SUPPORT STAFF REVIEW

Rating

   Rating Description

1 Unsatisfactory

2 Needs Improvement

3 Meets Expectations

4 Excellent

5 Outstanding

I.
        JOB KNOWLEDGE 

A. Competent in required job skills
__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. 
Exhibits ability to learn and apply new skills

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Keeps abreast of current developments

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Requires minimal supervision

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

E. Uses resources effectively

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

F. Good typing/word processing skills

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

G. Does a good job of proofreading

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

H. Uses office machines well

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

II. QUALITY

A. Demonstrates accuracy and thoroughness
__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Displays a commitment to excellence

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Looks for ways to improve

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Applies feedback to improve performance

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

III. QUANTITY

A. Meets schedules and deadlines

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Works quickly

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Strives to increase productivity

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

IV. COOPERATION

A. Maintains effective relations

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Exhibits tact and consideration
__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Displays positive outlook and pleasant manner

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Offers assistance and support to co-workers

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

E. Seeks to resolve conflicts

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

V. DEPENDABILITY

A. Follows instructions

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Takes responsibility for own actions

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Keeps commitments

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Meets attendance and punctuality guidelines

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

VI. INITIATIVE

A. Volunteers readily

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Undertakes self-development activities

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

INITIATIVE, Con’t.

C. Seeks increased responsibilities

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Takes independent actions

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

E. Asks for help when needed

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

VII. PLANNING AND ORGANIZATION

A. Uses time efficiently
__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Prioritizes and plans work activities

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Integrates changes smoothly

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Works in an organized manner

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

VIII. JUDGMENT

A. Exhibits sound and accurate judgment

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Includes appropriate people in decision making process

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Displays willingness to make decisions

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Maintains confidences

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

IX. COMMUNICATION SKILLS

A. Speaks clearly and persuasively

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

B. Listens and gets clarification

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

C. Writes clearly and informatively

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

D. Edits work for spelling and grammar

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

E. Presents numerical data effectively

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

F. Has good telephone skills

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

G. Receives visitors in a courteous and helpful manner

__N/A ___1 ___ 2 ___ 3 ___4 ___ 5

SUMMARY

I would rate this person’s overall performance as (check one):


Areas where this person excels:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Areas where this person needs to improve:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Comments by the support staff being reviewed:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I have reviewed this document with my supervisor.

_________________________________


_____________________________

Signature of Supervisor





Signature of Support Staff
_________________________________
Date



Name __________________________________	Ann. Date ________________________





Reviewer _______________________________	Review Date ______________________





Unsatisfactory………………………..	________			Comments


Needs Improvement………………….	________


Satisfactory ………………………….	________


Excellent …………………………….	________


Outstanding …………………………	________








