King Abdullah II Award for Excellence in Government Performance and Transparency

King Abdullah II Award for Distinguished Government Performance and Transparency
Towards Entrenching the Culture of Excellence
The vision of His Majesty King Abdullah II Bin Al-Hussein
“As for administrative reforms, there is no doubt that a change in the view of governmental functions should be effected. This means that a division between drawing up the policies and executing them should be put in place, and the role of the responsible management be strengthened so that evaluating the implementation is clearly related to goals and priorities. Since three fourths of all Jordanians are members of the younger generation whom we hope to see as active participants in the growth of the nation, it is necessary to give them the chance to be creative and to serve and support the nation with their talents. Preparing technical and administrative institutions is an investment for the nation and should be taken quite seriously and protected to ensure the continuity of the modern successful nation.”

Royal Message on the Social and Economic Transformation Program
October 25, 2001
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The Objective of the Distinguished Government Employee Criterion  and Sub-Criterion s
Introduction
The human factor is considered the most important factor in the success of administrative work.  That is why we look at the importance of focusing on human resources in administration, because focusing on the human resource and qualifying it in a sound manner will only augment the results of the institution.  The employee is the real capital of the institution, and he must be looked after and provided with everything that would make him satisfied with his work and able to give and innovate in order to support the institution.  This support in turn will benefit both the employee and the institution, because the success of the employee means the success of the institution, and vice versa.
The Definition of the Distinguished Government Employee
The objective of the Distinguished Government Employee Criterion  and sub-Criterion s
	This Criterion  aims to honor the distinguished employee as being:

· An employee who has exceptional personality and conduct, who has scientific qualifications and exceptional practical experience, and who has a clear vision of what he wants to accomplish at the ministry, institution, or department.
· Has initiative, creativity and innovation and focuses on the use of modern technology in organizing and developing his work.
· Uses available resources in the best manner.
· Exerts all efforts to achieve clear, specific and exceptional results for the institution, department or ministry in the area of client service (from various economic sectors to citizens) which in turn contributes to advancing the economic development process and achieves a better standard of living for the Jordanian citizen.
	The Objective


The Criteria
First Criterion: Job Performance
This Criterion  focuses on the employee’s performance and job and professional accomplishments.
Sub-Criterion  
Sub-Criterion  1: Job Knowledge Tasks, Work Organization and Professional Performance:

	The Objective
	Professional knowledge of the work nature or job description, the work requirements and employee’s efforts to accomplish the work in a manner that exceeds expectations or go beyond the call of duty, inclusive of any exceptional efforts to accomplish the work, the method of dealing with obstacles and difficulties to yield exceptional results.  This sub-Criterion  also addresses work organization and planning method, the employee’s method to accomplish the required work, whether he sets a plan and a timeline for completing the work, and the level of organization in which the work is performed, allowing his colleagues to continue the work after he leaves or in his absence, and the level to which he tries to ease complications and simplify procedures (if he is a leadership position).


	Open Questions

	1. How much is the employee knowledgeable about his job description and the nature of the work?

	2. What additional and exceptional efforts does employee exert to accomplish the work and overcome obstacles?

	3. How much flexibility is being applied towards accomplishing the work efficiently and professionally? How much effort goes into easing complications and simplifying procedures?

	4. Does the employee set a plan for his work?

	5. How much is he organized in his work so that his colleagues can continue the work if he leaves or in his absence?

	6. How much does he research for effective means to improve and develop his performance?

	7. How much care does he show to know work details, its organization, sound work procedures and acquiring relevant expertise?


Sub-Criterion  2: Productivity and Quality:
	This sub-Criterion  aims to:
· Speedy achievement and accuracy by using the best time management for work accomplishment and working diligently to yield the aspired results in the least amount of time and cost through time management and setting priorities.
· Considering the volume of accomplished work in ordinary circumstances.

· The employee’s accomplishments that exceed expectations in the same time frame and exceed his job duties and the quality level of job performance.

· Focusing on the positive impact of the employee’s work efforts in terms of cost, service, quality and work method.

· Revealing the employee’s ability to continue working at the same level of good performance in all circumstances (like increasing work volume, extra working hours, etc) and work perseverance to yield the aspired results from tasks assigned to him.

· Continuously searching for effective ways to improve and develop his performance through comparison (with his colleagues’ results) for the volume of accomplished work, speedy work accomplishment and the deadline for completing the work.


	The Objective


	Open Questions

	1. How much does the employee manages time to accomplish the work?

	2. How much does the employee perform work with the same level of good performance if the work volume increases? If the working hours increase?

	3. How much does he persevere in his work in order to achieve the aspired results?

	4. How does the quality of achieved accomplishments within a deadline compare with others? How distinguished is his efficiency at work compared with his colleagues in terms of productivity and quality?


Sub-Criterion  3: Revision and Assessment
	This sub-Criterion  aims to evaluate the employee’s performance in terms of:
· The employee’s measurement and review of the level of his job performance.

· The employee’s measurement of the level of his participation in achieving the goals of the institution or ministry which are focused on the service recipients.

· The ability to undertake the required work with the same level in the presence or in the absence of the direct supervisor and the level of his ability to act if given authority.

· To continuously correct and monitor his performance to avoid problems and mistakes and sharing others in the achievement of results.


	The Objective

	Open Questions

	1. How much does the employee revise his job performance?

	2. What performance measures does he use to review his job performance?

	3. How much does the employee work towards fulfilling the institution’s goals? How much does he search for effective ways to achieve the best results for the institution?

	4. How much does he learn and benefit from reviewing job performance?

	5. How much does the employee discuss achieved results with his work colleagues?

	6. How much certainty does he have about accomplishment of set goals?

	7. How much does he adopt and implement corrective measures if there is a deviation from set plans and goals within set priorities and timelines?


Second Criterion : Knowledge, Capabilities and Skills
Sub-Criterion  1: Educational Qualifications and Training Courses:
	· This factor represents the employee’s ability to use skills and acquired knowledge in accomplishing the job.

· It includes educational qualifications that he has and that correlate with the nature of his job, or those he acquired on the job.  It also includes the training, qualifying and specialized courses that he took in the field of his work, and that indicate his ability to perform his job efficiently.

· The suitability of these qualifications with those specified in his job description.

· The experiences that he has and the practical expertise that he acquires and the efforts he exerts to develop his capability, the training he received and his learning capacity.

· The capabilities he has such as assuming responsibility, participation, problem-solving and others.
	The Objective 



	Open Questions

	1. How suitable are his educational qualifications to the nature of his work?

	2. How suitable is his experience in the field of his work to the job tasks that he performs?

	3. How much does he participate in training or qualifying courses before and after joining the work?

	4. How much do courses and workshops he took contribute to increasing his job abilities?

	5. How much does he use his practical and technical skills in accomplishing his tasks and job duties?


Sub-Criterion  2: The Employee’s Efforts to Improve his Skills and Capabilities:
	· Depends on several indicators to show the employee’s efforts in developing his job skills or acquiring new skills and increasing his experience and identifying job tasks.
· The employee’s desire and ability to learn and make use of older and more experienced employees in the job, and the extent of his desire to develop his abilities and acquire more expertise and training.
· Care and speed in acquiring various skills, including for example language and computer experiences and skills.

	The Objective


	Open Questions

	1. How much does he care about developing his job skills?

	2. What is the impact of his efforts to develop his skills on work performance and quality?

	3. How much does he benefit from the expertise of older colleagues on the job?

	4. How much does he listen to his colleagues during a brainstorming session?

	5. How much does he want to learn and identify new ways to develop?

	6. How much does he work on developing his experience in order to correlate with job requirements?

	7. How able is he to act to resolve a problem he faces in order to finalize the required work?

	8. How able is he to make decisions?


Sub-Criterion  3: Work Relations and Communications:
	· This Criterion  is related to the employee’s method of dealing with his work colleagues, the nature of his relationship with his bosses and superiors and the cooperation between them and the level of coordination to finalize the work in the best manner.
· The impact on the rest of the employees, inclusive of his ability to establish positive and fruitful relationships in dealing with others for the benefit of work.
· Giving an impression of trust and mutual respect in his dealings with colleagues and service recipients.
· The level of response, self-expression, general good sense and ability to solve problems and to make and/or take decisions.
· His ability to deal with the public and his desire to provide the best services by communicating and receiving information.
· Exchanging ideas verbally, electronically or in writing, and receiving and giving instructions or orders and receiving complaints, as well as speaking in a manner suitable to work.
· Organizing files and assets so that the information access process is easy when needed, writing reports and messages in a professional, to the point, and direct manner.
	The Objective 


	Open Questions

	1. How able is he to express ideas and information verbally and convey them in a clear and understandable manner?

	2. How much clear and quick comprehension does he have in dealing with and receiving instructions or orders?

	3. How does he deal with colleagues regardless of job ranks? How much does he establish good relations with colleagues for benefit of work?

	4. How able is he to publish and design information and knowledge?

	5. How suitable is his communication methods and conduct to job nature?

	6. How able is he to write reports and letters in a professional, to the point and direct manner and without mistakes?

	7. How able is he to exchange ideas verbally, electronically and in writing with colleagues and the public?

	8. How able is he to receive complaints and method of dealing with complainers and with complaints?

	9. How able is he to accept and discuss others’ opinions? Is he a good listener?

	10. How much does he maintain good files/assets so that accessing information is easy when necessary?


Third Criterion : Job Conduct
	This Criterion  can be defined as follows:

· The level of employee’s responsibility during job performance and ability to take appropriate decisions in non-routine situations?

· Also includes employee’s commitment to the job and to regulations, respect of the job and the institution where he works, and work towards achieving the institution’s goals.

· His desire to cooperate and function in the spirit of team work.

· All that falls in the context of commitment and responsibility to achieved aspired goals. 
	The Objective


Sub-Criterion  1: Commitment to Work Regulations and Working Hours:
	Includes the employee’s commitment to work regulations and instructions and the institution’s policies.  Also includes respect of work and the institution where he works and working on achieving the institution’s goals, as well as adherence to performing assigned tasks to achieve results drawn by the institution or department.  This factor aims to encourage:

· Abidance by working hours and accurate appointments.

· Use of working hours to achieve what could be achieve, limiting absence and pretense sickness and unnecessary leaves of absence.

· Plan to achieve work on deadline.

· Efficient work within specified deadlines to complete required work.
	The Objective 


	Open Questions

	1. How committed is the employee to the job, to regulations and all work instructions?

	2. How much does his work contribute to achieving institution’s goals?

	3. How concerned is he to achieve results and how much dedication and time does he put in the job?

	4. How committed is he to working hours and accurate timings?

	5. How well does he utilize working hours to accomplish what could be accomplished?

	6. How much does he take leave, pretend to be sick and take unnecessary leaves?


Sub-Criterion  2: Loyalty and Belonging to the Institution:

	This Criterion  aims to enhance the employee’s spirit of loyalty by:
· Maintaining equipment and machines used at work.

· Maintaining confidentiality of information related to the institution, service recipients and colleagues.

· Maintaining institution’s property and funds and misusing employee’s authorities.

· Upholding safety and protection measures to avoid work related risks.

· Working on cutting down expenses and time for implementing and developing work procedures.
	The Objective


	Open Questions

	1. How much does he maintain equipment and machines used at work?

	2. How much does he maintain confidential information related to the institution, colleagues and service recipients?

	3. How much does he maintain the institution’s property and funds and care about the work place’s cleanliness and organization?



	4. How well does he use authority without abusing his authorities?



	5. How much does he work on cutting down expenses? State examples of employee’s saving achievements in the department or institution as a result of appropriate practical measures or during performing his work?



	6. How much working time did cut back as a result of developing work procedures?



	7. How much does he safeguard the department/institution’s reputation, and give examples on cases experienced by the employee?




Sub-Criterion  3: Commitment to Public Service Ethics:
	This Criterion  aims to enhance the employee’s ability to:

· Stand pressure of and need to respond to changing priorities.

· Be patient and deal well with service recipients and clarify procedures to them.

· Deal with service recipients and provide the appropriate and correct answer to their queries.

· The level of his response to service recipients’ queries and questions.

· Maintain public appearance and cleanliness and organization of the work place.
	The Objective


	Open Questions

	1. How much does he maintain his public appearance and wear suitable attire?

	2. How does he maintain the organization and cleanliness of the work place?

	3. How does he maintain the organization of files and assets in his work place?

	4. How much is he credible and objective in performing the work without preferential treatment at the expense of the public good and the interests of work?

	5. How does he deal with service recipients and how much does he clarify procedures and respond to their queries?

	6. How much does he stand work pressures?


Sub-Criterion  4: Working in the Spirit of Teamwork:

	This Criterion  aims to measure the employee’s ability to:

· Cooperate with colleagues, bosses and superiors.

· Share information with team members.

· Support others’ performance and help them raise their work efficiency.

· Work beyond official working hours if the nature of the job requires that.

· Work with colleagues in a spirit of teamwork.

· Participate in group efforts, work groups and committees.

· Work extra hours or exert additional efforts to satisfy the service recipient or provide services or complete transactions.

· Organize and coordinate work with his team members.

· Encourage employees, show appreciation for innovative efforts and improve utilization of their experience and capabilities.

· Acquire cooperation of others, positive reinforcement towards efficient work, team spirit and developing spirit of group work, leading work groups, working as part of a team.
	The Objective


	Open Questions

	1. How much does he work in a spirit free of selfishness and self-profit?

	2. How much does he cooperate with colleagues, superiors and employees to achieve the work in a sound manner?

	3. How does he share information with team members?

	4. How much does he work after official working hours to help the institution achieve its goals if the nature of the job requires that?

	5. How does he support others’ performance and utilize their capabilities and help them increase their work efficiency and employ it to the benefit of the institution?

	6. How capable is he to organize and coordinate work among team members?

	7. Does he encourage his colleagues to work in the spirit of the one team by leading by example?


Fourth Criterion : Initiative and Innovation
	This Criterion  focuses on the employee’s ability to present ideas, suggestions and studies, or modernize work methods in a manner that improves performance or productivity or raises the level of provided services or simplifies procedures, as well as the desire to develop the work and improve its quality by using modern technology.
	The Objective




Sub-Criterion  1: Initiatives (innovation and developing work methods:
	This Criterion  aims to enhance the employee’s spirit of initiative by measuring his capability to:

· Make serious attempts to learn and search for new methods to perform the work, aiming at improving performance quality and quantity.

· Check the level of his preparedness and the methodology/method used in the presentation of ideas and suggestions.

· Initiating suggestions and opinions to improve the work, such as not waiting for instruction to do tasks or necessary work.

· Present initiatives that led to improving or developing the institution/department’s work.  Innovative initiatives may be: ideas or studies or work methods or projects or other similar ones.

· Level of innovation and leadership in what was presented and the applicability, practicality, results and side effects of these ideas, initiatives and innovations.
	The Objective 


	Open Questions

	1. How does the employee attempt to learn new ways to improve his performance?

	2. How much does he search for new method to improve the quality and quantity of performance?

	3. Is it the fruitful suggestions presented by the employee to develop the institution/department’s work?

	4. How much did the employee’s initiative contribute in creating a competitive environment in the department/institution and thus encourage others to present similar initiatives?

	5. Does he continue to present initiatives to the institution?

	6. How much initiative does he take and not wait for instructions to do the necessary tasks and work?

	7. How informed is he of other experiments to improve his performance and that of the institution?

	8. How much of the employee’s ideas/innovative initiative is being applied?

	9. What outcome and impact resulted from the employee’s innovative initiatives?

	10. How does the employee work on publishing and spreading and involve others in the innovative initiatives?


Sub-Criterion  2: Usage of Modern Technology:
	This Criterion  aims to enhance the employee’s ability to acquire computer skills and information technology and to use modern technology in achieving accomplishments, and to measure the level of:

· His care to develop his capabilities in this area.

· Employing this science and these skills in improving his work performance and completing his tasks.

· The extent of his encouragement of co-workers to develop their skills in this area.
	The Objective


	Open Questions

	1. How knowledgeable is the employee about computer skills that could be used to do his work?

	2. How does he use email with his colleagues and superiors in line with the nature of his job?

	3. How much does he use the computer and surf websites that could be useful to the work?

	4. How much does he use the computer in completing his work in line with the nature of his job?

	5. How does he encourage co-workers to develop their capabilities in this area?

	6. How much does he use modern technology in his plans to develop the quality of his work?

	7. How does he in effect modernize the work through the use of modern technology?


Fifth Criterion : Leadership Skills

Sub-Criterion  1: Vision and Strategic Planning:

	This Criterion  aims to measure the level of:

· The employee’s leadership and contribution to developing and spreading the vision, mission and values of the institution/ministry where he works.

· His contribution to setting and implementing the ministry/institution’s the strategic plan.

· His contribution to preparing and formulating and introducing the mission, values and goals of the ministry/institution.

· His ability to set and implement plans for the unit or division and supervise their implementation.
	The Objective


	Open Questions

	1. How much does the leading employee contribute to setting the strategic plan and work strategies in the institution/ministry where he works?

	2. How much does he contribute to implementing the institution/ministry’s plan?

	3. How much doe he develop the mission of the unit or division he heads and prepare a working plan for his unit or division and follow up on its implementation?

	4. How much does he contribute to developing work systems and guides in the institution/ministry?

	5. How much does he follow up and care about the level of commitment to plans and strategies, reflecting the vision and mission of the department and the employees’ understanding of them in a manner that allows their implementation with ease?

	6. How does he contribute to developing and creating a new generation of leaderships in the department and administrative unit where he works?


Sub-Criterion  2: Participation and Responsibility:

	This Criterion  aims to measure the level of:

· Care to participate in formal and informal activities of the institution/ministry.

· Contribution to volunteer efforts sponsored by the institution and participation in professional groups, conferences and seminars.
· Ability to deal with all parties and cooperate with other departments and to establish effective and direct channels of communication.

· Undertaking of his job responsibilities particularly in extraordinary and non-routine situations.
	The Objective


	Open Questions

	1. How much does the employee participate in formal and informal activities for the institution/ministry?

	2. How much does he contribute to volunteer efforts?

	3. How much does he participate in specialized professional groups?

	4. How much does he participate in conferences, seminars and forums? Did he present any working papers?

	5. How does he receive and deal with service recipients? Does he listen to them and their needs and does he benefit from that?

	6. How much does he assume his leadership and supervisory responsibilities?

	7. How does he deal with other departments>

	8. How much does he stand work pressures and demands?

	9. What efforts did he exert to raise the level of his education and his-knowledge and skills?


Sub-Criterion  3: Supervisory Skills:

	· The employee’s supervisory skills and capabilities (planning, organization, guidance, implementation, authorization, encouragement, training).
· Level of benefit from available resources, developing and training human resources and giving rewards and giving authorities.
· Measuring and reviewing institutional performance.
· Encouraging the spirit of teamwork and cooperating and communicating with the team and exchanging ideas.
· Providing best example in performance and providing a climate that encourages innovation and innovators.
	The Objective


	Open Questions

	1. How able is the employee to determine a clear vision for his organization unit or work team and to prepare integrated plans and dedicate efforts to implement them efficiently?

	2. How able is he in the area of organization and making maximum use of human and material resources or benefiting from his work team, and his ability to prepare integrated plans and dedicate efforts implement them efficiently?

	3. How does he measure the situation where he provided the best example in the area of clients’ service and job commitment?

	4. How much care does he give to developing human resources, giving authorities and encouraging work and spirit of giving?

	5. How able is he to communicate effectively with his work team?

	6. How does he encourage the spirit of teamwork?


Sub-Criterion  4: Adopting Policies of Change:
	This Criterion  aims to measure the level of:
· Measuring the plans of change in the administration.
· Allocating the necessary resources and support for the change process.
· Managing results and risks involved with programs of change.
· Explaining change processes and justifications to human resources and all concerned.
· Measuring and reviewing the effectiveness of change.
	The Objective


	Open Questions

	1. How does he lead plans for change?

	2. How much does he allocate resources and support necessary for the process of change?

	3. How does he manage risks involved in the programs for change?

	4. Does he manage resistance to and avoidance of change?

	5. How knowledgeable is he about international and local experiences in this regard?

	6. How able and skillful is he in making the change to the better?

	7. How does he measure and review the effectiveness of the change and guarantee the participation of all concerned and their benefit from acquired knowledge from the change?


Categories of the Distinguished Government Employee
First category: the distinguished leading or supervising employee award

Anyone nominated in this category must:

1. Be working in leadership or supervisory jobs in the institution regardless of their job type or title (assistant secretary general, vice president of an institution or department, assistant manager of an institution or department, department director, directorate director, division chief, team leader, …).

2. Have worked in the institution for more than two years.

3. Be supervising a number of employees that correlates with the number of the institution/ministry employees.

Second category: the distinguished administrative or technical employee award

These are employees functioning in clerical administrative jobs or technical or technological related jobs regardless of their job type or title (engineering, legal, economic, financial, computer, …).

Third category: the distinguished support employee award

Granted to employees functioning in service, vocational or administrative support jobs (secretary, telephone operator, driver, delivery man, …) provided that he has been serving in the institution for more than two years.

· Each institution shall nominate one employee for every category of the above-mentioned categories to whom the Award’s conditions apply along with a report about the employee that shows the applicability of the Award’s Criterion s to him.
· The minister, secretary general or general manager of the institution/department may not be nominated for the Award as they will receive the honor and recognition when their ministry, institution or department wins.
General Guidelines for Answers
1. The nominated employee represents the best of the ministry of institution that he represents, and so the selection of the nominated employee by his administration must be objective and genuine as it will reflect the image of the party he is representing.

2. Information stated in nomination applications and attached documents will be handled in complete confidentiality and will be for the eyes of relevant evaluators only.
3. The participating party prepares the required documents and keeps them until the evaluators make their field visit and view them.
4. Kindly reserve a special location in the offices of the participating party for the evaluators committee’s visit to the ministry or institution, and place the required documents in that location.  Note that the committee could ask for other documents should the evaluation process require that.
5. The evaluators committee invites employees to the interview according to the Award’s Criterion s, as well as any other employee they deem necessary to interview when conducting the evaluation.
6. Answers must be typed in Arabic using the Simplified Arabic font size 14, and answers and pages must be numbered according to the Award’s Criterion s and sub-Criterion s, and writing must be on only one side of the participation nomination sheets.
7. The ministry or institution submits the participation application for each nominated employee, provided that the application does not exceed 50 pages for the application of the leading employee and 40 pages for the rest of the applications.
8. Kindly provide the Award’s administration with two copies of the answer sheet.
9. The last day for submitting answers and reports is Tuesday 24/5/2005.

10. Answers are typed on a separate sheet as follows:
	First Criterion : Job Performance
Sub-Criterion  1: job knowledge, work organization and professional performance

First question: Complete knowledge about his job description and the nature of work.



Required Documents

1. The employee’s personal file.

2. A report about the employee indication the applicability of the Award’s Criterion s to him, signed by the minister or secretary general or the general director of the institution or department.

3. Report from the employee indicating the nature of his work.

4. The organizational structure of the ministry or institution.
· Reference to be contacted to verify information
1. Selection of current supervisors
2. Selection of previous supervisors
3. Random selection of colleagues in various levels.

4. Selection of co-workers

5. Selection of people he deals with from other administrations within the ministry or institution
The Vision of His Majesty King Abdullah II Bin Al-Hussein 
“This would be an embodiment of a constitutional principle which states that all Jordanians are equal in duties and rights. Therefore, we must abide by the principle of equality, providing equal opportunity for all. We must make competence and ability the only criteria for assigning public office and positions of leadership in the state.”

Royal Letter of Designation June 2000
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