                                          Supervisor/Administrator Performance Appraisal

Evaluation for: 






Date:






Return this evaluation to 
__________________


.
Instructions:  Answer each of the following to the best of your ability, using the numeric rating scale listed. Also provide comments in the form of Recommendations and/or Commendations supporting the rating.  The goal is to provide feedback your supervisor can use in further developing his/her strengths and addressing areas needing improvement, so remember to keep your comments confidential and constructive.  

Rating Scale:

1 = Exceeds Requirements

2 = Meets Requirement

 

3 = Needs Improvement
            4 = Unable to evaluate

“Recommendations” should be made in an effort to improve performance in that particular area.

             “Commendations” should be noted for purposes of supporting the assigned rating.
I. Job Skills:
(      )
1.   
 Competence – Possesses necessary knowledge and skill to effectively perform

 job duties and applies this knowledge appropriately.

(      )  2    
Judgment – Reasons, compares, understands and thinks rationally on the job. Makes quality

 work-related decisions based on sound conclusions and separates facts from opinions.

(      )  3.
Job Knowledge – possesses necessary familiarity with assigned position and follows appropriate 

procedures.

(      )  4.
Problem Analysis – identifies problems and relevant issues and breaks problems into components.  

Sees relationships and alternative solutions and arrives at sound conclusions through logical processes.

(      )  5.
Responsibility – the extent to which the employee can be relied upon to perform assigned duties and 

to be aware of and accepting of accountability for same.

(      )  6.
Dependability – meets work schedules and fulfills job responsibilities and commitments.

(      )  7.
Reliability – consistently delivers what is required within deadlines and instructions.

(      )  8.  
Adaptability – adapts to job or organizational goals.


Job Skills Recommendations:



Job Skills Commendations:

II. Operational Efficiency:

(      ) 9.
Self Management – works well with minimal supervision, manages own time effectively,

 maintains control on all current projects/responsibilities and ensures follow up.

(      ) 10.
Quantity of Work – produces an amount of acceptable work in order to meet schedules



over which he/she has control.

(      ) 11.
Quality of Work – neatly, thoroughly and accurately completes job assignments according

 to established quality standards.

(      ) 12.
Accuracy of Work – makes minimum number of mistakes or errors that require

 correction.

(      ) 13.
Use of Work Time – reports for work promptly.  Effectively and efficiently uses time to 



accomplish job tasks.

(      ) 14.
Initiative – starts assignments without prompting and independently contributes ideas

 and projects.  Sees and acts upon new opportunities.

Operational Efficiency Recommendations:

Operational Efficiency Commendations:

III. Leadership Skills:

(      ) 15.  
Leadership – guides others to the accomplishment of objectives/responsibilities, develops

 teamwork and resolves conflict.

(      )  16.
Safety – follows established safety practices and corrects unsafe work practices

(      ) 17.
Delegation – clearly assigns responsibility to others and seeks to provide the appropriate

 resources 

(      ) 18.
Acceptance – gains confidence of others and earns respect of subordinates, peers and

 superiors.


  (      ) 19.
Communication ability – presents clear and accurate information both verbally and

 written.

(      ) 20.
Networking – works effectively and cooperatively with others departments to

achieve  organizational goals.


  (      ) 21.
Internal Relations – works effectively and cooperatively with others within the

department to achieve organizational goals. 


  (      ) 22.
Planning – provides clear direction/vision for the department, sets priorities and follows

through on goals, addressing issues or obstacles as they arise, provides enough time to

minimize working in crisis mode.

(      ) 23.
Time Management – respects people’s time and prioritizes work so time is spent on the

most important issues/tasks.  Sets reasonable deadlines and allows others sufficient time to respond to requests.
Leadership skills recommendations:

Leadership skills commendations:
IV. Interpersonal Skills:

(      ) 24.
Rapport – works to build effective working relationships within and outside of the

 department.

(      ) 25.
Integrity – keeps confidences and is honest and straightforward in dealing with others.


   (      ) 26.
Respect – seeks and listens to other’s viewpoints, without interruptions, treats others

with dignity and does not publicly criticize, is loyal to others by not criticizing others behind their backs, focuses on problems/issues rather than the person. 

  (      ) 27. 
Supportive – encourages and supports the development of others, addresses issues or 




concerns, providing timely and adequate follow up, works toward solving problems rather




than avoiding them.


(      ) 28.
Fairness – is fair with all people, seeks to find win-win solutions, shares credit and 




recognition, does not undermine others for personal gain, does the right thing even 




if it is unpopular and does not push people beyond a reasonable limit.


(      ) 29.
Availability – spends enough one-on-one time with individuals in his/her work group,




balances multiple projects/tasks in a manner to be available to staff as needed.


(      ) 30.
Reinforcement – provide positive feedback to others, encourages creativity and

 innovation, maximizes the strengths of others, and acknowledges and apologizes for

 own mistakes.

Interpersonal Skills recommendations:

Interpersonal skills commendations:

V. Overall Evaluation – cumulative overall rating for your supervisor.

Rating: 


 

List this person’s three most positive qualities with regard to overall effectiveness:

Describe the three most important things this person could improve to increase overall effectiveness:









