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	To:      
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 FORMCHECKBOX 
Annual   FORMCHECKBOX 
 3 Month  FORMCHECKBOX 
 5 Month Other: 
	Date of Hire: 

     

	SELF-EVALUATION (Part I)
       Provide a narrative of your significant activities and involvement over the past year.  This narrative should include the following types of information: 

          * Attainment of goals agreed upon by individual and supervisor

          * Leadership involving unit and institutional goals

          * Significant accomplishments

          * Other

	     



	GENERAL PERFORMANCE MEASURES (Part II)

The General Performance measures were designed to evaluate the administrator’s performance as a manager/leader.  The work ethic indicators should be reflected upon as this section on general performance measures is completed:    

Work Ethic Indicators

JOB KNOWLEDGE:  Familiarity with information, procedures, materials and equipment required to be successful on job.

QUALITY OF WORK:  Degree of accuracy, skill, thoroughness, and competence in completing work assignments.

QUANTITY OF WORK:  Amount and timeliness of acceptable work done.  

ADAPTABILITY:  Ability to work under varying conditions, reaction to new responsibilities, supervisor, and special projects.

DEPENDABILITY:  Degree of responsibility, reliability, and consistency in completing work assignments.

INTERPERSONAL RELATIONS:  Degree of cooperation with co-workers and supervisors.  Adherence to nondiscrimination policies.

COMMUNICATION SKILLS:  The ability to write, speak, and listen effectively. 

ATTITUDE:  Enthusiasm, persistence, discretion, and general disposition in the work environment.

ATTENDANCE:  Rate of absenteeism and its impact on completion of unit’s work objectives; punctuality.

INITIATIVE:  Drive, self-starting ability, willingness to work beyond ordinary requirements, independent action.

KNOWLEDGE OF GEORGIA HIGHLANDS COLLEGE: Knowledge of the history, structure, mission, goals, and policies and procedures of the College.

PROFESSIONALISM:  Adherence to standards including appearance, attitude, and conduct consistent with organizational polices.

TIME MANAGEMENT:  Effective use of time and energy.  Degree to which work-flow is organized and deadlines are met.

EFFICIENCY:  Degree to which employee correctly performs responsibilities and suggests better methods to save resources.

CREATIVITY:  Degree to which new and better ways of performing job responsibilities are proposed and implemented.

PROBLEM-SOLVING:  Ability to gather and analyze objective data and facts in order to develop appropriate solutions to problems.

DECISION-MAKING:  Ability to make sound, logical decisions utilizing data and facts when applying policies.

SERVICE TO STUDENTS:  Customer Service, helpfulness, tact, courtesy, sensitivity, and ability to handle difficult situations with students.

                            ______________________________________________________________________________

The following ratings apply to all general performance measures:  

(5) =  Excels (documentation needed);    (4) = Exceeds Standards;    (3) = Meets Standards;

(2) = Needs Improvement;    (1) = Unsatisfactory

	
	Rating

(1-5)

	Personnel Management: Effectiveness in managing and leading employees; timely and thorough completion of performance evaluation instruments, etc., (some data provided by Human Resources).  

     

	 FORMDROPDOWN 
 

	Staff Development: Involvement in guiding and facilitating the professional growth of employees.  

     

	 FORMDROPDOWN 


	Fiscal Management: Effectiveness in managing departmental budget, student assistant budget, and other college financial resources under your purview (some data provided by Accounting Services).   

     

	 FORMDROPDOWN 


	Planning and Assessment: Effectiveness in planning, developing and implementing programs to achieve the goals of the administrator’s area and at assessing results to continually improve the unit’s mission attainment; this measure focuses on short and long term plans (some data provided by Institutional Effectiveness).       
 
	 FORMDROPDOWN 


	Professional Development: Involvement in activities that facilitate the professional growth and competency of administrator.       

	 FORMDROPDOWN 


	Employee Diversification: Effectiveness in enhancing the diversification of employees in the administrator’s unit and supporting the affirmative action goals of the College  (some data provided by Human Resources).      

	 FORMDROPDOWN 


	Technological Competence: Degree to which the administrator’s unit effectively uses appropriate technology for the delivery of services in pursuit of the unit’s mission.       

	 FORMDROPDOWN 


	Campus Involvement: Degree to which administrator is a capable campus citizen through: supporting the teaching/learning process, serving various committees and campus-wide projects, and generally facilitating the learning and development.     
     

	 FORMDROPDOWN 


	Unit Management: Overall effectiveness of managing and administering the department to which trusted; particularly those activities not covered in other general performance measures.        

	 FORMDROPDOWN 



	CURRENT GOALS (III)



	1. Goal defined/Agreed Upon last year:      


	Results/Status of Effort:      


	2. Goal defined/Agreed Upon last year:      


	Results/Status of Effort:      


	3. Goal defined/Agreed Upon last year:      


	Results/Status of Effort:      



	II. Institutional Goals: Involvement and effectiveness of the administrator’s unit in aiding the attainment of the institution’s goals and priorities for the past twelve months. Please place the corresponding number of this year’s goals in the space below.  

1. Effect quality teaching and learning that are focused on academic achievement and personal and professional growth.

2. Provide comprehensive student services that encourage and enable all students to be successful learners. 

3. Engage students in a challenging atmosphere that prepares them for responsibility and leadership in an evolving global environment. 

4. Utilize appropriate technologies to advance programs, services and operations to support teaching and learning. 

5. Maintain efficient and effective administrative services to support all programs of the college.



	       Goal:      


	Involvement:      


	Goal:      


	Involvement:      


	Goal:      


	Involvement:      



	Future Goals (IV)

(Goals jointly developed and agreed upon by the administrator and their supervisor)



	1. Goal: 

     


	2. Goal: 

     


	3. Goal: 

     



Administrator Comments:      

Please attach an updated job description to this evaluation only if you have changes and send it to HR electronically.  
Signature of Administrator: ________________________________ Date: __________________________

Signature of Supervisor:  ___________________________________ Date: __________________________










