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ADMINISTRATIVE PERFORMANCE & DEVELOPMENT FORM

	PERSONAL INFORMATION

	Name
	
	Position Title
	

	Manager/Supervisor
	
	Hire Date
	

	Location
	
	Hire Date in Current  Position
	

	Period Reviewed:  


	1. EMPLOYEE STRENGTHS:

	

	

	

	

	

	

	

	


	2. OPPORTUNITIES FOR IMPROVEMENT:

	

	

	

	

	

	

	

	


	3. FUTURE ORIENTED PERFORMANCE GOALS AND OBJECTIVES: - In the space provided below, record the areas in which this employee will focus his/her goals and objectives during the next year.

	

	

	

	

	

	

	

	


	4. PROFESSIONAL DEVELOPMENT PLAN: In the space provided below, record the areas in which this employee will focus his/her goals and objectives during the next year. (attach commitment on separate page if necessary):

	

	

	

	

	

	

	

	


	5. As a team:  What are our key strengths?  Are we utilizing them fully?  What are key areas, within our control, where we could improve?

	

	

	

	

	

	


	6. As a Faculty/Department:  What are our key strengths?  Are we utilizing them fully? What are key areas, within our control where we could improve?

	

	

	

	

	

	


	7. PERFORMANCE EVALUATION MATRIX:

	COMPETENCIES
	N/A
	Not meeting expectations
	Some expectations not met
	Consistently meets expectations
	Consistently exceeds expectations
	Unique and exceptional accomplishments

	VALUES 
	
	
	
	
	
	

	LEADERSHIP 
	
	
	
	
	
	

	MANAGEMENT 
	
	
	
	
	
	

	KNOW-HOW 
	
	
	
	
	
	

	INITIATIVE 
	
	
	
	
	
	

	COMMUNICATION & INTERPERSONAL SKILLS
	
	
	
	
	
	

	CONSCIENTIOUSNESS
	
	
	
	
	
	

	OVERALL PERFORMANCE RATING
	
	
	
	
	
	

	Achievement of Objectives
	
	
	
	
	
	

	(extra space)
	
	
	
	
	
	

	(extra space)
	
	
	
	
	
	


	8. GENERAL COMMENTS:

	

	

	

	


REVIEWED BY:
	
	
	
	
	
	
	

	Employee’s Signature
	
	Date
	
	Appraiser’s Signature
	
	Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Manager/Executive–Sr. Management
	
	Date
	
	
	
	


SELF-EVALUATION FORM

	1. Specify ways in which you feel that you meet or exceed job requirements and reasons why.

	

	

	

	

	

	

	

	


	2. List any other items you wish to discuss with your Manager/Director.

	

	

	

	

	

	

	

	


	3. What goals/performance objectives would you like to accomplish over the next 6-12 months?

	

	

	

	

	

	

	

	


	4. Specify any areas you would like to develop in your job performance/knowledge.

	

	

	

	

	

	

	

	


Employee’s Signature





Date

Appraiser’s Signature





Date

1
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