SAMPLE 2:

PERFORMANCE EVALUATION TOOL
Competency Assessment Form

Behavior indicators are written at the Fully Effective level.

	
	
	
	
	Exemplary

	
	
	
	
	Fully Effective
	
	

	
	Development Needed
	
	
	
	

	Communication

Building Commitment
	5
	4
	3
	2
	1

	· 
	Makes own needs and requirements/preferences reasonably clear in order to achieve performance expectations


	O
	O
	O
	O
	O

	· 
	Recognizes and appropriately raises significant issues to the next level in the management system


	O
	O
	O
	O
	O

	· 
	Treats others with fairness and respect


	O
	O
	O
	O
	O

	· 
	Effectively advocates own ideas and needs.  Inquires to reveal and understand assumptions, beliefs, and reasonings


	O
	O
	O
	O
	O

	· 
	Presents ideas and information in a clear, concise, confident manner (orally and in writing)


	O
	O
	O
	O
	O

	· 
	Willingly shares information with others to keep them fully informed and up-to-date about relevant matters
	O
	O
	O
	O
	O

	· 
	Informs people about goals, resources, and progress so they are better able to meet performance targets
	O
	O
	O
	O
	O

	Totals:


	
	
	
	
	

	Average Score:


	
	
	
	
	

	Supporting Comments:  




	
	
	
	
	Exemplary

	
	
	
	
	Fully Effective
	
	

	
	Development Needed
	
	
	
	

	Customer Focus

Sharpening the Focus
	5
	4
	3
	2
	1

	· 
	Understands current issues (including business conditions) and trends impacting customer


	O
	O
	O
	O
	O

	· 
	Regularly identifies customer needs and desires.  Probes to understand underlying needs


	O
	O
	O
	O
	O

	· 
	Treats department members as internal customers relative to commitment to deadlines and quality of service


	O
	O
	O
	O
	O

	· 
	Achieves high level of customer satisfaction as measured by: responsiveness, assurance, traits, empathy, and reliability


	O
	O
	O
	O
	O

	· 
	Uses customer feedback (Annual Surveys, Document Surveys, Training Critiques, and Service Evaluations) to modify and improve service delivery


	O
	O
	O
	O
	O

	· 
	Takes personal responsibility for correcting problems with appropriate sense of urgency


	O
	O
	O
	O
	O

	· 
	Stands by decisions that benefit members or internal customers even if they are unpopular or impact short term performance
	O
	O
	O
	O
	O

	Totals:


	
	
	
	
	

	Average Score:


	
	
	
	
	

	Supporting Comments: 




	
	
	
	
	Exemplary

	
	
	
	
	Fully Effective
	
	

	
	Development Needed
	
	
	
	

	Results Orientation

Driving for Results
	5
	4
	3
	2
	1

	· 
	Holds self accountable for results and assumes shared responsibility for team results


	O
	O
	O
	O
	O

	· 
	Establishes well-defined plans and objectives, including setting own measures of excellence


	O
	O
	O
	O
	O

	· 
	Regularly reviews and revises priorities, as necessary


	O
	O
	O
	O
	O

	· 
	Delivers high quality goals on time and within budget


	O
	O
	O
	O
	O

	· 
	Creates opportunities or minimizes potential problems for one or more years into the future
	O
	O
	O
	O
	O

	· 
	Manages disagreement with others in a direct and constructive manner
	O
	O
	O
	O
	O

	· 
	Speaks up and challenges others when their efforts seem inconsistent with strategic goals
	O
	O
	O
	O
	O

	· 
	Admits it when he/she is wrong or makes a mistake
	O
	O
	O
	O
	O

	· 
	Effectively matches people and tasks to ensure maximum performance and results
	O
	O
	O
	O
	O

	· 
	Stimulates others to more effective ways of thinking and working
	O
	O
	O
	O
	O

	· 
	Sets challenging performance goals and works to meet them
	O
	O
	O
	O
	O

	· 
	Holds people accountable for specific and measurable performance results
	O
	O
	O
	O
	O

	Totals:


	
	
	
	
	

	Average Score:


	
	
	
	
	

	Supporting Comments: 




	
	
	
	
	Exemplary

	
	
	
	
	Fully Effective
	
	

	
	Development Needed
	
	
	
	

	Knowledge

Building Capacity
	5
	4
	3
	2
	1

	· 
	Aware of own strengths and developmental needs


	O
	O
	O
	O
	O

	· 
	Seeks opportunities for self-learning and ongoing professional development


	O
	O
	O
	O
	O

	· 
	Embraces technological changes which increase effectiveness and efficiency


	O
	O
	O
	O
	O

	· 
	Technical expert in assigned program areas


	O
	O
	O
	O
	O

	· 
	Demonstrates learning (e.g., modifies behavior) from experience, coaching, and/or formal training


	O
	O
	O
	O
	O

	· 
	Develops new technical knowledge


	O
	O
	O
	O
	O

	· 
	Actively solicits and is receptive to feedback


	O
	O
	O
	O
	O

	Totals:


	
	
	
	
	

	Average Score:


	
	
	
	
	

	Supporting Comments:  




	
	
	
	
	Exemplary

	
	
	
	
	Fully Effective
	
	

	
	Development Needed
	
	
	
	

	Decision Making/Problem Solving

Sharpening the Focus
	5
	4
	3
	2
	1

	· 
	Facilitates or makes effective, timely decisions and resolves identified problems


	O
	O
	O
	O
	O

	· 
	Solicits input of appropriate sources in decision making process


	O
	O
	O
	O
	O

	· 
	Demonstrates sound judgment and understanding of available resources regarding what can be accomplished by when


	O
	O
	O
	O
	O

	· 
	Identifies root causes of problems and generates a range of reasonable response options


	O
	O
	O
	O
	O

	· 
	Manages appropriately in ambiguous situations


	O
	O
	O
	O
	O

	· 
	Accepts responsibility for the consequences of decisions and actions; admits mistakes


	O
	O
	O
	O
	O

	· 
	Does not delay decision making through lengthy analysis
	O
	O
	O
	O
	O

	· 
	Makes and carries out tough decisions
	O
	O
	O
	O
	O

	· 
	Delegates responsibility appropriately
	O
	O
	O
	O
	O

	Totals:


	
	
	
	
	

	Average Score:


	
	
	
	
	

	Supporting Comments: 




	
	
	
	
	Exemplary

	
	
	
	
	Fully Effective
	
	

	
	Development Needed
	
	
	
	

	Teamwork and Group Play

Building Commitment
	5
	4
	3
	2
	1

	· 
	Considers and is respectful of others’ opinions and feelings


	O
	O
	O
	O
	O

	· 
	Seeks to clarify and periodically revisit roles and responsibilities within team or group


	O
	O
	O
	O
	O

	· 
	Completes assignments on schedule and is punctual and respectful of others’ time


	O
	O
	O
	O
	O

	· 
	Solicits and integrates the contributions and ideas of team members or others in projects and problem solving


	O
	O
	O
	O
	O

	· 
	Actively contributes as a member of a team and is willing to place own interests subordinate to the collective interests of team


	O
	O
	O
	O
	O

	· 
	Builds trust by keeping confidences, honoring commitments, and holding self accountable for performance


	O
	O
	O
	O
	O

	· 
	Actively and positively contributes to team morale and esprit de corps


	O
	O
	O
	O
	O

	· 
	Provides constructive and timely feedback to enhance team performance


	O
	O
	O
	O
	O

	· 
	Understands sources of conflict within a team and works to resolve conflict
	O
	O
	O
	O
	O

	Totals:


	
	
	
	
	

	Average Score:


	
	
	
	
	

	Supporting Comments: 




	Summation of Scores



	
	5
	4
	3
	2
	1

	Communication:
	
	
	
	
	

	Customer Focus:
	
	
	
	
	

	Results Orientation:
	
	
	
	
	

	Knowledge:
	
	
	
	
	

	Decision Making/Problem Solving:
	
	
	
	
	

	Teamwork and Group Play:
	
	
	
	
	

	Overall Score:
	
	
	
	
	

	Supporting Comments:



	Employee’s Signature & Date:____________________________________________

Manager’s Signature & Date:_____________________________________________






































































































































