SMART Objectives

Employees must be able to understand their objectives and know what they need to do in order to achieve them. It is usual for line managers to agree objectives through discussion with individual. 
The ‘SMART’ acronym is a useful way of getting objectives right. 
· Specific – objectives should state a desired outcome. What does the employee need to achieve?  
· Measurable – how will you and the employee know when an objective has been achieved?  
· Achievable – is the objective something the employee is capable of achieving but also challenging?  
· Relevant – do objectives relate to those of the role/team /department?  
· Time bound – when does the objective need to be achieved?  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	Answer all customer queries within two working days. 
	Answer customer queries as quickly as possible. 

	To review the departments filing systems and make recommendations for improvements to Line Manager by mm/yy with agreed implementation of recommendations by dd/mm/yy
	Improve admin processes
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