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Professional Review 


Academic Year:      
Date of Review:      
Employee 






Reviewer
Employee Name: Type employee name 



Reviewer Name: Type Reviewer name 

Title: Type employee title




Title: Type Reviewer title 






1. Position Description Review – Specify suggested additions, deletions, or revisions to the position description for supervisor review.  If no changes necessary, check N/A.

[image: image1.wmf]N/A

 
Type response
2. Work Assessment – Provide specific comments to each of the following as your personal assessment of your work for this review year.

a. Areas of good or exceptional work specific to the position description.
Type response
b. Challenges to improve during the upcoming year to enhance your area or professional abilities.

Type response 
3. Goals
a. Goals from last review year and actions taken.

Type response 
b. Goals for upcoming year

i. Position specific goals

Type response 
ii. Professional development goals

Type response
4. [image: image42.jpg]Professional Development
Employee to provide list:

Type Professional Development information 
To be completed by reviewer:
5. Reliability

Attendance, dependability, tardiness.

Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response
6. Works Effectively with Others/Demonstrated Leadership 


Willingness to assist others, ability to communicate clearly, and demonstrated sound decision-making ability.  Effectiveness in leadership roles and responsibilities, as appropriate to your position.
Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response
7. Efficient and Effective use of Resources

[image: image43.jpg]
Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response
8. Initiative

Drive to do a better job, seeks opportunities to improve and learn. Accomplish tasks and projects with minimal outside direction or guidance.
Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response
9. Job Knowledge and Skills

Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response             
10. Quality of Work

Competence, accuracy, neatness, thoroughness, volume of work accomplished, ability to meet deadlines, productivity levels.

Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response
11. Customer Service

Provides friendly, supportive, efficient and effective service to students, other clients, co-workers and supervisor.

Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response
12. Flexibility/Acceptance of Change

Participates in cross-training opportunities, willingness to adapt to needed College, departmental or position function changes, willingness to adapt to changes in schedules.

Exceeds 
  Meets                   Needs


                   Outstanding         Expectation       Expectations       Improvement        Unsatisfactory
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                Comments: Type response
13. Improvement Suggestions/Goals 

State any improvement suggestions and specific goals for improvement discussed with the employee including appropriate timeline for the goals to be completed.
Type response
Supervisor Remarks:
Type response
14. College and Community Service

All employees are encouraged to participate in some form of College Service.  Examples include various drives and festivals, special events and other activities that support student learning and College-related community engagement.  Please provide a list of College activities that you volunteered for, or participated in, during the reporting period.

Service Function



Role

Type event name 



Type role in event 
Type event name 



Type role in event 
Type event name 



Type role in event 
Type event name 



Type role in event 
I, the supervisor, have discussed this review with the employee.  The goals developed are a basis for the next annual review.
  _________________________________________                        ______________________
Supervisor Signature






Date

I, the employee, have discussed this review with my supervisor. (initial as appropriate)
_____ I agree with this review
_____ I do not agree with this review 
I understand that my position description and goals identified will be the basis for my next review.  (Additional documentation should be added to clarify if the employee disagrees with the review).

_________________________________________      

______________________

Employee Signature






Date



List all professional development accomplished this review period.





Proper use of supplies, budgets, time, and training opportunities.





Degree of technical knowledge, understanding of job procedures and methods.
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