Willamette University




ADMINISTRATIVE/PROFESSIONAL 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 most Administrative/Professional 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 

COMMUNICATIONS/

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


INTERPERSONAL 
PROBLEM SOLVING

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

WORK RESULTS

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

COMMITMENT

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

COMMENT:

     
SECTION D:
  MANAGERIAL COMPETENCY ASSESSMENT


 FORMCHECKBOX 
 N/A
Below are basic competencies that are commonly related to job performance for Administrative staff positions that have management/director responsibilities.  If this isn’t applicable to the position of the person you are evaluating, check “N/A” above.   Please rate the employee on each and provide comment, including examples of actual actions that illustrate ratings.  If any do not fit the role, feel free to cross off.  You may add more job specific competencies in the next section.
Does not meet 
Needs 

Meets 

Sometimes 
Regularly exceeds
expectations 
improvement 
expectations 
exceeds expect.
expectations
PLANNING AND

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

COORDINATION

DECISION MAKING

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


STEWARDSHIP

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


MANAGEMENT OF HR
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


COMMENT:
     
SECTION E:  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 F:   GOALS AND PLANNING 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. 
1)      


2)      


3)      

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.  
1)      


2)      

3)      
360 Degree Feedback Utilized?:    FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If 360 degree feedback solicited, accepted feedback should be used by supervisor as examples/comments to justify above ratings.  360 feedback should not, however, be attached to this review.  
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 _________________ 






Signature of VP/Dean: ________________________________________
Date _________________

(Note:  Some VPs/Deans prefer that evaluations of Admin/Pro staff be reviewed with them prior to delivery to the employee.  The supervisor should ascertain his/her VP/Dean’s preference before discussing the evaluation with the employee.)
DEFINITIONS/EXPLANATIONS OF COMPETENCIES

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

COMMUNICATIONS/INTERPERSONAL  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; Motivates peers and subordinates to accomplish goals;  Is respectful of varying perspectives, cultures, and backgrounds; Communicates in a positive respectful way about others.
PROBLEM SOLVING SKILLS AND HABITS   Demonstrates ability to engage in problem solving;   Assesses problems accurately and is alert to potential problems in plans; Takes an active role in developing solutions; recognizes and uses the special talents of others in solving problems; Is able to cope with unanticipated events.
WORK RESULTS   Meets Deadlines; Is productive in working on, or completing, job responsibilities and goals; Completes work of acceptable quality; Achieves appropriate balance between work quality and quantity; Takes responsibilities for actions.

COMMITMENT TO JOB AND INSTITUTION   Observes work schedule expectations as set by supervisor; Presents self in appearance and attitude that is appropriate to the position; Acts in a manner that is consistent with policies and goals; Displays an effort to serve the institution and promote its interests beyond specific job responsibilities and goals. 

PLANNING AND COORDINATION   Makes and implements plans; Proposes plans that are effective, innovative and flexible; Sets goals that are realistic, clear and defined; Assigns tasks to maximize capabilities of those involved and expects a realistic amount of work from others; Initiates and sustains action towards goals, and completes tasks on time.  

DECISION MAKING    Gathers pertinent facts before making decisions; Consults with those with special knowledge or expertise and identifies realistic alternatives; Involves or solicits input from those who are impacted by decisions; Appropriately involves management hierarchy where required; Makes sound and timely decisions which benefit Willamette.

STEWARDSHIP   Appropriately safeguards institutional resources; Is efficient and fiscally responsible in meeting responsibilities; Maintains appropriate control over budget; Is conscientious about managing commitments with financial impact; Does not make decisions with significant budget impact without consulting with appropriate stakeholders; Takes action to ensure ethical and appropriate use of University resources by subordinates.

MANAGEMENT OF HUMAN RESOURCES   Delegates responsibility where appropriate and encourages others to grow in responsibility; Leads by example; Provides timely and gracious feedback related to subordinate successes/contributions/achievements; Takes care of performance problems with staff appropriately and timely; Completes annual performance evaluations of staff in a timely manner; Practices continuous feedback throughout the year; Ensures staff are appropriately tasked so as not to waste University resources; Recognizes the strengths and weaknesses of staff and utilizes strengths to the University’s advantage, and seeks to improve weaknesses; Practices two-way communication with staff.
[image: image1.jpg]



HR Reviewed: _________





HRIS: _________








