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(FCC Menu # 14) On June 25, 2012 Univision’s Human
Resource department conducted a training session specifically
targeted to new managers but also included refresher points for all
other experienced managers with subordinates. The training not
only included new manager orientation, but also included topics
including policy on sexual harassment, individual and manager
evaluation procedures, setting SMART goals, and how to prepare
written documentation for performance issues.



Blanca Gaytan _

From: Fely Garcia

Sent: Tuesday, March 19, 2013 11:14 AM
To: Blanca Gaytan

When: Monday, June 25, 2012 10:00 AM-11:00 AM (GMT-06: OO) Central Time (US & Canada)

at PR

Where Conference Room N T— — — T —

Note: The GMT offset above does not reflect daylight saving time adjustments.
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YOU'RE INVITED!

From: Corporate Human Resources Department — Central Region

2012 Goal Setting Module
Our training session will be conducted on

Monday, Junie 25™
At 10:00 AM CST

Among the many advantages of this new online process, this module will;

Allow you and your teams to track and report progress on goals
Automatically feed information into next year’s performance reviews
Allow you to formally set Development plans for yourself and/or your teams

- Please note this training is-meant for all employees (not only managers) and will last one hour. i
Thank you for your commitment to build a performance based organization.

NOTE THERE IS ANOTHER TRAINING SCHEDULED AT 2P CST ON MONDAY, JUNE 25™. PLEASE CHECK WITH YOUR
SUPERVISOR TO COORDINATE YOUR ATTENDANCE.

Emafely Garcla | Marketing/Communily Affairs Manager | dmv:seoﬁ Communications Inc. | 2233 W. North Loop
Boulevard, Austin, TX 78756 e o
~ DirsciT(512) 533-2849 | 'Mobile: (512 466-5839 | Fax: (572) 533-2874 | efgarcia@univision.net | hitp:www univision. net
univisions
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%. Objectives

v To understand what makes a good goal and
how to set it effectively

v To understand howl to set goals online !
> Business / Organizational goals
> Development Goals

v Toreview the 2012 timeline for setting business
and development goals




K4 Aoenda

" Effective Goal Setting:
> What'sinit forme?

= What goes into g goal
> How fo set a goai

> How to set a SMART goals

K

<‘\

Em‘elriﬂg, approving and updating performance
goals

v Entering Individual Development Plans

<

Timeline and Next steps

% /hy Goal Setting Is Important

v Teams and Organizations perform at their best
when:

i
> Every employee, team Ondidepcn‘m@m is pulling in
the same direction

> Gogals throughout the organization are linked to the
Company’soverall strategies and objectives

v Individuals perform at their best when:

> They understand what is expected of them, and

how their performadnce will be measured

> They can take part in developing their own goals

6/21/2012



Effective Goal Setfting

v Generally speaking, goals:
> Address Problems, Processes, Practices, People
> Aim to Achieve, Preserve, Avoid, Fliiminate

> Focus on outcomes, not activities that an individual
can control

v To make them effective, there should be
Employee input and Alignment with business
unit's goals

> Increases commitment and ensures organizational
alignment

Effective Goal Sefting:
w Alignment with Business Unit

* Aligns individual and team
effort to Company’s
priorities (verticall
alignment)

* Helps eliminate activities
unrelated to company
performance

6/21/2012



Effective Goal Seffing:

SMART Goals

Specific

v Answer the questions:
> Who?, Who (again)?, What?, Why?, When?, How?

v Your responses should be:
> Clear & unambiguous
> Detailed & focused

6/21/2012




> Measuring helps you objectively determine
whether a goal was achieved
> “lfyou can't measure it, you can't manage it!"

> They provide tangible or observable evidence
of completion

ecdsurable

Achievable

v This does NOT mean easyll

v oals should challenge employees to and
elp them grow, without being unattainable

v Unrealistic goals result in demotivation,
frustration, and decreased performance

v Think about your resources:
> Skills, Equipment, Staff bandwidth, Priorities

|

|

6/21/2012



' Relevant
= a

6/21/2012

> Provide intrinsic motivation

v Godals should be meaningful to the organization
> Be connected to the larger organization’s objectives
> Cascade goals whenever possible

v Engaging employees in the goal setting process
facilitates creating relevant godals.

v Follow 80/20 rule. Where will you make a bigger
impacte

v Godls should be meaningful to the individual

Time-bound

v Deadlines should create d sense of urgency

> Slightly challenging deadlines will produce higher effort
than goals that allow ample time

> Reqguest bmployee input as to when a goal can be

compieted.

v You may break up larger goals into smaller,
more manageable milestones

> Provides opportunity for ongoing clarification, follow up
and feedback




Effecfive Goal Seffing:
_BestPractices

6/21/2012

<

v

<

<

"+ Importance of Feedback

> Without it, individuals do not know how they are doing,
so they can't adjust effort or strategies.

> Request feedback early and often
> Should become a normal part of doing business

Give recognition for results
Individual meetings are important

E-mail does not replace face-to-face time
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yls

Types of Goc

v Business Goal: When achieved, will result primarily in+—

a business benefit, such as increased revenue, lower
cost, a deadline met, etc...

> Sales Target
> Budget variance

v Qrganizational Goal: When achieved, will result in a
team benefit or leadership effectiveness benefit,
such as increased diversity in workgroup, etc...

> Reduce tumover o 10%
> Cross frain teom to ensure skilis

v Personal & Professional Development Goal; When
achieved, will result in the enhancement of your

skills and/or effectiveness to do the job

4

Gouals Module

4

Types of Goals

—

v Business Godl

v Organizalional Goal

< Personal & Professional Development Goal

individudl Dev.

Module

6/21/2012



v

Goals Module

Create , Edit : Update

individual Dev,
Module

Year End
Review

YedrEnd
Review

Creating a Goadl

4

Create Edit  Update

Gouals Module

Create

Individudl Dev.
tModite

Year End
Review

6/21/2012
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A mmg@ or an employee can

v Scme s?eps for initial creahon of gocﬂ
v Discuss your goals with your manager first.
v Limit goals to 5-7
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Describe '
\_the Goal |
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v Is it Business or organizational?
¥ Each goal should have specific action steps

e b e

Entering Action Steps

v After entering action steps, you are done,

s e g s

12




Goals and Action Steps are

Gouals Action Steps

> ;8 ]%uy a home by > Review Credit score

> Get prequdiified for o
Loan

> Find areputable Realfor

£

Employee creates a Goal

Gouls Module

6/21/2012
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Managers approve goals

6/21/2012

Gouals Module

submitted by employees

Year End

av

lancger’s view:

v Managers will see pending approvals in their
inbox
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anager approves go

v Mqhagers can approve, deny (batch)
v Managers can edit goals
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Goals Module

Managers can also assign goals

Create » o | Update Year End

Review
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Once the manager submits, the goal
loyee
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edit goals
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Create Edit : ] pddte ? Year End
Review

Goals Module

Employee edils must be approved by

manager
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Editing
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Goals Module

6/21/2012
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v Business Goal

v Qrganizational Goal

Gouls Module
i\

v Personal & Professional Development Goal

Module

individual Dev.

6/21/2012

4

Year End

Credte >
Review

Gouals Module

o

!
i
i
i
/

Year End

Create Edit » Update Review

Individual Dev.
Rodule
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Creating an IDP

v IDP s'rcz'r»ﬁdysb for rlrndrivféodrir Devé!opmém‘ Plan

v Univision believes individual Development is o
shared responsibility

> Management provide framework and help their
employees by providing opportunities

> IDPs are created, ownéd and led by the individual,

v IDPs should be created every year after the
Performance Review

v A good IDP should focus on 2-3 areas:
> One strength
> One or two areas of development

6/21/2012

51
, IDP Categories
A | 4
v Professional Development
v Performance improvement
52
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Creating an IDP
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Creating an IDP

First add an
objective

Example of
leamning steps

steps to
__Oobjective

iDP {}b;'e\lcﬁve
i

“ Mickey Mouse -Improve
Developmeni Plan 2012"  Communication skills

Steps

- Reread all emails
before sending them out

» Organize thoughts
before 1:1 meeiings to
be more asserfive

- Take "Communicating
effeclively” webinar

6/21/2012
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Léﬁmmg Activities

6/21/2012
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v On-the-job Learning Embedded in day-to-day
activities, through new and challenging assignments
within the individual's current role:

At least > Structured, on-the-job learming projects
0% > Parficipation in interndl or external collaboration groups
> Mentoring from SMEs or leaders 1+levels above

v Off-the-job Training / Leaming Removes you from
day to day:
> Infernal fraining (e.g.. classroom-based, online)
> External training (e.g.. conferences, classes)
> Degree programs / tuition reimbursement
> Structured coaching programs such as LDP

v Broadening work experiences: Distinct assignments
outside of hormal boundaries of your role such as:
> Job rotations
> Cross-functiondl assignments

Manager approval of IDPs

Updaie ' Year End

Create Edit
- e e —r e ""‘ReVieW -

Modu§e

individual Dev.
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anager must approve IDPs
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Create

and Updating progress on

an IDP

Year End
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Ehﬁployee changes need to be submitted fo
manager for final approvail
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Managers can also edit IDPs

o Ewemwmnon . Ghew Teen Gemwmmeslned

& £ TR T

Bt -2 Bonfapinnd R

4 W e i

B L

ik PRI SRR et

iy
T b T ey

33



6/21/2012

{ Employees should update )
1 progress on their IDPs. |

Next Steps & Timeline

v Set fime to discuss your goals with your manager

v Once you P,hove obtfained alignment on where
you should focus for the balance of 2012, enter
godals and IDPs on systems

v Godls should be in the system by July 271,

v Plan for quarterly review of progress against
goals

68
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