SOUTHWEST MINNESOTA STATE UNIVERSITY

Administrative Performance Evaluation

Section B – Personal Skills

Date Reviewed ____________________

Employee’s Signature ______________________________

Supervisor’s Signature ______________________________












  NEEDS

I. PLANNING






NA
NO
IMPRVMT
YES

A.  Does informal and formal assessments of needs

___
___
      ___
___


B.  Establishes effective goals and objectives

___
___
      ___
___


C.  Anticipates future developments/needs


___
___
      ___
___


D.  Formulates effective plans to achieve desired results
___
___
      ___
___


COMMENTS: ________________________________________________________________












  NEEDS

II. DECISION MAKING




NA
NO
IMPRVMT
YES

A.  Exercises good judgment




___
___
      ___
___


B.  Evaluates consequences of his/her decisions

___
___
      ___
___


C.  Makes sound, logical decisions under stress

___
___
      ___
___


D.  Analyzes problems objectively



___
___
      ___
___


COMMENTS: ________________________________________________________________
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  NEEDS

III. EFFECTIVENESS IN WORKING WITH GROUPS/STAFF  NA
NO
IMPRVMT
YES

A.  Shows leadership ability




   ___
___
      ___
___


B.  Strives to develop skills and abilities of subordinates
   ___
___
      ___
___


C.  Works cooperatively with others



   ___
___
      ___
___


COMMENTS: ________________________________________________________________











   NEEDS

IV. INITIATIVE






NA
NO
IMPRVMT
YES

A.  Is able to sustain performance



___
___
      ___
___


B.  Is self-starting





___
___
      ___
___


C.  Thinks or acts without being urged


___
___
      ___
___


D.  Develops new or better methods, procedures or ideas
___
___
      ___
___


COMMENTS: ________________________________________________________________











  NEEDS

V. COMMUNICATION SKILLS



NA
NO
IMPRVMT
YES

A.  Writes clearly and effectively



___
___
      ___
___


B.  Presents ideas clearly and gets them accepted

___
___
      ___
___


C.  Is a good listener





___
___
      ___
___


D.  Makes contributions for effective participation 

___
___
      ___
___


      in discussions
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COMMENTS: ________________________________________________________________











  NEEDS

VI. DEPENDABILITY





NA
NO
IMPRVMT
YES

A.  Accepts responsibility




___
___
      ___
___


B.  Follows through on tasks on a timely basis

___
___
      ___
___


C.  Is capable of independent work without close

___
___
      ___
___


      supervision


D.  Executes plans as designed

 

___
___
      ___
___


COMMENTS: ________________________________________________________________











  NEEDS

VII. PROFESSIONAL SELF-DEVELOPMENT


NA
NO
IMPRVMT
YES

A.  Seeks continuing personal and professional

___
___
      ___
___

      development


B.  Stays current with development in his/her field

___
___
      ___
___


C.  Works with, and learns from other professionals

___
___
      ___
___


      on campus


COMMENTS: ________________________________________________________________
