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Performance Review
Employee Name: Steve Harry
Job Title: Technical Analyst
Department: Administrative Services
Review Period Start: 9/10/00 |
Review Period End: 9/10/00
Last Review Date: 9/9/99
Reviewer Name: Ronald Beaton
Reviewer Title; Director of Admin. Services
PERFORMANCE ELEMENTS
Job Knowledge Meets job requirements

Steve demonstrates a high level of competency in the skills and knowledge required. He learns and applies
new skills within the expected time period. He is knowledgeable about current developments in his field and
he works within the normal scope of supervision. Steve displays a good understanding of how his job relates
to other jobs. He effectively uses the resources and tools available to him.

Quantity Meets job requirements
Steve strives hard in the achievement of established goals. He regularly produces a normal amount of work.

He completes his work in a timely manner and meets most deadlines. Steve works at the pace expected for
the position.

Cooperation Meets job requirements

Steve usually establishes and maintains good working relationships. He exhibits tact and consideration in his
relations with others. He assists and supports his co-workers. Steve works cooperatively in group situations.
However, he would be casier to work with if he projected a more positive outlook and pleasant manner.

Problem Solving Meets job requirements

Steve identifies most problem situations within appropriate time frames. His information gathering and
analysis meet the requirements of his position. Most of the time, he develops several alternative solutions to
problems.

Dependability Meets job requirements "
Steve responds promptly and reliably to requests for service and assistance. He is usually very punctual and
he makes an effort to schedule time off in advance. Steve usually puts forth extra effort when asked and he
generally keeps his commitments without delay or follow up. However, he does not always follow
instructions or respond to management directions well.

Initiative Meets job requirements

Steve is quick to volunteer whenever others need help. He has a good sense of when he may need assistance
and does not wait too long to ask for it. Steve occasionally seeks increased responsibilities beyond the
normal scope of his job and he exercises a reasonable degree of risk taking in the performance of his work.
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He looks for and takes advantage of opportunities. However, Steve needs to be encouraged to take on
self-development activities.

Planning & Organization Exceeds job requirements
Steve is very good at prioritizing and planning his work. He rarely incurs problems in smoothly integrating
changes into existing plans and he is very well-organized.

Judgment Meets job requirements

Steve makes confident decisions in most areas of his job. His decisions are generally accurate and sound. He
can usually support and explain the reasoning for his decisions. However, his decision making is frequently
less than effective because he does not include the appropriate people.

Oral Communications Meets job requirements
Steve presents information and ideas clearly and persuasively. He responds well to questions.

Written Communication Exceeds job requirements

His writing is extremely clear, informative, and effective. Steve makes a concentrated effort to edit his work,
minimizing spelling and grammatical mistakes. He varies his writing style to meet different situations.
Quality Exceeds job requirements

The work Steve produces is usually highly accurate and thorough. He displays a strong dedication and

commitment to excellence. He works hard to improve quality in his own work and promotes quality

awareness throughout the organization. Steve consistently and carefully monitors his work to ensure its
quality. He applies the feedback he receives to improve his performance.

SUMMARY Overall Rating: Meets job requirements

Learn new skills to increase your potential for more responsibilities.

Look for ways to take on additional responsibilities.

Give negative feedback privately rather than publicly.

Consider how your decisions and actions will impact the organization's bottom line.
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