Willamette University




CLASSIFIED STAFF PERFORMANCE ASSESSMENT FORM

Employee Name:      

Job Title:      
Department:
     


Supervisor Name (evaluator):      
Type of Performance Appraisal:
 FORMCHECKBOX 
 Probationary
 FORMCHECKBOX 
 Annual
 FORMCHECKBOX 
 Special
Focus Period (period being evaluated):       

Self-Evaluation Attached:  FORMCHECKBOX 

SECTION A:   ESSENTIAL FUNCTIONS/JOB DESCRIPTION REVIEW

Review the current position description and the essential functions of the position.  Please confirm that you have reviewed job description with employee by initialing below and indicate if any changes are submitted.  Please complete new Position Description Questionnaire (PDQ) or submit a new job description to HR via email being sure to highlight changes, if applicable.  PDQ form can be found at the following link:
 http://www.willamette.edu/dept/hr/wu_compclass/pdq/index.html
WE HAVE REVIEWED THE JOB DESCRIPTION (PLEASE INITIAL):
____ SUPERVISOR
____ EMPLOYEE

CHANGES ARE BEING MADE TO JOB DESCRIPTION:      FORMCHECKBOX 
 YES
 FORMCHECKBOX 
  NO

SUBMITTING CHANGES VIA:

 FORMCHECKBOX 
 PDQ
 FORMCHECKBOX 
 REVISED JOB DESCRIPTION (PLEASE EMAIL TO HR)

SECTION B:
OVERALL RATING

Please provide overall rating of employee here.  You should come back and complete this after completing competency section of review form (Sections C and D).  Please comment on overall rating.  If applicable, please detail where the employee is excelling in performing essential functions, and also where improvement is needed.  

 FORMCHECKBOX 

NS
NEW CYCLE/NO RATING

 FORMCHECKBOX 

4
REGULARLY EXCEEDS EXPECTATIONS

 FORMCHECKBOX 

3
SOMETIMES EXCEEDS EXPECTATIONS

 FORMCHECKBOX 

2
MEETS BASIC EXPECTATIONS

 FORMCHECKBOX 

1
NEEDS IMPROVEMENT

 FORMCHECKBOX 

0
DOES NOT MEET EXPECTATIONS (REMEDIATION REQUIRED)

PLEASE COMMENT ON YOUR OVERALL RATING:
     
SECTION C:  BASIC COMPETENCY ASSESSMENT

Below are basic competencies that are commonly related to successful job performance for Classified staff positions (examples of indicators that might help you evaluate “success” in performance related to these competencies are found on the last page of this packet).  Please rate the employee on each and provide comment, including examples of actual actions that illustrate ratings. 
Does not meet 
Needs 

Meets 

Sometimes 
Regularly exceeds
expectations 
improvement 
expectations 
exceeds expect.
expectations
JOB KNOWLEDGE

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

INTERPERSONAL SKILLS
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 
TIME MANAGEMENT/ 
ORGANIZATIONAL SKILLS
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

PRODUCTIVITY

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

SERVICE ORIENTATION
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

COMMENT:

     
SECTION D:  JOB-SPECIFIC COMPETENCIES

 FORMCHECKBOX 
 No additional job-specific competencies identified.
Please identify up to three additional job-specific competencies that are not included above, but critical to success in this position.  (These should be mutually accepted prior to the review as generally understood competencies, or have been communicated and acknowledged prior to the focus period of the review.)
Does not meet 
Needs 

Meets 

Sometimes 
Regularly exceeds
expectations 
improvement 
expectations 
exceeds expect.
expectations
     



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


     



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


     



 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


COMMENT:

       

SECTION E:   PLANNING AND GOALS FOR COMING YEAR
COMMENTS ON STRENGTHS AND ACCOMPLISHMENTS--Identify the two or three most significant strengths and/or job accomplishments and define opportunities to leverage for future success. 
     

COMMENTS ON AREAS REQUIRING DEVELOPMENT--Identify the two or three areas where this employee needs to improve and set goals or actions for future success.  

     
EMPLOYEE AND SUPERVISOR CERTIFICATION, acknowledging that the two have discussed this performance evaluation. (The employee's signature does not imply agreement with the content of the evaluation, only that the evaluation has been discussed with the employee). 
Signature of employee: _______________________________________
Date _________________
Signature of supervisor: ______________________________________
Date _________________ 






DEFINITIONS/EXPLANATIONS OF COMPETENCIES

JOB KNOWLEDGE  Demonstrates knowledge of job requirements, skills, procedures, techniques and principles;  Keeps current on changes in technical knowledge;  Looks to expand knowledge of the job and how it relates to other jobs.  

INTERPERSONAL SKILLS  Practices two-way communications; Establishes rapport easily, allows others to express themselves, and perceives accurately what is being said; Provides constituents with complete, timely, and relevant information in an organized fashion; Verbal communication is clear and precise;  Works harmoniously with others;  Is respectful of varying perspectives, cultures, and backgrounds; Communicates in a positive respectful way about others.
TIME MANAGEMENT/ORGANIZATIONAL SKILLS   Maintains organization of work space and work product; Uses available time effectively to accomplish multiple assigned tasks; Assesses entire workload and is able to prioritize specific projects according to their importance; Understands the relevance of deadlines and consistently meets them; Displays promptness during working hours.  
PRODUCTIVITY   Effectively and consistently keeps pace with work assignments; Maintains appropriate balance between work quality and quantity; Demonstrates ability to maintain accuracy and thoroughness and to adapt to changing conditions; Focuses time and effort on workload without sacrificing courtesy and service; Shows initiative by contributing to departmental goals and developing and/or carrying out new ideas or methods.  
SERVICE ORIENTATION   Demonstrates a commitment to provide quality customer service; Knows the value of good service and positive interaction; Responsive to requests and needs of others (students, faculty, staff, departments and visitors);  Service may include in-person and/or telephone presentation, courtesy, attitude, flexibility, professionalism, communication skills, ability to give correct information, etc.; Never makes customers feel as though they are burdens.

[image: image1.jpg]



HR Reviewed: _________





HRIS: _________








