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Prepare Content for Talent Review Meeting

Introduction

CENTRAL HUMAN RESOURCES

Prepare Content for Talent Review Meeting
Talent Management Oracle Job Aid

The purpose of this procedure is to provide instructions to line managers about how to prepare content for

talent review meetings.

Audience

This document is intended for line managers.

Steps

The steps below detail the steps required to prepare for a direct report’s talent review meeting.

Step Details

Log Into Oracle HR from MyUSF.EDU

2 Select My Team » My Team

Select Talent Review
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Select the
Actions (...)
dropdown

4 for the
desired
Talent
Review
Meeting

Select

5 Prepare
Review
Content

Advertising Sales Team
Role: Business leader

Meeting Date

2/28/2025

TR 2 for MADMEN Talent Review
Role: Business leader

Meeting Date

1/30/2025

Advertising Sales Team
Role: Business leader

Meeting Date

2/28/2025

TR 2 for MADMEN Talent Review

Role: Business leader

Meeting Date
1/30/2025

Data Submission Status

Not started

Data Submission Status
Preparation in progress

Data Submission Status
Not started

Data Submission Status
Preparation in progress
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Not started

Not sied

Deadline for Submitting Ratings

2/21/2025

Not started

Deadline for Submitting Ratings
2/21/2025

Not started

E> Prepare Review Content
Grant Review Access

Select Potential Assessment icon next to one of the employee names.
N Potential
Note: Only employees added to the Talent Review Meeting population by the " |assessment
6 partner who scheduled the meeting will display here. B
Note: You may need to zoom in or out to see the full review content menu next to
each employee name. B
E;
2
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Read the instructions and complete the Potential Assessment
7 Questionnaire (scrolling will be required).

After entering a response for each of the items appearing on the
8 Potential Assessment Questionnaire, select the View Potential
Rating button.
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Potential assessment
Bull, Rocky

Instructions

Please complete the Potential Assessment Questionnaire.

This Questionnaire uses a Checklist for Self-assessment OR to assess
others for Potential: The checklist contains indicators that point to a
person’s potential for success in @ more complex role. Within each section,
you rate statements that help you think about how consistently the
different indicators of potential are demonstrated.

Read below for a better understanding:

RATING: Rate each statement as you have observed. To prevent recency
bias, we recommend reviewing employee notes or records from
throughout the year when answering the questions.

REMARKS: For each ‘3’ rating, provide an example in the Remarks section.
Don't be afraid to assign low scores when applicable. A low score is a
possible area for development.

Once you complete the questionnaire, refer to the total points for

the QVERALL (6)
POTENTIAL SCORE:
ol

46+ = This person has a high potential to succeed in a more complex
30 - 45 = This person has some potential to succeed in a more complex
role and can likely work on a few development opportunities.

29 & below = This person is in a current role that matches their potential.

Recognizes future opportunities and threats ahead of others; Instinctively
considers leng term implications for different scenarios.

O Regularly
O Sometimes

O Never or rarely

Required

Provides quick solutions and acts to implement those solutions.

O Regularly

) sometimes
O Never or rarely ﬂ
Requred

O regularly
@ sometimes

O Never or rarely

Achieves results with minimal guidance.
O Regularly
® Sometimes

O Never or rarely

Knows when to continue analyzing a problem and when to move on.
O Regularly
® Sometimes

QO Never or rarely

Makes fresh connections; Experiments with new techniques to improve work.
O regularly
QO sometimes

@ Never or rarely

Shows perseverance through setbacks.
QO Regularly
® Sometimes

O Never or rarely

View Potential Rating

‘ Cancel
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9 Select Save and Close

The employee's Potential Rating displays on the Prepare Review Content page
based on the completed Questionnaire.
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Knows when to continue analyzing a problem and when to move on.
Q Regularly
@® Sometimes

O Never or rarely

Makes fresh connections; Experiments with new techniques to improve work.
O Regularly
O sometimes

@® Mever or rarely

Shows perseverance through setbacks.

O Regularly

@® Sometimes

(O Mever or rarely ﬂ
View Potential Rating

Potential rating based on your responses
You can apply this rating or reassess your team member by changing your
responses.

Assessment Score

34

Potential Rating
Medium Potential

Q Save and Close

Potential
Assessment

B

10 Repeat the Potential Assessment completion steps for all employees in the review

population.
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Double click in each remaining blank fields (such as, Attrition Impact and Risk of Loss) for each
employee and add the appropriate rating from the dropdown menu. Some fields may already be
prepopulated based on other activities you have already completed on the employee’s record.
Note: Year over Year Performance field is not to be manually entered through the Prepare Review
Content page as part of the Talent Review process. YoY Performance rating will display based on

the completion of the annual performance review process.

Attrition Impact Year over Year Performance Risk of Loss Potential
1 1 Notes Tasks Manager Eclv:;?s‘ Su;ji‘?w
Rating Comments Rating Comments Rating Comments Rating Comments Ass:zt:g;:l
B i= Don Draper - 5 = = Medium Potential 5] B 0 0
B 3= Don Draper =S| E E High Potential B B 0 0
High
B 3= Don Draper =S| £ E Low Potential 5 B 0 0
Medium
Low
Select Notes and Tasks icons to add (optional) or view previously submitted notes and tasks.
Select the Comments icons to add (optional) any comments to that area (Attrition Impact, YoY
Performance, Risk of Loss, Potential).
Note: Numbers in the Talent Pools and Succession Plan columns indicate the employee is included
in one or more Talent Pools or Succession Plans based on previously completed Talent activities.
Attrition Impact Year over Year Performance Risk of Loss Potential
Notes Tasks Manager Talent succession
12 ’ RFUITE Comments Ralmg Comments Raung Comments Ratmg Comments As:gost::::(l Focte plans
5 = Don Draper Medium 5 E Low ¥ E Medium Potential 5] B o] o
5] = Don Draper Medium = g Medium ¥ =] High Potential = 23 0 o
=5 iz Don Draper Low ¥ High Low Potential o

o 000
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Select Submit once all fields are completed.

miting Ratings  Data Validity Guideline Updated within previous 6 months

13

Attrition Impact
Notes Tasks Manager
Rating Comments
5] = Don Draper Medium B8
= = Don Draper Medium S|
S| i= Don Draper Low = B

SOUTH FLORIDA

Year over Year Performance

Rating Comments

g

g

g
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o® @

Cancel

SortBy ¥ ‘ l Al ‘ Direct and Indirect Df
Risk of Loss Potential
Talent Succession

. potential POl Plans (6)

Rating Comments Rating Comments
Assessment
Low ~ 5] Medium Potential 5] B 0 o ﬂ
Medium ¥ S High Potential =5 B 0 o

High S| Low Potential = 23 0 o

Data Submission Status displays as Complete on the Talent Review Meetings page.

< Talent Review Meetings

‘ Search by meeting name, business leader

Meeting Name | [EVSSIIEEIERII UM ENT IS  Meeting Date Range  Data Submission Status | | Filters

a |

Clear (1)

14

Advertising Sales Team
Role: Business leader

Meeting Date
2/28/2025

TR 2 for MADMEN Talent Review
Role: Business leader

Meeting Date
1/30/2025
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Data Submission Status

Not started

Data Submission Status
Complete

SortBy -
Not started
Deadline for Submitting Ratings
2/21/2025
Not started
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