Linfield College
NONEXEMPT PERFORMANCE APPRAISAL
EMPLOYEE FORM

Employee Name:

LAST FIRST
Department: Job Title:
Evaluator: Date:
Appraisal Period — From: To:

Instructions: The employee completes each category identifying accomplishments throughout
the year and areas that may need improvement.

A. PRODUCTIVITY
* Performs quality work that is accurate and professional.
*  Accomplishes the quantity of work required for the job.
* Plans, organizes, and delegates effectively.
*  Accomplishes tasks on schedule.

Successes:

Areas for Improvement:

B. JOB KNOWLEDGE
*  Understands the various required work assignments.
* (Clerical personnel) is competent in the use of computer programs and office equipment.
* (Trades personnel) is competent in the use of tools and equipment of the trade.
¢ Knows when and how to refer problems and decisions to supervisor.
* Shows willingness to learn new skills when job requirements change.

Successes:

Areas for Improvement:

C. COMMUNICATION SKILLS
* Expresses ideas and directives in a patient, calm, and effective manner.
e Listens well and learns from listening.
* Communicates effectively verbally and in writing with colleagues, staff, students, guests and
the public.

Successes:

Areas for Improvement:

D. INTERPERSONAL SKILLS
* Ability to deal with colleagues in a positive manner and maintain good relations.
* Provides courteous service to all, is responsive to the needs of those we serve.
* Positive, supportive, cooperative and is willing to help co-workers and other departments.
*  Accepts constructive criticism and modifies the ideas to achieve practical results.



* Functions as a team player, valuing the contribution of others.
Successes:

Areas for Improvement:

E. INITIATIVE, CREATIVITY AND PROBLEM SOLVING
* Initiates new ideas and procedures to overcome obstacles and to increase efficiency.
* Identifies need for improvement and/or change and discusses options with supervisor.
* [s pro-active in anticipating potential problems and takes action.
* Flexible, willing to try new ways of doing things, easily adjusts to changes.

Successes:

Areas for Improvement:

F. WORK HABITS
* Qverall attendance and punctuality.
* Follows college policies and department procedures.
*  Productivity, attains goals, meets deadlines and adjusts to production changes.
* Work is accurate, neat, and is of high quality.
* Adheres to all safety rules, regulations and policies.

Successes:

Areas for Improvement:

G. SUPERVISORY RESPONSIBILITIES (if applicable)
* Communicates effectively to subordinates, maintains employees’ self-esteem, treats
employees as adults, keeps employees well informed of changes.
* Delegates well to subordinates.
* Provides on-going training to subordinates.
e Conducts annual performance appraisals.

Successes:

Areas for Improvement:

ACTION PLAN:

Employee, select one or two areas where you need to improve, learn new skills, develop, or change.
Describe the expectations and set realistic goals. Provide a time frame for implementation of the plan,
procedures or methods for improvement.

GENERAL COMMENTS:

Employee’s Signature Date
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