and willing?


61

49.
Do you keep mentally, physically and emotionally fit and endeavor to maintain balance in your work and personal life?


62

50.
Do you and your staff/team have fun at work?  (E.g., Social inter-actions, group dynamics, “How Are We Doing Meetings”, plenty of praise, avoiding unnecessary criticism, being kind and respectful, not showing favorites, no dishonesty, rumoring, backbiting, etc.)


63

