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Selling yourself on your OER Support Form

 


The OER (Officer Evaluation Report) Support Form, DA Form 67-9-1, is a wonderful tool to establish priorities, focus, and goals for an officer.  Unfortunately, we are not formerly trained on how to complete one effectively and we usually must rely on others to give us advice.  Therefore, I would like to pass on hints on how to successfully sell yourself on your support form and pretty much write your own OER.

 

Just to keep my examples simple, I am using the example of a Wal-Mart Greeter for this article.  I am doing this just to show that any duty an officer is asked to perform, can be defined on a support form – no matter how small.  It’s not the job that is important but the way you write the descriptions up.

 

Duties and Responsibilities:  (Part IV a.)

 

The Duty and Responsibilities portion of the support form defines your position.  The individual officer does not define Duties and Responsibilities.  They are based solely on the mission of that position.   The rater should have a duty description for each position and cover this portion of the support form as soon as the officer is assigned to that position.

 

Required to ensure that every customer that comes in the store is offered a cart and a friendly greeting.  Ensure carts are available for issue to the customers.  Keeps entrance clear and easily entered.  Ensure that customers do not depart store without paying for their goods.  Pass out any sale flyers to customers as they enter.  Supervise two personnel.

 

Notice on the example above, that only the mission is defined.  No goals or additional duties are described in this description unless they are a recurring event that goes with the position.  The rest of the support form is based off this duty description.

 

Major Performance Objectives:  (Part IV b.)

 


The next portion of the support form should be completed together by the rater and rated officer within thirty-days of the rating period and adjusted throughout the rating period.  The rater should give the officer definite goals and/or projects that he would like to be completed during the rating period.  The rated officer can then incorporate those into their definition of objectives.

 

Since this portion of the support form is constantly changing, suggest that a blank support form with duty description be used to record the counseling dates and only the latest objectives be kept by the rater and submitted to the senior rater.

1.  Greet every customer with not only a greeting and an offer for a cart but also with a smile and a highly clean and pressed uniform.

 

2.  Have sale flyers available to all customers.

 

3.  Ensure that the entrance remains clear of debris so that personnel can easily enter store.

 

4.  Remove carts from the parking lot so that they are in the store available for issue to the customer.

 

5.  Approach customers to ensure that they have sales receipt for items.

 

 

The duties in this portion of the support form should be more specific and measurable objectives discussed.    For instance, how does one show that the performance objective of greeting every customer is achieved?  Periodic spot checks by the rater and senior rater would suffice for this requirement.  If the objective is not measurable, attainment will be difficult.  For example, instead of writing an aim to improve APFT score, have the officer rewrite it so that it defines an objective – such as “Achieve a 270 on my next APFT, a 20-point improvement.”

 

Officers are reluctant to define such specific goals on their support form.  Always keep in mind that if the goal is not achieved due to unforeseen circumstances, they can rewrite that portion of the support form as the rating period goes by to show what they did achieve.  Also, ensure that goals are attainable.  A Support Form should always be an adjustable document up until the time an OER is due and the significant contributions portion is completed.

 

Significant Contributions:  (Part IV c.)

 


This section of the support form should give the rater and senior rater an idea of what the rated officer wants written on his OER.  I actually suggest that specific sentences be written by the rated officer that he would like to see on his OER.  A rated officer that cannot define their achievements will have a difficult time convincing others.  Below are poorly written contributions that give the rater and senior rater no help in writing the OER.

 

1.  Greeted every customer that came into the store and offered them a cart.

 

2.  Gave out sale flyers when they were available.

 

3.  Kept the entrance clear.

 

4.  Removed carts from the parking lot so that we did not run out in the store.

 

5.  Had all customers present their sale receipts before leaving the store.

 

Now read the contributions below.  They are well defined, and can be transferred from this form immediately to the OER.

 

 

1.  Greeted an average of 600 customers daily with an offer of a cart, a smile, and the best-looking Wal-Mart uniform in the store.  Took three classes at the community college in inter-personal communications, improving my ability to handle customers.  Reduced my weight by ten pounds to appear more professional in my uniform.

 

2.  I placed sale flyers in every cart and hand basket and then personally handed out flyers to those that didn't take a cart.

 

3.  Not only was the front of the store clean and orderly, but I also had a door open at all times so that the customer could just walk through an open door instead of opening it themselves - especially helpful for the parents with children.  Saved the company an average of $1.50 per day in electrical savings by not using electrically opened doors.

 

4.  Ensured that all carts were removed from the parking lot, an average of 200 per day.  I personally wiped down all the returned carts so that they were clean and ready to be presented to the customers.  Oiled all wheels and ensured that not a single cart was used that had a squeaky or inoperative wheel.

 

5.  Ensured an average of 400 customers leaving the store with purchases had their receipt and had paid for all their goods with dignity and with the assumption that all customers were honest and truthful.  Handled all indiscretions of purchases out of earshot of other customers, thereby preserving their self-respect.

 

The goal in completion of this portion should be exact sentences that can be transferred to the OER.  Junior officers tend not to put adjectives and adverbs in their description of their performance.  They should be instructed to rewrite the sentence so that it discusses what this achievement has contributed to the organization or officer.  The rater and senior rater can then embellish the adjective or adverb in a more laudatory tone.

 

I hope this simplified support form will help you throughout your next rating period and improve your ability to sell yourself on your next OER.

