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SELF-EVALUATION FORM 
Demographic Data
	Employee Name
	Staffmember
	Steven
	S
	UKID#
	XXX
	-
	XX
	-
	6789
	

	
	Last                                                               
	First                                                                  
	MI
	
	

	Supervisor Name
	Sally Supervisor
	Department
	Hospital
	

	Job Title
	Staff Support Associate II
	

	Review Period
	7/1/2003
	through  
	6/30/2004
	Type of Evaluation (select one):   FORMCHECKBOX 
  Mid-Year   FORMCHECKBOX 
 Annual
	

	


Why should I do a self-evaluation?

This form is an evaluation tool for enhancing feedback and performance success.  Conducting an annual or mid-year self-evaluation will allow you to provide information to your supervisor about your performance and shed light on your accomplishments and goals during this evaluation period.  This tool may also help new supervisors get to know their staff better.  Knowing employees is a basic requirement for the successful management of a work team.
Job Function Performance

	How I believe I performed my Essential Functions, overall:

Overall I think I did pretty well.  I performed all of my essential functions and met all job standards.  Because I was new to the position and felt like I was taking on a lot of responsibility, I struggled a little early in the year.  But as I learned the job, I felt like my performance got better and better.  I put in a lot of effort and even took on additional responsibilities toward the end of the year.  I definitely feel like I deserve a good rating. 


Accomplishments
	Accomplishments and Essential Functions I believe I have handled well this past year:
I did very well in the general administrative functions of my job.  I learned the office procedures faster than expected and was able to handle the "busy season" of applications and transfers with very little assistance or supervision.  I also performed excellent customer service for the students this year.  I received 5 compliments from students on my service skills, and I received no complaints at all during the year.  I was able to accomplish this task because I recognized early on that the students were my primary customers, so I adjusted my time to ensure that I would be able to complete all assignments for them.  Most of these accomplishment sare a result of my strong organizational skills, which were evident in my ability to manage the filing system with no errors.


Areas for Improvement

	Job performance areas that I could use improvement or I need help in:

I had some trouble supervising my employees at various times during the year.  I didn't feel like I was the authority figure for them, and they didn't really listen when I asked them to handle certain projects.  There were a few occasions in which altercations between employees got out of control, and my supervisor coached me on those situations accordingly.  I want to improve in this area in order to be a more effective supervisor.


Goals and Objectives

	These are goals and objectives I would like to work on in the upcoming year:


I would like to earn more responsibility with special projects.  I have many ideas on how to improve the department, and I would like the opportunity to try to implement some those ideas.  See below for description of those ideas.   I would also like to improve my supervisory skills… specifically to become more assertive with my employees in order to reduce the number of conflicts that we have on my team.


Support

	This is the way I develop best (examples:  one-on-one training, group workshops, instructional materials only, etc.)

I learn best by doing.  So, on-the-job training is probably best for me.  It doesn't matter if this training is in groups or one-on-one.  As long as I can apply what I learn, I feel like I will improve at my job.  I also learn from working with others and asking them questions about how to do certain tasks.  The SuperVISION training would be an excellent way for me to learn from other supervisors throughout the university.

	The support I need to improve my job performance and development (examples:  opportunities to serve on department/University committees, time to attend off-campus training, etc.):

There is some training that I would like to attend in Human Resource Development, particularly on workplace communication and conflict management.  The HRD training sessions are half-day sessions, so if I could have time to attend those sessions, I would appreciate it.  Plus, the SuperVISION training would require that I am out of the office.  But hopefully we could arrange a strategy for me to attend without missing too much work time.  I am also interested in getting more involved on campus, perhaps even participating on committees that focus on topics of interest to me.  This action will give me more experience as a leader as well.  I'll have to do some research to find out what committees are open before I commit to participating, though.


Job-Related Development
	I have participated in the following job-related activities, workshops or seminars in the past year:
This year I haven't participated in any development activities.  I was learning how to do my job and didn't feel like I had the time to participate in activities that did not apply specifically to my job.  So my activities have really just been on-the-job training.

	I would like to participate in the following type(s) of job-related activities, workshops or seminars in the upcoming year:
Next year I would like to participate in training programs offered through Human Resource Development.  The topics that interest me include conflict management and workplace communication.  And, because I lead a team of temporary employees, I would like to go through the SuperVISION program in HRD.  Also, because I want to eventually take on business manager responsibilities, I would like to begin working toward my Business Procedures Certificate through Human Resource Development.


Department

	I have the following suggestions for improving departmental effectiveness:

I think the department could improve by: reorganizing the filing system according to student's academic major rather than alphabetically; having team-building activity days to help our staff to work together more effectively; have supervisors meet with employees each month to discuss strengths and weaknesses.  The more feedback that we receive from our supervisors, the better able we will be to perform our jobs.


Employee Signature: 
    
Date: ____/____/_____
Supervisor Signature:  
    
Date: ____/____/_____
I would like a copy of this Self-Evaluation Form attached to the Performance Evaluation Form and placed in my personnel record at Human Resources:        FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No
