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Individual goals should be tied into the unit and organizational goals.  They must be clearly understood by the employee and supervisor and alignment must be reached between them.  The goal can be focused on the individual, team or department/unit.  If it is the latter, the individual must know how they will be held accountable in achieving the team or department/unit goal.
 
One easy way to define a goal is to use the "SMART" technique.  It makes the tracking and reporting of progress against the goal clear.  The SMART technique pneumonic is defined as:

1. Specific
a. The more specific the goal the easier it is to determine if it has been achieved.  An example of an overly broad goal is:  I want to be healthy.  A more specific goal would be I want to get within the proper weight range for my size.

2. Measurable
a. Quantifiable measures such as: by when, how much, how long, how many, etc.  Using the specific example above, measures could be added to further clarify the goal: I want to get to lose thirty pounds.  

3. Attainable
a. The goal must be something achievable.  It must be within one's ability and sphere of influence to accomplish it.  The goal is often something that an employee develops the capability to attain it, if it is also realistic.  For example:  I want to lose thirty pounds within the next month. 

4. Relevant
a. The goal must fit within the department's strategic goals and not something that is not part of the strategic effort.  For example, using the first example For example:   I want to get to lose thirty pounds by getting a hair cut every month.

5. Timely
a. A goal must be completed within some time frame that is also attainable and relevant.  Each of the elements of SMART work together.  Using the example:  I want to lose thirty pounds over the next four months.  It is not attainable within the time frame of one month, but expanding the time frame to three months is attainable and timely.
SMART GOAL EXAMPLE
I want to lose thirty pounds over the next four months by eliminating deserts and snacks and by exercising a half an hour three times a week.

