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One of the primary responsibilities assigned to managers involves setting department goals and overseeing the ac-
complishment of those goals.  This involves not only managing the daily activities of the employees you supervise, 
but also establishing a vision that will both inspire and guide your staff.  Although this may seem like a daunting 
challenge, there are a number of proactive steps a manager can take in order to effectively set department goals.   
 
1. Consult:  When establishing department goals it essential that you consult all relevant stakeholders.  Administra-
tors have specific expectations that fit into larger campus and District goals and thus need to be included in the 
process.  Additionally, the employees you oversee are often aware of the strengths and weaknesses of the depart-
ment and will likely have good ideas for how goals can be accomplished.  Moreover, because they will be responsi-
ble for carrying out day-to-day activities that are essential to the department’s mission, allowing the staff to have 
input in setting goals will encourage their investment in the department’s success.  
 
2. Prioritize:  After consulting with administrators and employees, compile a list of the goals you would like to see 
accomplished.  Chances are there will be a number of goals on your list and that not allow of them can be accom-
plished immediately.  Determine which goals are urgent, important, and unnecessary.  It is also important to con-
sider what goals can be reasonably be accomplished with the available budget, equipment, and staff.   
 
3. Clear and Measurable Goals:  Establish a timeline for goals to be accomplished.  Some goals may take days or 
weeks, others may take months or years, and a number of others may be ongoing.  Goals should have specific ob-
jectives that allow progress to be measured over an extended period of time.   
 
4. Communication:  Goals and expectations should be clearly articulated to all employees.  Work with individual 
employees to develop a work plan with specific dates and a timeline for accomplishing objectives.  Meet regularly 
with employees to assess progress and address obstacles or problems that may emerge. 
 
5. Training and Development:  Ensuring that employees are properly trained is essential to producing outstanding 
results.  If you see that an employee lacks the skills that they will need to complete high quality work in a timely 
manner, try to fill those gaps either by coaching that employee individually or making arrangements for that em-
ployee to participate workshops or  training seminars that will enhance their abilities.  
 
6. Recognition:  Setting initial goals can be relatively easy when compared to keeping employees on-task and mo-
tivated over an extended period of time.  In order to secure an ongoing commitment to excellence from your staff it 
is critical that feedback is offered regularly and that employees are praised for their contributions. 
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