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Lorrie Taylor 

 

 
Lorrie Taylor serves as the Executive Port Director and CEO at the Port of Orange, bringing over 12 years of 
dedicated service to the port.  She is a Lamar University alumna, holding a Bachelor of Business Administration in 
Accounting, and is a certified public accountant with 30 years’ experience. 

 

Under her leadership, the Port of Orange has seen steady growth, with over a 50% increase in revenues alongside 
securing $42 million in federal and state grants to expand infrastructure, strengthen operations, and position the 
port for future growth. 

 

Today, the port generates $1.6 billion in economic activity and supports 6,700 jobs, making it an important 
economic engine for Southeast Texas. 
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Executive Summary  
Leadership & Workforce Development: Developing Today’s Leaders for the Future is a practical professional-
development project designed for port and maritime professionals. The project addresses a basic workforce 
challenge: ports need capable leaders today while also developing employees who can assume greater 
responsibility, preserve institutional knowledge, and lead through change. 

The Capstone was developed as a training project and includes a professional training presentation, interactive 
activities including two online self-assessments, two port-specific leadership scenarios, reflection worksheet, and a 
Leadership Toolbox containing five checklists/templates. 

The methodology combined the project objectives with the user’s port-industry experience, practical leadership 
resources, online professional-development sources, realistic maritime situations, and reusable tools. The material 
was reviewed and organized for both in-person and virtual delivery. 

 

1. Project Topic 
The project focused on leadership and workforce development within port and maritime organizations. Port 
operations depend on people, and leadership decisions affect safety, service, efficiency, employee engagement, 
communication, and organizational continuity. 

Workforce development is a leadership responsibility which includes:  developing employees, creating clear 
expectations, transferring knowledge, providing feedback, and preparing people for greater responsibility.  This is 
not an activity that should begin only when a vacancy occurs but part of maintaining a capable and resilient 
organization. 

 

2. Project Objective 
The objective of the Capstone was to develop and organize a practical Leadership and Workforce Development 
training module that port professionals could use to strengthen leadership skills and workforce-development 
practices. 

• Developed a comprehensive Leadership and Workforce Development training module for port 
professionals and emerging leaders. 

• Provided practical techniques supporting communication, employee engagement, coaching and 
mentoring. 

• Introduced workforce-development and succession-planning strategies that supported employee growth 
and future workforce needs. 

• Used realistic, port-specific situations to move participants from leadership concepts to practical decision-
making. 

• Provided reusable templates, checklists and worksheet that can be used after the training. 
• Supported in-person and virtual delivery of interactive training. 
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3. Approach / Methodology
The project identified leadership and workforce-development issues and progressed through objective setting, 
content development, activity development, creation of practical tools, review, and delivery. 

Development process: 

• Defined the leadership and workforce-development issues within the port-industry.
• Established learning objectives based on leadership, communication, workforce development, succession

planning, and practical leadership challenges.
• Developed the training presentation around these objectives.
• Created interactive activities and self-reflection exercises centered around realistic port scenarios.
• Developed the Leadership Toolbox so participants have resources they can use after the training.
• Organized the materials for in-person and virtual delivery.
• Established evaluation questions that can be used to assess understanding, relevance, practical

application, and useful tools.

4. Project Resources
Resources were selected based on their relevance to the training topic.  This capstone project relied on 
professional development websites, AAPA resources, port industry experience, survey feedback, and the 
training and toolbox materials developed.

• Leadership & Workforce Development Workshop at the annual conference and two virtual/in-person 
workshops after the annual conference

• Leadership & Workforce Development Interactive Activities; online self-assessments, port-specific 
scenarios, and reflection worksheet

• Port Leadership Development Plan
• Employee Mentoring & Coaching Guide
• Performance Review Guide
• Employee Performance Evaluation Form
• Goal Setting and Performance Planning Template
• Succession Planning Checklist
• PPM Capstone Summary Report

Project References 
Center for Creative Leadership. (2025, September 1). Active listening: Using listening skills to coach others. 

https://www.ccl.org/articles/leading-effectively-articles/coaching-others-use-active-listening-skills/ 

Gallup. (n.d.). What is employee engagement, and how do you improve it? 
https://www.gallup.com/workplace/285674/improve-employee-engagement-workplace.aspx 

Gallup. (n.d.). Manager development: What it is, why it matters and how it works. 
https://www.gallup.com/workplace/702065/manager-development.aspx 

Psychology.com. (2026, June 27). Emotional Intelligence (EQ) Test. 
https://psychology.com/tests/emotional-intelligence 

Psychology.com. (2026, August 12). Leadership Style Quiz. 
https://psychology.com/tests/leadership-style 
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Simply.Coach. (n.d.). GROW coaching model: Steps, questions, uses, and examples. 
https://simply.coach/learn-coaching-models/grow-coaching-model-explained-with-tips-and-real-
examples/ 

Society for Human Resource Management. (2024, April 17). Succession planning: Set your organization up for 
success. 

https://www.shrm.org/topics-tools/news/organizational-employee-development/succession-planning--
set-your-organization-up-for-success 

Terwilliger, Alex Edward. (2022, December 23). Resonant v. dissonant leadership. University of Kansas Public 
Management Center.  

https://kupmc.ku.edu/news/article/2022/12/23/resonant-v-dissonant-leadership 

5. Project Content / Activities
The training is organized to move from leadership awareness to practical application: 

• Leadership in the port industry; characteristics of effective leaders; trust; collaboration; accountability;
and leadership style.

• Communication and team development, including active listening and feedback.
• Workforce development, including coaching, mentoring, professional growth, cross-training, retention,

and developing future leaders.
• Succession planning, including critical roles, employee readiness, knowledge transfer, and development

needs.
• Decision-making and leadership under pressure through realistic port scenarios.
• Self-reflection through emotional intelligence and online leadership-style assessments including a closer

look at the pressures of leading.

Interactive activities: 

The Interactive activities included two online self-assessments, two port-specific scenarios, and a successful 
leadership practice worksheet. 

• “The Captain Is Waiting” — a time-sensitive inbound vessel situation involving different understandings
among operations, a tenant, and a pilot.

• “The Day the Ship Parted All Mooring Lines” — an emergency involving a ship, sudden squall, tug
response, communication challenges, and pressure to continue.

• Successful Leadership Practice Worksheet — asks participants to reflect on leadership behavior, identify
an area for improvement, and identify a practical takeaway.

Leadership Toolbox: 
• Port Leadership Development Plan
• Employee Mentoring & Coaching Guide
• Performance Review Guide
• Employee Performance Evaluation Form
• Goal Setting and Performance Planning Template
• Succession Planning Checklist

https://simply.coach/learn-coaching-models/grow-coaching-model-explained-with-tips-and-real-examples/
https://simply.coach/learn-coaching-models/grow-coaching-model-explained-with-tips-and-real-examples/
https://www.shrm.org/topics-tools/news/organizational-employee-development/succession-planning--set-your-organization-up-for-success
https://www.shrm.org/topics-tools/news/organizational-employee-development/succession-planning--set-your-organization-up-for-success
https://kupmc.ku.edu/news/article/2022/12/23/resonant-v-dissonant-leadership?utm_source=chatgpt.com


6 

6. Audience Identification and Implications for Practice 
The primary audience for this training includes port and maritime professionals, including managers, supervisors, 
emerging leaders, human resource staff, and employees preparing for greater responsibility. The materials are 
designed to be adaptable across different departments, roles, and port organizational structures. 
  
The training can serve as a resource for leadership development, a refresher for current supervisors and 
managers, or a starting point for employees developing their leadership skills. It provides practical tools that can 
be used for employee development, mentoring and coaching, performance conversations, succession planning, 
knowledge transfer, and individual leadership development. 
  
The materials can be used for in-person or virtual professional-development sessions and include a Leadership 
Self-Assessment, Leadership Scenarios, Individual Leadership Development Plan, Mentoring and Coaching Guide, 
Succession Planning Checklist, and performance and goal-setting tools. Together, these resources are intended to 
help port professionals apply leadership skills in their current roles and prepare for future responsibilities. 
 

7. Reflection on Learning 
Developing this capstone reinforced something I have seen throughout my career in the port industry: leadership 
problems rarely arrive as clean, textbook examples. They usually happen at the worst possible time, when time is 
short, people disagree, communication breaks down, or employees are looking for direction.  

I chose to make the scenarios operational to allow participants to talk through difficult moments before they are 
facing one themselves. The project also reinforced the value of simple tools. Leadership concepts may be easy to 
agree with in a workshop, but it is harder to use consistently after returning to the port. The toolbox is intended to 
close the gap by identifying strengthening skills; coaching tools to support employee growth; performance tools to 
create clear follow-up; and succession planning tools to connect individual development with organizational 
needs. 

Another important lesson was the need to develop people before there is a vacancy. Succession planning is more 
useful when it is an ongoing development process rather than beginning with a retirement announcement. Finally, 
the project made me think more deliberately about my own leadership. Operational knowledge is important, but 
listening, communication, employee development, and building confidence in others are equally important to 
organizational continuity. 

This capstone project helped me grow both professionally and personally. Through developing and presenting a 
workshop, I strengthened my ability to organize and communicate information effectively. More importantly, the 
experience pushed me outside of my comfort zone and helped me become more confident and comfortable with 
public speaking. Looking back, I feel this project not only improved my presentation skills but also gave me greater 
confidence in my ability to engage and connect with an audience. 

 

8. Conclusion 
Leadership & Workforce Development is developing today’s leaders for the future by providing practical, port-
focused approaches to develop people and strengthen organization readiness. The project combined instruction, 
self-reflection, realistic scenarios, and reusable workplace checklist and templates. 

The evaluation survey provides the next step for measuring participant response and application. Once training is 
delivered, participant feedback can be incorporated into the materials and used to strengthen the PDB 
presentation and future versions of the training.  
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By: Lorrie Taylor, Executive Port Director/ CEO 
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Emotional Intelligence (EQ) Quiz 


Source: Psychology.com 
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Leadership Style Quiz 


Source: Psychology.com 
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Scenario 1 - “The Captain Is Waiting” 


The Situation 


A ship is scheduled to come alongside the dock at 0700. At 0615, you are made aware there are 
multiple barges in the slip that should have already been moved that are preventing the pilots 
from bringing the ship in. 


You call operations and they tell you: 


“The tenant knew about this yesterday.” 


You call the tenant and he tells you: 


“We never received a confirmation from port operations that the ship was arriving this 
morning, so we did not schedule our tugs to be here for the move.  It is not our fault.” 


You are tracking the location of the ship, and it is getting very close to the port. You call the pilot 
on the ship and he says: 


“We are not going to wait for very long.  We will turn around and you can reschedule.” 


Meanwhile, the vessel is almost to your docks, and you are trying to figure out what to do, and 
everyone is more interested in explaining whose fault it is than figuring out what happens next. 


You're the person in charge. What do you do? 


• Who do you talk to first?
• Do you start figuring out who is responsible, or do you focus on getting the waterway


cleared and the ship docked?
• How do you communicate with everyone when you don't have all the answers yet?
• Once the situation is over, how do you address what went wrong?


Leadership takeaway: 
When things go sideways, no one needs another person pointing fingers. They need someone 
who can stay calm, create clarity, and get everyone moving in the same direction quickly. 
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Scenario 2 – “The Day the Ship Parted All Mooring Lines” 


The Situation 


It's early Saturday morning at the port and a thunderstorm rolls in producing an unexpected 
squall. You get a call from the captain that the ship has parted all mooring lines and has drifted to 
the other side of the slip.  A tug is close by and on its way to assist.  As soon as you and 
operations crew arrive at the docks, the tug is entering the slip.  The ships’ crew is all hands-on 
deck as the ship is slowly being pushed back by the wind toward the dock headed straight 
towards another ship and a dockside warehouse.  The tug immediately gets to work but in all the 
commotion, radio communication is weak, tug is coming in way too fast, and tensions are at an 
all-time high. 


You notice how fast the tug is coming in, and you see the operations supervisor on the radio with 
the captain being directed to toss mooring lines to the crew.  The captain is asking operations to 
use the lines to slow down the ship.   


When you question operations, they say: 


“It is fine.  It will work.” 


You now have a choice: let it go because you're under pressure or stop the operation and address 
it promptly. 


You're the person in charge. What do you do? 


• Would you stop the operation?
• How do you address an experienced employee and captain while tensions are at an all-


time high and many people are actively involved?
• What message does your response send to everyone else?
• What could you have done differently?


Leadership takeaway: 
What a leader allows becomes the standard. People pay attention to what leaders do when they 
choose to do what is right instead of what is easiest. 
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SUCCESSFUL LEADERSHIP 


PRACTICE WORKSHEET 


Name signs indicating that you are leading with resonance. 


_________________________________________________________ 


_________________________________________________________ 


Name an aspect of your leadership style that you will work to improve? 


__________________________________________________________ 


__________________________________________________________ 


Name the most beneficial takeaway from today’s discussion? 


__________________________________________________________ 


__________________________________________________________ 












 


Port Leadership Development Plan 


1. About Me 


Name:  Date:  
Port / Organization:  Department / Role:  
Leadership Style: ☐ Visionary     ☐ Coach   ☐ Democrat    


☐ Pacesetter ☐ Commander 
Review Date:  


2. Where Am I Today? 


Think about your current leadership strengths and the areas where you would like to grow. 


A leadership strength I bring to my team:  


A leadership skill I would like to strengthen:  


A challenge I would like to handle more effectively:  


Something I would like my team to say about my leadership:  


3. Leadership Areas to Consider 


Check the areas you would like to focus on. You do not need to choose all of them. 


☐ Communication ☐ Building Trust ☐ Decision-Making 
☐ Coaching & Mentoring ☐ Team Development ☐ Managing Conflict 
☐ Knowledge Transfer ☐ Developing Future Leaders ☐ Leading Change 


4. My Leadership Goal 


What is one leadership area you would like to improve? 


 3-6 Months 12 Months 
My goal:   


Why this matters to me / my team:   


How I will know I am making progress:   


Person that can support me:  


5. Simple Action Plan 


Action I Will Take Who Can Help Me? When Will I Start? Progress 


   ☐ Started  ☐ In Progress ☐ Complete 


   ☐ Started  ☐ In Progress ☐ Complete 


   ☐ Started  ☐ In Progress ☐ Complete 


   ☐ Started  ☐ In Progress ☐ Complete 


6. Supporting My Port Workforce 


Choose one way you can help strengthen your team or prepare others for the future. 


☐ Mentor or coach an employee 
☐ Give someone an opportunity to lead a project or meeting 
☐ Share knowledge or document an important process    
☐ Encourage professional development or training 
☐ Improve communication between departments   
☐ Help prepare someone for a future leadership opportunity 








 


Employee Mentoring & Coaching Guide 


1. Mentoring & Coaching 


Mentoring and coaching are simple ways leaders can help employees learn, build confidence, and prepare for future 
opportunities. 


Mentoring Coaching 
Share experience, knowledge, advice, and lessons 
learned. 


Use questions and conversation to help an employee work 
through a goal or challenge. 


Often focused on longer-term growth. Often focused on a specific situation, skill, or goal. 


2. The GROW Model 


Use GROW as a simple guide for a conversation. It does not have to be followed word-for-word. 


G — Goal R — Reality O — Options W — Will 
Where do you want to go? Where are you now? What could you do? What will you do? 


3. G — Goal  
Help the employee identify what they want to accomplish. 


• What would you like to accomplish? 
• Why is this important? 
• What would success look like? 
 
Goal: ____________________________________________________________ 


4. R — Reality 


Understand the current situation before jumping to solutions. 


• What is happening right now? 
• What is working well? 
• What is getting in the way? 
 
Reality: ________________________________________________ 


5. O — Options 


Help the employee think through possible solutions and resources. 


• What could you try? 
• What other options do you have? 
• Who could help? 
 


Option What might help? 
  


  
 


  







 


6. W — Will 


Turn the conversation into a simple commitment and next step. 


• What will you do? 
• When will you do it? 
• What support do you need? 
 


My next step:  


When will I do it:  


Support I need:  


7. Port & Maritime Examples 


Situation Coaching Conversation 
A new supervisor is adjusting to leading former coworkers. Focus on communication, trust, expectations, and 


building confidence. 
An experienced employee has important operational 
knowledge. 


Discuss ways to share knowledge, cross-train others, and 
document key information. 


An employee wants to prepare for a future leadership role. Identify skills, experiences, training, and opportunities that 
can help them grow. 


Two departments are having difficulty working together. Use questions to understand the issue and identify 
practical ways to improve communication. 


8. Simple Coaching Tips 


☐ Listen first. 
☐ Ask questions before giving advice. 
☐ Let the employee do the thinking. 
☐ Be honest and specific with feedback. 
☐ Focus on progress, not perfection. 
☐ Follow up on the commitment. 
 


9. Quick GROW Conversation 


GOAL What do you want to accomplish? 


REALITY What is happening now? 


OPTIONS What could you do? 


WILL What will you do next? 


 


10. Conversation Notes 


Employee / Mentee: _________________________________________________________________ 


Topic: ______________________________________________________________________________ 


Key takeaway: ______________________________________________________________________ 


Next step: __________________________________________________________________________ 


Follow-up: __________________________________________________________________________ 








 


Performance Review Guide 


Employee:  Position / Department:  


Reviewer:  Date:  


 


1. Before the Conversation – Come prepared to listen, not just talk. 


A little preparation can make the conversation more useful and comfortable for everyone. 


☐ Review any goals or responsibilities you have discussed and established. 
☐ Think about one or two areas where the employee has done well. 
☐ Think about one or two areas where the employee could improve. 
☐ Have a few specific examples ready. 
 


2. What's Going Well? 


Start with the positives and give the employee a chance to share their perspective. 


• What are you most proud of? ________________________________________________________________________________ 


• What has been going well? __________________________________________________________________________________ 


• What part of your job do you enjoy most? _____________________________________________________________________ 


 


3. What Could Be Better? 


Talk about challenges openly and focus on how things can improve. 


• Is there anything you are having trouble with? _________________________________________________________________ 


• Is there something you would like to do better? ________________________________________________________________ 


• Is there anything getting in the way of your work? ______________________________________________________________ 


 


4. What Support Would Help? 


Ask what the employee needs to be successful. 


• Would additional training help? ______________________________________________________________________________ 
 
• Would mentoring, coaching, or cross-training be useful? _______________________________________________________ 
 
• Is there someone you would like to cross-train with? ___________________________________________________________ 
 
• Is there an opportunity or project you would like to be involved in? ______________________________________________ 
 







 


5. Where Do You Want to Grow? 


Keep the conversation focused on the employee's interests and future opportunities. 


• What would you like to learn? _______________________________________________________________________________ 


• Is there another area of the port you would like to understand better? ___________________________________________ 


• Would you like to take on more responsibility in the future? ____________________________________________________ 


• What experience would help you get there? __________________________________________________________________ 


 


6. One Thing to Work On 


Choose one realistic area to focus on before the next check-in. 


Focus Area:  


What will we do?  


Check-in Date:  


 


7. Quick Check-In 


At the next conversation, ask: 


☐ How is it going? 
☐ What's working? 
☐ Do you need anything from me? 
☐ Is there anything we should change? 
 


 








 


Employee Performance Evaluation Form  


Employee Name:  Date:  


Job Title / Role:  Department:  


Supervisor:  Review Period:  


 


1. Performance Snapshot 


Consider the employee’s performance over the review period. Use the scale below and provide specific examples where 
helpful. 


EXCEEDS EXPECTATIONS (EE) 
Consistently delivers strong results, takes 
initiative, and contributes beyond routine 


responsibilities. 


MEETS EXPECTATIONS (ME) 
Dependable, performs the role, achieves 
expected results, and demonstrates the 


skills needed for the position. 


NEEDS IMPROVEMENTS (NI) 
One or more areas need focused 


development, additional support, or a 
specific improvement plan. 


 


2. Key Performance & Leadership Areas 


Performance Areas Considerations Performance Snapshot Rating 


Communication & Relationships 
Listens, communicates clearly, works 
effectively with others, and builds 
positive working relationships. 


☐ Exceeds Expectations 
☐ Meets Expectations 
☐ Needs Improvements 


Job Knowledge & Quality 
Applies technical knowledge, follows 
procedures, produces accurate work, 
and continues learning. 


☐ Exceeds Expectations  
☐ Meets Expectations 
☐ Needs Improvements 


Teamwork & Collaboration 


Contributes to a strong team 
environment, supports coworkers, 
and works across departments when 
needed. 


☐ Exceeds Expectations  
☐ Meets Expectations 
☐ Needs Improvements 


 


Decision-Making & Problem-Solving 
Uses sound judgment, considers 
facts and impacts, and takes 
appropriate action to resolve issues. 


☐ Exceeds Expectations  
☐ Meets Expectations 
☐ Needs Improvements 


Planning & Accountability 
Manages time and resources, follows 
through on commitments, and takes 
ownership of assigned work. 


☐ Exceeds Expectations  
☐ Meets Expectations 
☐ Needs Improvements 
 







 


Customer / Stakeholder Service 
Treats customers, tenants, vendors, 
partners, and the public 
professionally and respectfully. 


☐ Exceeds Expectations  
☐ Meets Expectations 
☐ Needs Improvements 


Leadership & Initiative 


Takes initiative, accepts 
responsibility, helps others succeed, 
and demonstrates leadership at any 
level. 


☐ Exceeds Expectations  
☐ Meets Expectations 
☐ Needs Improvements 


Professionalism & Reliability 


Demonstrates dependable 
attendance, responsiveness, 
professionalism, and respect for 
policies and workplace expectations. 


☐ Exceeds Expectations  
☐ Meets Expectations 
☐ Needs Improvements 


 


3. Accomplishments & Contributions 


Identify up to three contributions from the review period. Focus on results, initiative, teamwork, problem-solving, or ways the 
employee supported the port. 


1. Accomplishments & Contributions 


 
 
 


 
2. Accomplishments & Contributions 


 
 
 


 
3. Accomplishments & Contributions 


 
 
 


 


  







 


4. Developing Strengths 


What does this employee do well that should continue to be developed further? 


Strength 1  


Strength 2  


Strength 3  


 


5. Development Opportunities 


Identify areas where additional coaching, experience, training, or support could help the employee grow. 


Development Area Why It Matters Support / Next Step 


   


   


   


 


6. Leadership & Workforce Development 


Discuss how the employee can/would like to contribute to the development of people around them.  


Check any that are appropriate: 


☐ Mentor or coach another employee     
☐ Share knowledge or document an important process 
☐ Lead a project, meeting, or work activity     
☐ Strengthen communication between departments 
☐ Participate in professional development or training     
☐ Help prepare a coworker for a future opportunity 
☐ Take on a stretch assignment     
☐ Support a process improvement or change initiative 
 


 


 


 


 







 


7. Goals for the Next 3 Months, 6 Months and 1 Year 


Choose one to three meaningful goals. Goals should be specific enough to guide action and simple enough to review regularly. 


Goal Why It Matters 
How Progress Will Be 


Measured 
Target Date 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 
 
 


 


8. Coaching Conversation 


What is going well that we should continue? _________________________________________________________________________ 


What is one thing that would make your work easier or more effective? _________________________________________________ 


What skill or experience would you like to develop next? ______________________________________________________________ 


What support do you need from your supervisor or team? _____________________________________________________________ 


Is there an opportunity for you to take on more responsibility or help develop someone else? ____________________________ 


 


  







 


9. Employee Self-Reflection 


Before the check-in, the employee can use these questions to reflect on progress, accomplishments, and future development. 


1. What accomplishment or contribution are you most proud of during this review period? 
 
______________________________________________________________________________________________________________ 
 


2. What new responsibility, task, or experience have you taken on? 
 
______________________________________________________________________________________________________________ 
 


3. How have you contributed to teamwork or helped someone else succeed? 
 
______________________________________________________________________________________________________________ 
 


4. What professional development, training, coaching, or on-the-job learning have you completed? 
 
______________________________________________________________________________________________________________ 
 


5. What is one area where you would like to improve, and what support would help? 
 
______________________________________________________________________________________________________________ 
 
 


10. Leadership Self-Check 


Select the statements that best describe your current focus. This is intended for development and discussion, not as a formal 
personality assessment. 


☐ I communicate expectations clearly.     
☐ I listen before responding. 
☐ I build trust through consistency and follow-through.     
☐ I coach others instead of always solving the problem for them. 
☐ I make decisions using facts and sound judgment.     
☐ I give others opportunities to lead. 
☐ I share knowledge that will help the team succeed.     
☐ I handle difficult conversations directly and respectfully. 
☐ I recognize and support employee growth.     
☐ I am willing to adapt when priorities or circumstances change. 
 
 


Employee Signature: Date: 


Supervisor Signature: Date: 


Secondary Reviewer Signature: Date: 


 








 


Goal Setting & Performance Planning Template 


 


Employee:  Position / Department:  


Supervisor / Mentor:  Planning Period:  


1. My Role in the Port 


What are the most important responsibilities of my position? 


____________________________________________________________________________________________________________________ 


How does my work support safe, efficient, and reliable port operations? 


____________________________________________________________________________________________________________________ 


2. My Performance Goals 


Choose 1–3 goals that will make a meaningful difference in your work. 


Goal Why It Matters to Port Operations Target Date 
 
 


  


 
 


  


 
 


  


 


Examples of port-specific goals: 


• Improve communication between operations and another department.  
• Develop proficiency in a new system, technology, or piece of equipment.  
•  Improve safety practices within my area of responsibility.  
• Cross-train in another port role. 


 


3. What Does Success Look Like? 


Check the measures that best fit your goal. 


☐ Improved safety    
☐ Improved operational efficiency    
☐ Better communication    
☐ Improved teamwork    
☐ Reduced errors or rework    
☐ Increased technical knowledge 
☐ Greater confidence in leadership responsibilities    
☐ Successful training or certification   
☐ Train or mentor another employee    
☐ Successfully trained another employee    
☐ Other: __________________ 


 







 


4. Development Plan 


What knowledge, skills, or experience do I need to reach my goal? 


_______________________________________________________________________________ 


How will I develop those skills? 


☐ On-the-job training   
☐ Mentoring    
☐ Coaching    
☐ Cross-training    
☐ Job shadowing 
☐ Professional / Industry training    
 ☐ Leading a project or meeting    
☐ Working with a subject-matter expert    
☐ Other: __________ 
 
Who can help me develop? ____________________________________________________ 


 


5. Knowledge & Workforce Development 


Is there a skill, process, or institutional knowledge I can learn from someone else? 


________________________________________________________________________________ 


Is there something I currently know that should be shared with others? 


________________________________________________________________________________ 


Could I help develop another employee?   ☐ Yes   ☐ No 


How? __________________________________________________________________________ 


6. Career & Leadership Growth 


What type of responsibility would I like to be prepared for in the future? 


________________________________________________________________________________ 


What experience would help prepare me? 


________________________________________________________________________________ 


What is one step I can take toward that opportunity? 


________________________________________________________________________________ 








Succession Planning Checklist 


 


Use this checklist as a practical starting point for identifying critical roles, developing employees, and preparing your 
organization for future leadership and workforce needs. 


1. Identify Critical Roles 


☐ Identify positions that are essential to port operations. 
☐ Identify positions that would be difficult to fill quickly. 
☐ Consider positions with specialized technical or institutional knowledge. 
☐ Identify positions where retirement or turnover may create a future gap. 
 


2. Identify Potential Successors 


☐ Identify employees who may be ready for additional responsibility. 
☐ Consider employees who demonstrate leadership potential. 
☐ Consider employees interested in career advancement. 
☐ Identify employees who could benefit from additional experience or training. 
 


3. Identify Development Needs 


☐ What skills do they already have? 
☐ What skills do they need to develop? 
☐ What experience would help prepare them? 
☐ What training or certifications may be beneficial? 
☐ Who could serve as a mentor or coach? 
 


4. Create Development Opportunities 


☐ Assign stretch projects. 
☐ Provide opportunities to lead meetings or projects. 
☐ Develop cross-training between departments. 
☐ Provide mentoring or coaching. 
☐ Arrange job shadowing. 
☐ Include employees in planning and decision-making opportunities. 
☐ Encourage professional development and industry training. 
 


5. Transfer Knowledge 


☐ Identify critical institutional knowledge. 
☐ Identify subject-matter experts. 
☐ Document important processes and procedures. 
☐ Pair experienced employees with developing employees. 
☐ Provide opportunities to learn through hands-on experience. 
☐ Capture lessons learned before key employees leave. 


 


 







6. Prepare for the Transition 


☐ Review development progress regularly. 
☐ Identify remaining skill gaps. 
☐ Update development plans as responsibilities change. 
☐ Consider multiple potential successors when appropriate. 
☐ Discuss future opportunities with employees. 
☐ Make sure the organization is not relying on only one person. 
 


7. Review & Update 


☐ Review succession plans at least annually. 
☐ Update plans when organizational priorities change. 
☐ Reassess employee development needs. 
☐ Recognize progress and accomplishments at least annually. 
☐ Continue developing the next generation of port leaders. 
 


Quick Succession Planning Exercise 


Critical Position:  


Why is this position important?  


Potential Successor:  


Strengths they already have:  


Skills / experience they need:  


Development opportunity:  


Who can mentor or coach them?  


 


Next Step 


Next action:  


Target date:  


 







