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MEMO
Date:  March 14, 1995

To: GLU Directors

From:; John Birnbaum, on behalf of GLU Personnel Committee
: Tel: (416) 486-8600 Fax: (416) 781-9944

Re: Interim Performance Review for Burkhard Mausberg,
GLU Executive Director

Ladies and Gentlemen:

I have been asked to coordinate a very prompt interim review of Burkhard’s

‘performance by GLU's Personne! Committee. Since we are already well beyond the

mid-term of Burkhard's six-month probation period which ends in May, we should

target completion by the end of March - with cooperation by each of us and

Burkhard.

Interim reviews after only three months on the job are useful, but understandably
very tentative. I'd like to suggest that we attempt to identify primarily areas of
significant deficiency or neglect - by both Burkhard and by us as GLU employees and
counsellors. Our goal should be to give Burkhard the best chance of demonstrating
his capacities prior to late May, when we must confirm him in the position.

Routine annual reviews in following years will be used to fine tune and reinforce
priorities and can be much more detailed and extensive.

In order to be fair to Burkhard and as background for all Directors, I've attached
GLU’s Job Description and Burkhard’s Workplan; both documents should be used as
our basis for evaluation - read them carefully before completing our performance
review form. :

Please fax your form back to me at (416) 781-9944 by March 23, 1995 if possible. All

responses will be seen by the four members of the Personnel Committee only,

(Kathy Bero, Chair; John Jackson; john Birnbaum; and Jan Conley).

the last week of March. We expect to solicit and hear his comments and concerns;
the results of the review will be shared with Burkhard by GLU’s President.

Many thanks,

John

att. GLU Job Description (2 pages)
Burkhard’s Workplan (2 pages)
GLU Interim Performance Review(1 page)
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GLU Interim Performance Review

of Burkhard Mausberg as Executive Director

(after 3 months of 6-month probationary period)

Job Performance Factors

753 <) S

PAGE 83

CONFIDENTIAL
March 1998

(1-Unsatisfactory 2-Neads Improvement 3-Satisfactory 4-Above Average 5 Exemplary NK-No Knowledge)

1. Relations with you and other Board of Directors
2. Administration of GLU Statf
3, Leadership and Relations with Staff
4. Organization of GLU Programs and Grants
5, Relations with Governmental and
Granting Organizations
6. Management and Oversight of GLU
Financial Matters
7. Development and Implementation of
GLU Flanning Objectives ,
Service to GLU Member Orgenizations and Publics

9. Creation and Co-ordination of GLU
Fundraising Events

®

Personal Performance Factors

4. Verbal Communication Skills
Dependability '

Flexibility

: Ability to Determine Priorities
Demonstration of Initiative and Creativity
Attendance

Ability to Time Manage

Written Communication Skills

Ability to Take Direction
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Additional Comments and Suggestions for Improvement

(Please identify relevant item; i.e. #2 or #E)
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Please fax to: GLU Personnel Committee, ¢/ o John Birnbaum (416) 781-9944

Your co-operation in completing this form within 10 days
would be appreciated.
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(March 23, 1995)
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: JOB DEBCRI@TION
GLU EXECUTIVE DIRECTOR

. The Executiva Direator shell gcrve ue the coerdinatot ot GLU u

- oparations and programmes; ° The Executive Diﬁ0¢t°! wil)l report - to
the Board and tuue&ion under the: diract ﬁupdrviiion o! the ‘
Pren&dant‘ : . o - .

v -
\

" The ExecutiVe Diracmor 8 raﬁpwnsibilities will ineluddz

Ay POchv AND . PRQGRAMME INPLEMENTATION . ' L

The Executive Director shall be responsible ﬁo ﬁhn Baﬁrd z@r :
. carrying out ‘the'policies dnd-directions et by the Board, Tb
. CAYTY aut this functlbn, the. Exhoutiv« Ditector shglls‘.‘ .

1. Woik wtuh the board, staf! and. members to, dcveiop polic?
and establish. programmas and aaeist 1n thn requlut updntinq
ef @Lﬁ'n attntegic plen; | LR Lo
2. . Work with Board, staff aﬂd m«mharn te 1mplomont tho )
‘policias angd programmes agreed Lo by the Boardy S

s, Dovalop and promote community based paxcnornhipst .

R T ccnduct aciontifﬁc rqaaarch on ureat ‘Lekes . Lssues to.
- asgist in! detarmining GLU ponriaa and appropriate
atrategias} : _ .

f 5. Participate on Graat Lakes work groups and committaen at

‘the binational, regional, federal, utato-provlncial and
local levels, an necsasary;'

_ 6. Maintain ragular contact with soar& mombern and GLU
mnmbots,‘

o N rrepare Board packats tor Board meecings, wh&ch w111
VT 1nc1uda finariclal statements and other paztinent »
| information; these packots will be receivad by all aoard
members at least one weck bafora Board moatinqc;
8. chularly repcrt o the Beard on th@ otg&nization a
@reqraas in carrying out, lts policiea and pxogxammes.

Br Anulqzawnnwxam

The RExetutive DAroctax ie responaible !or the aound overall
administration of GLU. = L R

(i) PER&QNNEL MANAGEMENT

" The Executive Difector is teaponslble for- ovcrlooing the wark of
all staff of GLU in. all GLU offices. The Executive Direstor
shail promote’individual reeponsibility within & collaborative
framawork,.p:ogrammatic Ang profsssional. axcallenco, and ‘treative.

: 1nitiat1va. To achieve this,. the ‘Brecutive DirecEO: shalli
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. oPexata undex the terms of - the COIXQctxve Bargciaing
‘ Ag:eemens with the uuianx

»

‘2. - Work wIth staff to . develcp wozk plama £or eaeh statt
‘mamb@rp , , r

3. Overcee implementatien ot work plans and an!&nt sta!f ih K
"ﬁulfilling nheir work plana; . = _ .

'
P

4«- Hold . reqular staf! meetings;.‘

8, COnduci formal ataff «valuatlana ne 1eaot anea you:ly;
Hire staff, in eonaultation with exiatinq stgtt;

7. Pxovida ragular meehaniam for ntatt ta qvaluqte thp
wark ot tha “Executive Director. I

g, " Eotabliah and malntain ponjtiv: and ettbotive*wnuking
rolublons with all etaff. . 4 . :

(ii) !xNANQIAL MANAGEMBNT . ' ' o ‘..vfﬂ

The Executive Director is résponaible tor the tinancial

menagement of GLU. The Executive Director will work wlth ﬁho o
Finance Committee on these fiuncticns. To fulfil this’ : :

' respanslbilit?: the Exocutive Director wiil: '

1. ovarsee the dovaiopmant of the annual budgat,'jl*

' gacure tundinq with tho assistarce of the Board. and
1nta£t, inaiuding the recrultment of . new fundersaA '

L, Oversoo thé financial man&ge&cnt of Gﬁvs

",

Report to tha Board reqularly on GLU' & tlnancial lt&tuﬁA5&3 f'§

SEQTIQK cﬁ ‘. PU&LIC OUTREACH : A . \ ) C . ‘A"_:’ ‘: :".‘_ ‘ \‘-'_'x‘ A“"',""“"' N
whe Exoéutive niractor iballs ‘ v SR o Tty e

1. Enaura that GLU's activitSnn are anWn tnroughuuL the S
Great Lakes basin through publid presontationu, nawalotters, 1
medlie uurk communlty crganizing, ot A

3. Ensuru that 1nformat§ona1 matérials. are dovelopod;

‘3. Ensure that information requests - are rnspond.d to $n a
tinely mﬂnnbr. ‘ .

] I
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8ix Montn Workplan For Burkhard Mausberg
December'1994 ~ May 1695
Objactiven

= to undertake the transition from Karen;

- to obtain s good understanding of trie tagk-forces mnd

- thelr projects; i

- to grasp ang improve GLU*g financial situation and
procedures;

- to ensure GLU's existing grants are fulriliea:;

= to identify new funding opportunities and file
dpplications; _

- to understand office and administrative procadures
t

¢ develop good woxking relationships with stafg and
board members.

Docenber

“ eet with staft; review and, if neaéssary, sdjust theiyr
workplans
= prepare detajlag budget for 1995
asgist Req in newalettaer production
meer with accountant and review financial statements for
3ept, /00t . :
Work with Karen on proposal writing
plan for February board meeting
brepare thank you letters for major donors
meat with chairs nf task-forces and .executive committee
reviev paperwork re; GLU Foundation) delineate
rasponsibilities ang clarity of relationships for 6Ly
Foundation
~ begin Plenning for trade workshop (te complete laidlaw
trade grant) .
- © Prepare a press-release for period betweean Christmas and
New Year's (wpen Wishes for the Lakes for L1

LI I A I |

January

hire bookkeeper

prepare final report for grant Mott #93-152 (due Fab. 1)
bégin hiring process foy two field-coordinators v
hire suditor for QLU Canada inc., and GLU Foundation
meet ALY members and funderg

develop plang for more active GLU participation with EFNY
finalize policy for GLU acting as flow-through fop
foundation grants

Prepare for February board meeting

- Deet with Buffale State College

- ‘'hire' new inteyps

= Meet GLU members and funders

I B I B I
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February

March

April

May

L I

LI I I

LIS N B Y T |

11 1 1)

prepare fina) report for grant Gund #93-38% (due Feb. 15)
Assist Reg in next newpletter -

with Req, prepsre ideas snd Proposals to re-vamp the GLU
hewsletter; present at board meating:

identity new funders and prepare project ideas ang
propogals with task-force chalrs

prepare and held board meeting

hire Field Co-cdinators

brepare cash-flow projection for six montha

held joint CELA/GLL workshop on trade on Fehruary 16/317
(Laidlaw trade grant

undertake follow-up activities Lo board neating
begin re«vamping of newsletter

plan/prepare fundraising event for JYune

work with auditors for 1994 audited statements
méet GLU members and funders

plan/prepare for GLU AcM with committee

plan and prepare Mujer deonor campaign

plan/prepare fundrairing event for June

develop campaign ideas and projoects for next two years
plan/select training courses for summer

begin analysis/update on cru datakase

write annual report

final plan/preparation for GLU AGM with conmittes

hold staf? avaluations

Plan/prepare next board meeting

plan/prapare fundralsing avent for June

davelop fundraising plan based on campaign ideas ang
proposals :

prepare Laldlaw grant reports for Rap project and Trade
project ($G93~40)

Other grant reports:

Mott (grant #94-243): August 1, 1955 & Mabruary 1, 1396
Joyce: Dee. 1, 1994 & August 15, 1944
GLPF (grant AOCS364-1893): July '9% & Feb., '96

a7



