Executive Focus Professional Alignment - Individual Worksheet: Individual to Team Peers
This worksheet is one of several built to guide the individual to develop a personally crafted message describing the value they provide to their organization. This value includes, but is not limited to the knowledge, skills and abilities gained through ASQ membership. Resources are available on the ASQ section 1509 webpage for download by individuals.
The flow of this worksheet is based on the concept of alignment as discussed in the Balanced Scorecard model. Use this worksheet to organize your thoughts around the contributions you make as an individual employee or team member to the core mission and requirements of the company you work for and the specific requirements for which your team is responsible. 

This information is the basis for either a formal presentation to or an informal conversation with your team, team leader, champion or other related leadership. The intent is to show how your activities are linked directly to the core requirements of the company and team. 

Focus your efforts on meeting and exceeding the requirements in all areas of your performance as a team member. Use quantitative data when at all possible, such as project savings, customer satisfaction surveys or comment cards, team outcomes, audit results, service cycle time reports, etc. 

Section 1: Mission and Key Drivers of the Overall Organization:
	Mission/Vision/Values (M/V/V) of Company:
	Category of Org. Goals or Objectives:
	What measurements do the CEO and senior leadership use to assure customer and other stakeholder requirements are met?

	Key Drivers:
	Customer
	

	
	Operations
	

	
	Financial
	

	
	Learning/ Innovation
	

	
	Other
	


Section 2: Team Goals Aligned to Company Goals: These indicators should tie directly to goals in Section 1.
	My Team’s Contribution to Company M/V/V
	
	What indicators does your team use to show the team is meeting its company responsibilities? See the following questions as examples:

	Key Driver:
	Customer: External
	What is my team customer satisfaction rating? 
How does the company value to the outcomes of my team?

What do stakeholder feedback, emails, comment cards say about the performance of my team?


	
	Customer: Internal
	How is my team viewed by the other entities with which we interface inside the company? 
If we work with outside suppliers, what is their opinion of my team?


	
	Operations
	What are the tangible outputs of my team?
How well are we meeting the demands the company puts on my team?
What is the general opinion of my team within the company?


	
	Financial
	Does my team stay within our budget allocations?
What does my team do to reduce waste and conserve resources?


	
	Learning/ Innovation 
	What knowledge, skills or abilities does my team contribute to the company?
Does my team offer additional skills that enhance our customer or other stakeholder relationships?


	
	Other
	


Section 3: Individual Contribution to Team Goals:

	My personal contribution to team goals
	Team Goals:
	What indicators does your team use to track your individual contribution to the goals of the team? See the following questions as examples:

	
	Customer: External
	What customer satisfaction results, survey comments, emails, etc. provide feedback of my individual performance?
Can I provide activity logs showing direct involvement with external customers?


	
	Customer: Internal
	Do I have internal letters complimenting you on work well done?
Is my specific involvement requested by others in the organization?
What documentation do I have of successful team involvement?


	
	Operations
	What documentation do I have that provides tangible evidence of my contribution to team outcomes?
Can I tie my activities directly to specific team performance measures?


	
	Financial
	What direct involvement do I have with meeting or exceeding team financial goals?
What documentation do I have to shows my actions to reduce waste and maximize use of team resources?


	
	Learning/ Innovation
	What scheduled or required training have I completed in a timely manner?
What additional training have I completed on my own time to meet team skill needs?


	
	Other
	What additional activities have I performed that may not directly tie back to Key Drivers for the company, but meet specific team requirements?



Section 4: Individual Contribution to Company Goals beyond Team Requirements:

	My contributions to Key Drivers beyond my team responsibilities
	
	What activities do you perform to support company goals beyond team requirements?  See the following questions as examples:

	
	Other teams
	To what additional teams have I volunteered and how do their results contribute to the needs of the company?
What documentation do I have of other team or sponsor feedback on my performance?


	
	Customer contact
	What customer contact do I maintain beyond the requirements of my team responsibility?
What documentation do I have of customer feedback related to my direct involvement?


	
	ASQ involvement
	What is my activity with ASQ, either locally or through Headquarters committees?
What knowledge, skills, or abilities gained through this involvement with ASQ do I bring to my team responsibilities?
What is the value of my additional skills to the company or the team?


	
	Community involvement
	In what other community activities am I involved that provide me with additional knowledge, skills or abilities that bring value to the company or the team?
How does my involvement strengthen the reputation of the company within the community?


	
	Other:
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