


Employee Name:
Job Title:
Review Year:

Reviewing Supervisor:
School:

PART ONE: REVIEW OF PERFORMANCE ELEMENTS  (space for comments is provided below each performance element)
EXCEEDS JOB EXPECTATIONS – Consistently exemplary performance, including in demanding situations or circumstances


meets job expectations – Competent performance in most situations and circumstances.

partially meets job expectations – Shows capability, but in a variable manner. Improvement needed in key areas


does not meet job expectations – Major or ongoing problems that negatively impact organizational objectives.






COMMUNICATION – Clearly expresses ideas. Readily shares appropriate work-related information.

  □  □  □  □    Written – Uses clear and appropriate language in writing.

  □  □  □  □    oral – Verbally conveys information in a clear and accurate manner in a variety of situations.


  □  □  □  □
job knowledge – Demonstrates expertise in the job.



productivity – Reflects the accuracy, volume, and timely manner in which work is performed. Also recognized ability to determine priorities and maximize efficiency.

  □  □  □  □
accuracy – Consistently produces accurate work

  □  □  □  □
volume – Consistently produces the designed volume of work based on the needs

  □  □  □  □
timeliness – Consistently produces work in a timely fashion

  □  □  □  □
self-management – Sets own priorities, regularly completing work on schedule. Utilizes resources available to maximize efficiency


EXCEEDS JOB EXPECTATIONS – Consistently exemplary performance, including in demanding situations or circumstances


meets job expectations – Competent performance in most situations and circumstances.

partially meets job expectations – Shows capability, but in a variable manner. Improvement needed in key areas


does not meet job expectations – Major or ongoing problems that negatively impact organizational objectives.





  □  □  □  □
associate focus – Establishes and maintains good working relationships with both external and internal associates by understanding and responding promptly and courteously to customer needs and expectations. 


  □  □  □  □
technology skills – Proficient use of work-related equipment, tools, and technology. 


  □  □  □  □
problem solving – Review facts and data, using sound judgment, to arrive at the most effective solution


  □  □  □  □
interpersonal relations – Builds productive rapport with FCSU colleagues at all levels within and outside the office. Treats others with fairness, dignity, and respect.




  □  □  □  □
teamwork – Works collaboratively with colleagues and others to achieve identified goals and objectives.


EXCEEDS JOB EXPECTATIONS – Consistently exemplary performance, including in demanding situations or circumstances


meets job expectations – Competent performance in most situations and circumstances.

partially meets job expectations – Shows capability, but in a variable manner. Improvement needed in key areas


does not meet job expectations – Major or ongoing problems that negatively impact organizational objectives.



  □  □  □  □
flexibility – Adjusts performance to accommodate required changes


  □  □  □  □
creativity/innovation – Explores and suggests new approaches and methods to effect office goals and responsibilities.


  □  □  □  □
dependability – Consistently adheres to set work schedule.


part two: summary review of goals and major assignments

Supervisor reviews the achievement of the employee’s goals for the past year, major assignments and/or other accomplishments.

Supervisor also reviews key strengths, performance shortfalls, and other performance elements that characterize the employee’s performance during the review period. 


part three: Setting goals and future direction

Supervisor and employee establish goals and expectations for employee’s job performance over the next review period.  New goals may include training recommendations, performance improvement needs and action plans.


PART FOUR:  required signatures

Supervisor:  ___________________________________
date  _________________________

I have reviewed this evaluation of my performance and received a copy. My signature indicates neither agreement nor disagreement with this evaluation.  

employee  _____________________________________
date  _________________________

Part Five:  Employee Comments
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