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Cameron University
Administrative Staff Self-Evaluation Form

The purpose of this form is to provide employees an opportunity to evaluate their work performance through the identification of successes and areas for improvement relative to specific job-related factors.

While use of this form is at the discretion of the supervisor, its use is suggested as a tool to stimulate constructive dialogue regarding work performance.  Participation in self-evaluation is intended to ensure involvement of employees in their own evaluation process, to help establish directions for future activities and to assist in continuous improvement of the quality of services.

Information contained will assist the supervisor in conducting the present performance appraisal and in planning goals, objectives, and training need(s) for the new evaluation year.  The self-evaluation should be provided to the supervisor at least 2 weeks before the performance review.  The self-evaluation form is for departmental use only and will not be maintained in the Personnel Office.
	Employee’s Name:

	 Date:

	Job Title:

 

	Review Period From:


	Review Period To:
	Supervisor:

 


	PERFORMANCE EVALUATION CRITERIA KEY

	0
	The employee has not demonstrated competence in performance. 

	1
	The employee has demonstrated competence in some aspects of performance, but not all. 

	2
	The employee has demonstrated consistent competence in performance. 

	3
	The employee has consistently performed above standards for position, demonstrating proficiency and effectiveness in all areas. 

	4
	The employee has demonstrated extraordinary and exceptional mastery and expertise in performance. 

	N/A
	Items NOT APPLICABLE to the position.


	Knowledge of Work – Extent to which the accomplishment of the primary mission of the position or job function is attained and the information is processed and applied.

	
	Rating:

	Competencies:

Areas for Improvement: 
 


	Leadership – Ability and extent to which the individual is resourceful, establishes clear focus and direction, accepts responsibilities, contributes as a team player, manages tasks, seeks knowledge, and generates solutions.

	
	Rating:

	Competencies:

Areas for Improvement: 




	Learning – Seeks knowledge and new information and work experiences to become a more effective employee.

	
	Rating:

	Competencies:

Areas for Improvement: 




	Performance Management – Manages employees in a manner to develop and utilize the skills and talents of individuals and groups for optimal organizational results.

	
	Rating:

	Competencies:

Areas for Improvement: 




	Interpersonal Oral and Written Communication – Demonstrates the ability to promote a positive work environment by selecting and eliciting appropriate and pertinent communication methods and information.

	
	Rating:

	Competencies:

Areas for Improvement: 




	Health and Safety – Uses best practices to assist in ensuring the health and safety of self and others.

	
	Rating:

	Competencies:

Areas for Improvement: 




	Time and Attendance – Punctual and present to perform assigned work load.

	
	Rating:

	Competencies:

Areas for Improvement: 




	Overall Rating of Employee – Overall rating is considered for each area appraised, is normally an average of all areas combined, and is supported by the evaluation content.  Your self-evaluation overall rating for this period is:

	⁭  0 - The employee has not demonstrated competence in performance.
⁭  1 - The employee has demonstrated competence in some aspects of performance, but not all.
⁭  2 - The employee has demonstrated consistent competence in performance.
⁭  3 - The employee has consistently performed above standards for position, demonstrating proficiency and 

          effectiveness in all areas.
⁭  4 - The employee has demonstrated extraordinary and exceptional mastery and expertise in performance.


	Comments:
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