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Indiana University Purdue University

Indianapolis
Performance Evaluation (Example)

Provides example ratings for 4 of the 6 job responsibilities 

for Administrative Secretary 


Staff Member: 
Jane Dodie                 
   Date:  10/5/08
Department: 
Human Resources    
  Job Title: Admin. Secretary
Review period: From 10/1/07   To 9/30/08                          
List primary job responsibilities from position description (typically 4-7):
1. Provides secretarial support for the Director
2. Provides administrative assistance to all department staff,
3. Delivers customer service to visitors and callers
4. Provides payroll and office orientation to new departmental employees
For each job responsibility as identified in the Developing Behavioral Performance Standards document:
1) Make a statement of appraisal based on the previously set standards.  Indicate whether the employee: 
· Generally “Exceeds Expectations”

· Generally “Meets Expectations”

· Generally “Does Not Meet Expectations”

2) Describe the behavior or incidents that you have observed or verified that led to this evaluation.

3) State the outcome of the behavior.

1.  Job Responsibility :  Regulates director’s appointment calendars and arranges staff meetings.
With respect to this job responsibility, this employee:

a. _______ Generally “Exceeds Expectations”
b. ___X___ Generally “Meets Expectations”

c. _______ Generally “Does Not Meet Expectations”

What are the behaviors or incidents you have observed or verified that lead to this evaluation?


Calendaring is always accurate and timely.  Participants generally receive sufficient advance notice of scheduled events.  Rarely have there been mistakes.                   

What are the outcomes of the behaviors or incidents?  As a result of Jane’s calendaring practices, participants receive ample notice of meetings.  Further,  the amount of rescheduling and cancellations due to late notice is limited.  I can always trust that those who have been notified of the meetings will be there because of Jane’s thoroughness and attentiveness.

2.  Job Responsibility:  Prepares requisitions and maintains files for all equipment, service agreements, travel, Graphic       Reproductions, Physical Plant, Telecommunications, etc.
With respect to this job responsibility, this employee:

a. ___X___ Generally “Exceeds Expectations”

b. _______ Generally “Meets Expectations”

c. _______ Generally “Does Not Meet Expectations”

What are the behaviors or incidents you have observed or verified that lead to this evaluation? Requisitions are always accurate and prepared well before supplies run out.  Jane hunts for the best  deal and tries to order in bulk.  Jane has also developed an efficient filing system which allows her  and others to track equipment and identify when supplies should be ordered.                    

What are the outcomes of the behaviors or incidents?  We have never run short of supplies.  We have never had equipment or supplies misplaced or lost. Because Jane looks for bargains and orders well advance of any shortage and in bulk, she saves us money!

3.  Job Responsibility:  Explains personnel and payroll procedures to new employees.
With respect to this job responsibility, this employee:

a. _______ Generally “Exceeds Expectations”

b. _______ Generally “Meets Expectations”

c. ___X___ Generally “Does Not Meet Expectations”

What are the behaviors or incidents you have observed or verified that lead to this evaluation?

Despite numerous discussions about organizing an orientation program for new employees, Jane’s methods for acclimating new employees are haphazard at best.  While she does spend time with  new employees, and is generally friendly, she does not present information or explain procedures in  any consistent or uniform manner.  Part of her difficulty in working with new employees is an  apparent difficulty with prioritizing projects, which results in giving greater attention to more  pressing matters such as ordering and calendaring.
What are the outcomes of the behaviors or incidents? 

Although Jane is thorough and conscientious about the work she does herself, the new employees she trains do not have a thorough grounding in procedures, even after a number of weeks at the job.  They often appear confused and their mistakes are frequent.  They have often been heard to complain that they did know the proper procedure or did not feel they received adequate guidance on how to properly perform the procedure. This also results in extra time and expense to retrain.  These training gaps are directly attributable to gaps in Jane’s orientation methods.
4. Job Responsibility:  Provides customer service to visitors and callers.
With respect to this job responsibility, this employee:

a. _______ Generally “Exceeds Expectations”

b. ___X___ Generally “Meets Expectations”

c. _______ Generally “Does Not Meet Expectations”

What are the behaviors or incidents you have observed or verified that lead to this evaluation?

Overall, Jane understands and uses proper phone and customer service etiquette and demonstrates the appropriate demeanor and professionalism when dealing with customers. I have occasionally observed Jane being abrupt over the phone.   Given the volume of calls, however, these incidents have been few, though even one incident raises some concern.  
What are the outcomes of the behaviors or incidents? 

We have received a few complaints about Jane’s occasional abruptness.  On the one occasion in which she yelled, the customer complained to the Vice Chancellor’s office.  These incidents have had a negative impact on the reputation we are trying to foster and are generally bad for customer relations.  As stated, though, the vast majority of her interactions with customers have been professional, resulting in positive customer relations and an improved departmental image before the public. 
Goals for next review period:

State the specific areas of performance needing improvement and/or knowledge, skills and abilities to be developed:

Jane will need to improve on her interpersonal relations with other staff members, particularly her commitment to seeing that new employees are properly trained.  Jane will need to continuously be aware of customer service protocol and work on not letting personal feelings interfere with the needs of the customers. Jane would also like further computer training to gain more advance techniques on scheduling, calendaring, word processing and data processing functions.
What specific development opportunities does the employee need to pursue for the next review period? (Note: the supervisor and employee should engage on-going discussions regarding professional development beyond this evaluation)
We will explore outside vendors to provide appropriate skills training on developing better interpersonal and customer service skills.  We will also enroll her in a time management seminar.  Further, we will seek in-house opportunities to provide training on advanced computer skills.  In fact, she is currently registered to attend a Microsoft Advanced Access class on October 10.  We have plans to schedule other classes soon.    
Overall Performance:  












Comments

I am pleased with Jane’s thoroughness in handling office procedures and very complex detail work.  While her thoroughness in working with new employees raises some concern, Jane demonstrates a sincere willingness to develop her interpersonal skills and to work more closely with new employees.  Further development of her interpersonal skills will also help her to handle those occasional situations in which she is challenged by a difficult customer.  

This is Jane’s first year in this position, which has presented its share of challenges and opportunities for growth.  I have enjoyed working with Jane and have every reason to expect great things from her in the next year.  
Staff Member’s Comments (optional) :      
Staff Member’s Signature
______________________________
Date
_______________________________

Supervisor’s Signature 
______________________________
Date
_______________________________
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