TEXAS WOMAN'S UNIVERSITY
PROFESSIONAL AND ADMINISTRATIVE EVALUATION FORM
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White--Personnel Office

, 1 Annual
Canary-Origirating Office - TEXAS WOMAN'S UNIVERSITY e
Pink--Employee Follow up

PROFESSIONAL AND ADMINISTRATIVE PERSONNEL
PERFORMANCE EVALUATION FORM

Date: (pv..La wﬁ.‘O{H
Zmam GD\B_SD @CD D v DD\I mo&m—monsinv.*

Position Title: \ﬂﬂbﬁ%ﬁ : Office/Work Guwr\nmlog Ogm ce
Review Period: From O m, to ~DU Employment Date:

Purposes of this performance review appraisal:

This performance appraisal is to cover the current fiscal year and should be as objective and factual as possible. Particular care should be exercised to
adequately amplify outstanding strengths and identify the individual's greatest need(s) for improvement in evaluative terms. Input from other qualified
observers of work performance should be sought and included when joint supervision or multiple work assignmenta are involved.

Definitions of term:

Superior- Far exceeded the normal expectations for the position. (This rating requires written justification)

Above Standard-  Accomplishments were wvo.e.u expected level or essential requirementas.

Meets Standard-  Performance was consistently acceptable but did not exceed job requirements.

Below Standard-  Performance met most essential requirements of job; however, work required guidance and checking.

Improvement should be expected.

Unsatisfactory— Performance obviously substandard; needed a high degree of supervision and direction. Deficiencies are clearly evident.

(This rating must be documented)

SECTION I

Briefly list the major job responsibilities, i.e., a8 summary of key tasks or duties, not a renumeration of the job mmwnl_umo.a.



SECTION II

Instructions: Listed below are a number of traits, abilities, and characteristics that are important in the successful completion of most assignments.

Place an "X" mark in the rating column, under the rating description which most nearly describes the
ments should address job content and be used as needed.

ELEMENTS OF PERFORMANCE

ABOVE STANDARD

MEETS STANDARD
BELOW STANDARD

UNSATISFACTORY

PLANNING AND IMPLEMENTATION: Consider effective-
ness in setting goals and establishing priorities and the effective
use of time, facilitiea, employee akille, and other resources to

performance of the person being evaluated. Com-

accomplish objectives.
Ccmmentas:

DECISION MAKING: Consider the ability to analyze
situations and problems using good judgement to arrive at

sound, Jogica) has involving matters affecting the work
unit, System Administration, or Sy in genersl.
Cecmments: '

/K >< SUPERIOR

INITIATIVE AND RESOURCEFULNESS: Consider
independence and sel{-direction of action dieplaysd involving

<

wark amignments and Nlexibility and versatility in
objectives in newer and better ways.
Comments:

P 1 4

JOB KNOWLEDGE: Consider demonstrated understanding of
the scope and responsibilities of the position held and the
relationship of the poaition to others in the work unit, the

System Administration, and the System in general.
Commenta:

ADMINISTRATIVE AND LEADERSHIP ABILITY:
Censider ability to supervise, delegate, and control the work of

othera to insure successful completion of salf-possessed or
deleguted tasks. ;
Cetaments:

/

AFFIRMATIVE ACTION EFORTS: Cooperation with the
lettar and spirit of the Affirmative Action Policy. [n evaluating

X

managers resporsible for hiring indicate the percent of
m:norities in the area of responsibility.

% of black emplayees :
% of hiapanic eroployees

% of female employees _____

% other protected groupe, /

Q
2 g =z
< < <
a =) a 2
z z z §
- < < < <
- & e
ELEMENTS OF PERFORMANCE = w @z g
5 5 3 3
= = w w z
%] < = = )
PRODUCTIVITY: Conaider the individual's output and
workload capacity in relstionship to performance results of the
work unit.
Comements: /
COMMUNICATION SEILLS: Consider conceptual ability
and the ability to be effective rad concise in both the oral and
written exchange of information. \
Comments:
INTERPERSONAL SKILLS: Consider ability to deal
effectively with, and relate to athers st al} levels (superiors,
subordinates, and peern). -
Commenta:
QUALITY OF WORK: Consider standards of finished tasks
nuch as nocuracy, and thorough
Comments:
TECHENICAL ABILITY: Consider ed background, and
experience in relation to current and an t
of potential for effactiveness in new assi te or additional
responsibilities. /
Ceomments:
OTHER: (Specify)
Comments:
OTHER: (Bpecify)
Comuments:




OVERALL EVALUATION: Consider the extent to which the individual's work performance meets established organization standards.

(check appropriate box).
%7
I L]
Oaulnhiwy Approaches Considerably Above Satisfactory Minimumly Below Clearly Attempts
above besnt above ) normal satisfactory expectations below at improvement
normal powsible normal expectations but making r b1 ful
attfinment expectations . improvementsa expectations
Superior Above Standard Meets Standard Below Standard Unasatis{actory
(Attach Justification) (Attach Documentation)
SECTION I

Additional comments concerning overall work performance that you judge not to have been covered in Section I1. (Note: these could include ethics

standards such as loyalty, integrity, etc.; academic or public service contributions; other special competencies, talents, or contributions.)

2. List any additional individual strengths not already discussed.

3. List any additional areas needing future improvement and/or development not already discussed.

The contents of this performance review have been discussed with the above-mentioned employee.

&\n&; \\\N«§k\\“ﬁ\

d i, 07

Indicate plans and agreements which were reached with the individual to improve work performance in the future.

(s

2

Date

Signature of Employee

Signature of Supervisaf
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