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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 Needs improvement

Steve demonstrates competency in the skills and knowledge required. He is knowledgeable about current
developments in his field and he displays a good understanding of how his job relates to other jobs. Steve
effectively uses the resources and tools available to him. However, it sometimes takes him too long to learn
and apply new skills. Further, he needs slightly more supervision than he should to fulfill his responsibilities.

Quality Meets job requirements
The work Steve produces meets standards for accuracy and completeness. He regularly displays his
commitment to excellence and he looks for ways to improve quality. Steve monitors his work to meet quality
standards. However, he doesn't always apply the feedback he receives to improve his performance.

Quantity Meets job requirements

Steve regularly produces a normal amount of work. He completes his work in a timely manner and meets
most deadlines. He works at the pace expected for the position and he achieves most of his established goals.
However, Steve could do more to demonstrate his commitment to increasing productivity.

Cooperation Needs improvement

Steve exhibits tact and consideration in his relations with others. He assists and supports his co-workers. He
works cooperatively in group situations. However, sometimes Steve incurs difficulties in establishing and
maintaining good relationships. Further, he would be easier 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. He participates well in group problem solving situations.

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




[image: image2.png]generally keeps his commitments without delay or follow up. However, he does not always follow
instructions or respond to management directions well. Occasionally, Steve does not take responsibility for

his own actions and outcomes.

Initiative Needs improvement
Steve is quick to volunteer whenever others need help. He occasionally seeks increased responsibilitics
beyond the normal scope of his job. However, he does not undertake self-development activities.

Planning & Organization Meets job requirements
Steve is very well-organized. He generally plans and prioritizes well. He usually integrates changes smoothly
into existing plans.

Judgment Needs improvement

Steve makes confident decisions in most areas of his job. However, he has too often made decisions that
subsequently resulted in problems because they were not well thought out. He sometimes has difficulty
supporting and explaining his decisions. Additionally, his decision making is frequently less than effective
because he does not include the appropriate people.

Oral Communications Needs improvement
To better understand others, Steve listens well, displaying interest and asking questions. However, he
occasionally responds incompletely or incorrectly when asked questions.

Written Communications 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.

SUMMARY Overall Rating: Meets job requirements

PLANS FOR IMPROVEMENT

Learn new skills to increase your potential for more responsibilities.
Look for ways to take on additional responsibilities.

Accept personal responsibility for your actions.

Admit the mistakes you have made rather than making excuses for them.
Create win-win situations.

Give negative feedback privately rather than publicly.

Brainstorm with your co-workers for quality improvement ideas.

Discuss your career development and progress in your job with others.
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Consider how your decisions and actions will impact the organization's bottom line.
Identify and seck to establish a working relationship with the experts in your field.
Employee Acknowledgment

I have reviewed this document and discussed the contents with my manager. My signature means that I have
been advised of my performance status and does not necessarily imply that I agree with the evaluation.

Employee Signature/Date

REVIEWER COMMENTS

Reviewer Signature/Date
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DATE: January 18, 2001
TO: Steve Harry, Technical Support Analyst
FROM: Ronald J. Beaton

Director of Administrative Services

RE: Supplemental to Annual Review

This memo will serve as supplemental information and will be attached to this annual review. I have had numerous
conversations with Anne Wagner and Chris Neff concering your interaction with the Pension system and have used
their comments to complete this memo as well as the review itself.

Changes to PeopleSoft
It seems that while you were working on the refund portion of the Procedures Manual you apparently changed some

coding in the system. You are not authorized to make any changes to the PeopleSoft system without approval from

Chris Neff or Kathy House. Changes you made resulted in problems in other processes in PeopleSoft that would have
impeded the Annual Actuarial Valuation process.

Procedures Manual Process

When you are drafting the Procedures Manual, I believe that it is not the most efficient use of your time for you to
actually perform each function that you are documenting for the Procedures Manual. Please interview the individuals
currently performing the tasks, as well as the department head, to secure the required knowledge.

I would also like to review a draft of the manual illustrating what has been accomplished to date. It is important that

this document be completed as soon as possible. Along with the draft I would like to see a timetable from you with a
completion date.

Additional Training/ Self Development
I am also concerned that you are not pursuing additional training opportunities that relate to your position. Anne has

informed me that in the past, when given the opportunity to receive additional training — SQL, etc., you were not
interested. At the time you were hired by Dorothy Stevens your knowledge concemning the State system was of the
utmost importance. As time has passed this need has lessened. I believe that if your intent is to remain with MERS

into the future it is important that you develop and increase your knowledge. I do have a professional development
budget for just that purpose.

Additional Comment

Finally, Steve, I would ask that you refrain from editing documents that you have not been asked to review. 1 believe

that this is a waste of your time and is an unnecessary task. If staff input is required concerning any publication, you
will receive a specific request from the Executive Director or me.




