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Manager:

 MACROBUTTON NoMacro [Click here and type name] 
Date: 
06/01/99

Position:

 MACROBUTTON NoMacro [Click here and type position] 
Location:  MACROBUTTON NoMacro [Click here and type location] 

Evaluator (Name & Title):
 MACROBUTTON NoMacro [Click here and type evaluator's name & title] 


Tabulated by: 

 MACROBUTTON NoMacro [Click here and type name] 


Period of Evaluation: From
 MACROBUTTON NoMacro [Semester and year] 
To
 MACROBUTTON NoMacro [Semester and year] 


SECTION 1 - INSTRUCTIONS:
Check the value you think appropriately describes the manager's performance:

5 - Outstanding
3 - Satisfactory;

1 - Unsatisfactory;

4 - Good

2 - Needs to Improve

N/A - Not Applicable or Observable

FREQUENT: You interact with the manager several times per week.

LIMITED: You have only occasional contact.
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  1.
Creates an environment that promotes innovation.














  2.
Pioneers new ideas and sees them to fruition.














  3.
Encourages and maintains openness and allows for two-way communication.














  4.
Demonstrates the verbal and written communication skills for the position.














  5.
Ensure that timely decisions are reached on the basis of adequate and appropriate data.














  6.
Gives clear instruction and ensures the staff knows what is expected of them.














  7.
Maintains a clear perspective when things are not progressing as planned.














  8.
Is able to function efficiently and effectively when under pressure.














  9.
Handles problems expeditiously and judiciously.














10.
Delegates appropriate tasks with commensurate responsibility and authority.














11.
When appropriate, ensures that those affected by a decision have input into the decision.














12.
Recognizes staff accomplishments in a sincere and appropriate manner.














13.
Completes assigned tasks accurately and on time.














14.
Maintains accurate and appropriate files and records.














15.
Demonstrates leadership in resolving problems.














16.
Participates in college-wide activities beyond assigned responsibilities.














17.
Participates in activities that further personal and professional growth.















SECTION 2 - INSTRUCTIONS:
List five to ten specific management responsibilities, goals, objectives or other specific job duties related to this position, which will be agreed upon by the manager and the evaluation committee.  Check the corresponding value as in Section 1.  As you type the form will expand to allow as many lines as necessary.
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  2.
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10.















Comments: Use as much space as needed. An additional page will start if necessary.
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Click on the bracketed items to replace them with the appropriate information.  Print out plain white paper. Section 2 allows you to fill in five to ten specific management responsibilities specific to the position/manager being evaluated. As you fill these in, the form will expand to allow as many lines as necessary for each question.





