AMERICAN UNIVERSITY OF ARMENIA

PERFORMANCE REVIEW FOR NON-SUPERVISORY PERSONNEL

	Name________________________________
	Job title_______________________________
	Hire date___________________

	Department___________________________
	Classification___________________________
	

	Beginning date in this position______________________
	Evaluation period_________________________


A- Job Responsibilities
The current job description is attached.  Please add any new responsibilities and/or explain any other major changes.
	


B - Factors For Job Related and Interpersonal Skills

 Please choose by circling ONLY ONE response.  You may attach an additional page for any  comments. Your evaluation is based on the responsibilities listed in the job description.
1.  
Job Knowledge (Degree of understanding the job, its related functions, and mastery of the technical skills)

1.  
Inadequate understanding of job, fails to grasp and to apply methods and procedures.
2.  
Adequate knowledge of the job, able to apply methods and procedures.
3.  
Good knowledge of the job; applies methods and procedures well; able to learn new aspects of the job.
4.  
Outstanding mastery of all phases of job and related functions; grasps well new methods and procedures.
2. 
Quality of work (Completeness and accuracy, thoroughness in performing the work) 
1.  Makes frequent mistakes, poor performance.
2.  Does acceptable work;  final product usually needs review.
3.  Work is thorough and accurate except on complex assignments.
4.  Work is of high quality; consistently thorough and accurate.
3. 
Quantity of work (Volume of work regularly produced, consistency of output and speed)
1.  Volume of work is below what is expected.
2.  Volume of work is at the expected level.
3.  Volume of work is above the expected level and often exceeds requirements.
4.  Produces consistently high volume of work; fast and always exceeds requirements.
4. 
Judgment (Problem solving capabilities, ability to make good decisions)
1.  Judgment is sometimes faulty, needs detailed instructions.
2.  Judgment is fair most of the time.
3.  Makes good decisions.
4.  Exceptional problem solving ability and self reliance.
5.
 Sense of responsibility and initiative (Amount of supervision required, ability to work without detailed instructions,   
resourcefulness and dependability in performing the job.)

1.  Undependable. Cannot depend on this employee. Requires constant supervision to keep assignments going. 
2.  Reasonably dedicated. Can count usually on this employee to do most phases of the job. Requires occasional supervision, and some follow up to keep assignments’ progression. 
3.  Good record of dependability. Uses his/her potential well. Rarely requires supervision. Able to act independently. 
4.  Very dedicated and dependable. Does not require supervision. Contributes many ideas. 
6.  

Work direction (Ability to give clear work directions and to enhance team work. Skip if not applicable.)

1.  Work directions are at fault sometimes. Team work productivity is below the expected level. 
2.  Work directions are clear most of the time. Team work productivity is at the acceptable level. 
3.  Gives clear work directions and enhances productivity from team work.
4.  Outstanding in directing assigned personnel and in enhancing high productivity from team work. 
7. 

Work relationship and communication (How well the employee gets along with other individuals and communicates effectively 
with them. Cooperativeness and courtesy with peers, superiors and others.)

1.  Has difficulty in relating to others. Not readily cooperative. Lacks courtesy. 
2.  Works fairly well with others. Communicating with others and /or the public is adequate. 
3.  Works well with others and facilitates communication and cooperation.  
4.  Outstanding interpersonal relation. Very effective in working and communicating with others. 
8. 
Attitude (Professionalism, seriousness, dedication and interest displayed regarding position responsibilities, willingness to put additional effort, supports organizational goals.)

1.  Generally displays negative attitude toward job. Distracts others from work.

2.  Accepts job duties, without reluctance. Average concentration on work. 
3.  Displays high interest in duties and responsibilities. Flexible in response to changing circumstances.
4.  Dedicated and enthusiastic. Supportive of organizational goals. 
9. 
Timeliness (Meets deadlines)

1.  Frequently misses deadlines. 
2.  Occasionally misses deadlines. 
3.  Usually punctual and meets deadlines. 
4.  Always punctual and meets deadlines on time or earlier. 
10. 
Attendance (Punctuality, lateness and absence during working hours)

1.  Is often absent without good excuse or frequently late to work. 
2.  Is usually on time, as a rule is not absent during working hours. 

3.  Is always on time, and uses the working time efficiently. 
4.  Exerts extra time and effort to achieve better results.

	Goals achieved:
	

	

	


	Goals for next review period:
	

	

	


	Training needs:
	

	

	


	Overall impression and comments of supervisor: 
	

	

	

	

	Signature
	Date

	

	Comments of the next higher level supervisor if applicable, 
	

	

	

	

	Signature
	Date


Signature of person being evaluated:

I have read this evaluation. My signature does not indicate agreement or disagreement with the evaluation.

I have made a response to this evaluation and it is attached.   Yes_____      No_____

Signature________________________________________________________ Date:_________________________ 

AMERICAN UNIVERSITY OF ARMENIA

PERFORMANCE REVIEW FOR NON-SUPERVISORY PERSONNEL

The Performance Review covers job related and interpersonal skills. The form has been designed to enable the supervisor and the person being appraised to obtain as objective a performance rating as possible. 
Definition of Performance Levels

1. Below standards - Performance is below standards expected in subject area being rated.  This rating could be applied to someone on probationary period or in the developmental stage of a job if failure to achieve job requirement level in one or more subject areas is clearly the result of substandard performance.  If the overall performance is "Below standards," employee must either meet job requirements within a specified time, be transferred to another job and/or served with the official warnings that may lead to termination of employment subject to the University policy in this latter respect.  Such employees should have had adequate counseling properly documented.
2. Meets standards - Generally meets job requirements.  Performance is at the level expected in the subject area being rated. This rating is acceptable and describes employees with average performance in any given activity.  May be promotable only if the person completes satisfactorily his/her development in the required activities of the job.  
3. Exceeds standards - Performance is normally better than required for the subject area being rated.  The person should have demonstrated high efficiency, initiative and adaptability in most situations.  
4. Outstanding performance - This rating refers to performance in any subject area which consistently far exceeds the University's expectations of what is required.  Normally, an overall rating of 'Outstanding performance' would qualify the person for promotion to higher level jobs if vacancies are available.  
Guidelines to be Observed Relative to the System of the Numeric Ratings

· Each performance level has been given a numeric rating (e.g. Meets standards = 2).  The numeric rating is to be used to indicate the appropriate performance level.

· If a particular performance factor e.g. "Work achieved by employees under supervision" does not apply to the person being appraised, show N/A opposite to that factor.
· The completed form should be reviewed by the Head of the Administrative Unit above the immediate supervisor, prior to discussing the Performance Review with the employee.
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