Wellesley College

Union Employee

Performance Evaluation

Name: ___________________________________ Review Date: __________________

Position: _________________________________Employment Date: _______________

Time in Position _________________ years _________ months 

Supervisor: ______________________

1. Ability to Work with Others: Treats others with respect.  Demonstrates strong teamwork skills, helping others when necessary.  Works with others to achieve department goals. Is receptive to supervisor’s guidance and direction.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

2. Adaptability:  Resourceful in handling assignments and solving on-the-job problems.  Learns new duties quickly.  Adapts to changing conditions easily.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

3. Customer Service: Professional and polite when dealing with customers.  Communicates in a helpful manner.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

4. Dependability:  Shows up for work punctually.  Attendance is good.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

5. Initiative:  Demonstrates drive and determination in doing job.  Can be relied upon to motivate self.  Self starter. 

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

6. Job Knowledge: Demonstrates knowledge of policies and procedures, tools, equipment, materials and supplies related to the job.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

7. Organization:  Systematically assembles and arranges work.  Meets schedules and deadlines for work assignments.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

8. Personal Appearance and Hygiene: Wears authorized departmental uniform on the job, including hair restraint, and proper safety shoes.  Appearance is neat and clean.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

9. Productivity:  Accuracy, volume and thoroughness of work completed.  Understands tasks and assignments; grasps new tasks quickly.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

10. Safety and Sanitation: Follows safety and sanitation guidelines. Cleans up after self.  Checks to ensure that work area is safe and neat.  Responsive to potential safety problems.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

11. Allocates Work (if applicable): Presents information and instructions concisely.  Clearly states and demonstrates objectives and tasks.  Assigns accountability and follow up with duties assigned.

Comments: _____________________________________________________________________

_____________________________________________________________________

[ ] Highly Effective    
[ ]  Meets Position          [ ] Needs 
      [ ] Unsatisfactory




         
     Requirements                 Improvement

Supervisor’s Summary:

Employee’s Comments: (Any comments concerning the appraisal or its contents may be indicated below).

Employee’s Signature: __________________________  Date: _______________

(Signing this document does not indicate that you agree with its contents, but simply that you have been through a performance evaluation meeting with your supervisor.)

Supervisor’s Signature: _________________________   Date: _______________

Please Return Evaluation to Human Resources

