Student Employee Performance Review
Union College Advancement Office

Name of Student Employee_____________________________  Job Title_______________________________

Name of Supervisor____________________________________
G Fall Semester   G Spring Semester

The purpose of this Performance Review is to facilitate communication between the student employee and their supervisor; it is designed to help the student employee develop and enhance their leadership skills and attributes as they move toward full-time career employment.

Place a check in the box which most closely matches the student’s performance:

U 
unsatisfactory—failure to meet minimal requirements on a consistent basis

FD 
further development needed—minimal requirements met some of the time; however, not on a consistent basis

S 
satisfactory—performance meets general expectations; doing a good job

AA 
above average—often exceeds requirements and completes tasks in an outstanding way

E 
exceptional—consistently and substantially exceeds requirements on a regular basis

NA 
not applicable—not relevant to position

	Work Skills
	U
	FD
	S
	AA
	E
	NA

	Practical Reasoning
Ability to evaluate a situation objectively and decide upon an appropriate course of action or solution to a problem

Comments:

 
	
	
	
	
	
	

	Writing Skills
Ability to communicate effectively in writing, demonstrating knowledge of basic grammar and writing skills

Comments:


	
	
	
	
	
	

	Oral Communication Skills
Ability to communicate effectively verbally

Comments:


	
	
	
	
	
	

	Technology Skills
Ability to use technology such as computers, business software and other office technology. Demonstrated success with learning new programs and operation of office technology

Comments:


	
	
	
	
	
	

	Customer Service 
Ability to assist visitors or customers in a friendly and professional manner

Comments:


	
	
	
	
	
	

	Attention to Detail
Ability to complete tasks accurately with few errors; making sure established standards and processes are met

Comments:


	
	
	
	
	
	

	Organizational Skills
Ability to manage work flow, deadlines, multiple components of a job assignment.

Comments:


	
	
	
	
	
	

	Making Use of Time Wisely
Uses time in a productive way that does not include pursuing personal matters during work time. Prioritizes responsibilities effectively

Comments:


	
	
	
	
	
	


	U unsatisfactory  FD further development needed  S satisfactory  AA above average  E exceptional NA not applicable

	Work Attributes
	U
	FD
	S
	AA
	E
	NA

	Integrity

Exhibits honesty and forthrightness in all workplace practices, always does what is right and fair simply because they know it’s proper protocol
Comments:   
	
	
	
	
	
	

	Interpersonal Communication
Ability to get along with others and sensitivity to different ethnic or cultural backgrounds. Willingness to ask supervisor for clarification when unsure of responsibilities

Comments:


	
	
	
	
	
	

	Professionalism
Adheres to departmental policies regarding professional office decorum i.e. dress code, visitor policy

Comments:


	
	
	
	
	
	

	Creativity
Takes ownership of a project and brings original creativity to the related tasks
Comments:


	
	
	
	
	
	

	Confidentiality
Respects privacy of others and follows office’s guidelines for confidentiality

Comments:


	
	
	
	
	
	

	Self-direction
Seeks out work on own and/or asks supervisor for new tasks after all assigned work is completed. Makes good decisions in the supervisor’s absence.
Comments:


	
	
	
	
	
	

	Teamwork
Cooperates with other members in tasks, sharing responsibilities, and working towards common goals

Comments:


	
	
	
	
	
	

	Dependability
Being on time; arriving to work at agreed upon times and remaining at work during scheduled times. Communicating in advance with supervisor when extenuating circumstances arise that prevent coming into work. Completing tasks assigned by deadlines given
Comments:


	
	
	
	
	
	

	Respect
Demonstrates a willingness to learn and to receive instruction from supervisor and other staff. Embraces all aspects of the job seeing how tasks fit into the broader mission of the department and college
Comments:


	
	
	
	
	
	

	Adaptability
Accepts new assignments willingly, responds well to changes in policy or process, integrates easily with new people, readily agrees to revisions in schedule
Comments:


	
	
	
	
	
	

	Overall employee performance rating
	
	
	
	
	
	


Student Signature__________________________________________________________ Date____________________

Evaluator Signature________________________________________________________ Date_____________________

Current Pay Rate $_________________________________   Proposed Pay Rate $_______________________________
