City of Portales

Performance Evaluation Form

Management Position

Date:





Employee:





Position:
  




Evaluation Supervisor:







Reason for Evaluation:
Probationary           Annual     
    Promotion Trial    □
Other
□

Rating Scale Description:


E
Exceeds expectations.


M
Meets expectations for position.


D
Does not meet minimum standards and expectations.


N
Need Improvement

Employee comments:
I do
□  
do not
   □  
agree with my appraisal.

Supervisor Comments:










Endorsing Supervisor Comments:










Signature:

Employee






  Date:





Supervisor






  Date:
 




Endorsing Supervisor





  Date:





Part I.  Supervisory Effectiveness Index.

            1.  Communication Skills:  Willingness and ability to resolve employee problems, questions, and grievances; to advise and brief employees concerning work changes, priorities, policy matters, providing explanations and reasons as needed; maintaining open informational chain of command.

           2.  Training:  Ability to train employees, develop their skills and abilities with supervisory methods adapted to the needs of each employee.  
           3.  Delegation:  Ability to assign and delegate work to subordinates for optimum performance and results; to follow up on delegation, and to achieve proper balance between delegation and retention of responsibility.    

           4.  Evaluation:  Willingness and ability to constructively evaluate correct and document employee performance and take necessary steps to maintain high performance.

           5.  Supervision Required:  Confidence, knowledge, skills and ability to proceed with necessary work or action without close scrutiny, direction, and/or guidance (generally).

           6.  Fairness:  Record and reputation for fair, firm, consistent and equal treatment of all employees.

          7.  Cost Control:  Willingness and ability to minimize operation and personnel cost of assigned unit without reducing efficiency.

           8.  Management Information:  Ability to maintain and provide necessary or requested information such as written reports, activity records, budget date, and etc, and to analyze and apply information provided by management.  

          9.  Management Orientation:  Willingness to identify with management instead of rank and file workers in attitude and orientation; to assertively address problems instead of “getting by” through buck passing; ability to set good supervisory example for employees. 
           10.  Technical Skills:  Possession and continued development of technical knowledge, skills and abilities appropriate for assigned unit of responsibility.

           11.  Leadership:  Ability to get along with different personalities and motivate them to set high goals and standards and encourage employees to follow; ability to develop respect from subordinates and encourage top performance.  
           12.  Planning:  Ability to plan and organize work in a manner to achieve goals and objectives without undue change or disruption of unit; communication of goals and objectives to employees.  

           13.  Decision Making:  Ability to gather facts, establish alternatives, evaluate them and develop priorities to make sound decision; present decisions to management and employees, and follow up to ensure proper course of action is taken.

_____14.  Initiative:  Ability to actively seek to improve unit performance, present management with alternatives and solutions to problems rather than just problems; offer suggestions for improvement of unit and organization.

_____15.  Development of Subordinates:  Willingness and ability to plan career development objectives for employees and help them achieve goals; groom potential replacements; give guidance and counsel; encourage subordinates to attend training and development courses.

PART II.  Goals and Objectives:  Developed by Supervisor and Subordinate for the next rating period.

SEE ATTACHED GOALS & OBJECTIVES
AGREEMENT FOR IMPROVEMENT:
