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1) JOB KNOWLEDGE: The degree to which the employee understands the job duties and has the abilityof
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4) INITIATIVE: The degree to which the employee demonstrates independent action and resourcefulness
on the job by developing new methods, offering constructive suggestions, or seeking additional work.

Consistently exceeds requirements for independent action and resourcefulness; highly motivated.
Exceeds requirements for independent action and resourcefulness; diligent worker.

Meets basic job requirements for independent action and resourcefulness; acceptable worker.
Rarely initiates independent action as required by the job; requires constant supervision.

COMMENTS:

5) WORK ETHIC AND HABITS: The employee’s proper handling of confidential information, adherence
to policies, and commitment to productivity; ability to add value to the unit, office or department.

Consistently practices good work ethic and demonstrates integrity in all assigned work; regularly develops
methods for streamlining operations and provides pres
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7) CUSTOMER RELATIONS: The employee’s ability to understand and meet the professional needs or
expectations of internal or external customers, and communicate effectively with them.

Exceptional
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COMMENTS:

Page 6 of 8




10) OVERALL PERFORMANCE RATING: Based upon the employee’s total performance and professional
progress during the evaluation period, select the most accurate rating for the overall evaluation.

SIGNATURES

MANAGER OR EVALUATOR

This report represents my best judgment of the value of this employee’s work performance during the
evaluation period indicated on page one.

PRINT NAME: SIGNATURE: DATE:

REVIEWER

| have reviewed the performance evaluation report of the immediate manager/supervisor or evaluator. | believe
this report is accurate according to my best knowledge.

PRINT NAME: SIGNATURE: DATE:

EMPLOYEE’S REVIEW OF THE EVALUATION

I have reviewed this work performance evaluation and understand that my signature indicates only that | have
read and discussed this performance evaluation and job description with my supervisor or evaluator. It does
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PERFORMANCE RATING DEFINITIONS

OUTSTANDING
The employee's work performance excels well above the standards of the job tasks;
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