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	Assessment Period
	March 1, 2017 – February 01, 2018

	Name
	CCM Secretariat


This form summarizes performance of CCM Georgia Secretariat in key performance domains. The assessment score does not include individual rating of professional skills of the Executive Secretary and Administrative Assistant but reflects a level of collective performance. An individual performance review was conducted by the CCM Vice-chair and communicated directly to the CCM secretariat employees. 
Summary Rating: 3.6 [Exceptional]
	Areas of performance
	Exceptional
(4)
	Performing well
(3)
	Meeting expectations with a few minor issues (2)
	Negative performance Serious Issues  (1)

	Provide relevant support to the CCM for implementing the oversight and Evaluation Functions
	
	3
	
	

	Provide Support in development of the CCM Annual Plan and Oversight Plan
	
	3
	
	

	Provide support to CCM effective functioning and budget management process for being compliant with GF regulations
	
	3
	
	

	Communication and information sharing with all relevant stakeholders as per specification of the Governance Manual
	
	3
	
	

	Organizing monitoring visits to the PR, SRs and SSRs
	4
	
	
	

	Coordinate and document CCM oversight activities 
	
	3
	
	

	Support CCM and its committees to conduct orientation on new members of the CCM
	
	3
	
	

	Finalization the financial reports of the CCM, timely submission of annual work plan and financial reports to the Global Fund
	4
	
	
	

	Organize the CCM meetings and CCM related meetings; preparing draft agendas, distribution and archiving of agendas,  taking, distribution and archiving of the minutes of the meetings as per specifications of the Governance Manual
	4
	
	
	

	Document the CCM activities and disseminate the information as per specification of the Governance Manual 
	4
	
	
	

	Ensure availability of information about members of the CCM
	4
	
	
	

	Keep the records of outgoing and incoming correspondence (registration, filling and distribution)
	4
	
	
	

	Keep the CCM contact list up-to-date and provide the Global Fund  with information regarding changes in the CCM membership
	4
	
	
	

	Keep the CCM Website up-to-date
	4
	
	
	

	Communication and information sharing with all relevant stakeholders as per specification of the Governance Manual
	4
	
	
	

	Keeping EPA platform up-to date
	4
	
	
	

	Summary assessment

	3.6 [Exceptional performance]
	
	
	



Priority areas for improvement during March 1st 2018-February 28 2019 
1. Facilitate CCM renewal process
2. Coordinate relevant activities for finalization and implementation of the CCM’s transition and sustainability plan
3. Be more active in organizing orientation for new CCM members
4. Closely collaborate with the Policy and Advocacy Advisor and Policy and Advocacy Coordination Council to support national consultative processes aimed at developing a new funding request to be submitted in the Global Fund in August 2018.  
5. Update CCM regularly on progresses against the transition and sustainability plan (elaborated and adopted by CCM in 2017)       
6. Perform other tasks in line with the CCM’s action plan      
                                          
[image: ]
                                                               _____________
Tamar Gabunia                                                                  
CCM Vice-Chair
Date: February 11, 2018










Annex 1: Definition of Ratings

Negative Performance (1)-Serious issues observed in a staff member performance. Sometimes meets the performance standards. Seldom exceeds and often falls short of desired results. Performance has declined significantly, or employee has not sustained the adequate improvement, as required, since the last performance review. 
Meets Expectations (2): Meets all relevant performance standards. Seldom exceeds or falls short of desired results. Meets appropriate level of skill required but is still learning the scope of the job.
Performing well (3): Consistently meets and sometimes exceeds all relevant performance standards. Shows initiative and versatility, works collaboratively, has strong technical and interpersonal skills, or has achieved significant improvement in these areas. 
Exceptional (4): Consistently meets and often exceeds all relevant performance standards. Provides leadership, fosters teamwork, is highly productive, innovative and responsive, and generates top quality work. Active in industry-related professional or community groups. If an employee is rated as Exceptional in any of the categories below, please ensure a detailed narrative is included in the Comments section. 
Summary rating: 
3.5-4 Exceptional performance
2.6-3.4-Performing well
 2-2.5 Meeting expectations
1-1.9 Negative performance 
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