moorhead MSUAASEF Evaluation

Name of employee: Evaluation period:
Title: Department:
Date: Immediate Supervisor:

Position description current/accurate: [ Yes [] No If no, update to be completed by:

Procedure: The supervisor shall meet with each MSUAASF employee to determine the current year performance of the employee in
reference to general performance.

Performance Ratings and Codes
Please use the following performance ratings in completing your evaluation.

Outstanding (O)
Consistently exceeds job requirements, demonstrating mastery of all key responsibilities. Displays an exceptionally high level of

productivity, quality results and adds value to work performed. Demonstrates creativity and the ability to make independent
decisions. Contributions extend beyond their position adding value to the overall university. Exemplary performance.

Highly Successful (HS)
Employee exceeds job requirements/performance standards and objectives. Demonstrates full comprehension and

proficiency in primary responsibilities. Displays a high level of productivity, a focus on quality and adds value to work performed.
Offers and seeks more efficient methods to perform work. Initiates recommendations and solutions.

Successful (S)
Indicates employee is achieving satisfactory performance. Achieves job requirements/performance standards and objectives. Some

improvement may be required. Displays an acceptable level of productivity and quality results. Follows recommendations and
solutions.

Needs Improvement (NI)
Performance is below expectations; however, some job requirements may be achieved. May not consistently demonstrate

basic comprehension, required skills or initiative for the position. Corrective action or improvement is required.

Unsatisfactory (U)
Employee does not meet performance expectations. Job requirements are not being achieved. Does not demonstrate basic

comprehension, required skills or initiative for the position. Significant improvement is required. Requires consistent direction and
supervision. Corrective action is required.

Not Applicable (NA)
If any of the competencies listed do not apply to this position, indicate NA.

PART |
Job Responsibilities

Responsibility #1

Responsibility Description: Rating: O _HS S NI U INA

Supervisor comments:

Employee comments:

Responsibility #2

Responsibility Description: Rating: O HS S NI U NA

Supervisor comments:

Employee comments:




PART | CONTINUED

Responsibility #3

Responsibility Description:

Supervisor comments:

Employee comments:

Rating: O HS S NI _U INA

Responsibility #4

Responsibility Description:

Supervisor comments:

Employee comments:

Rating: O HS S NI _U INA

Responsibility #5

Responsibility Description:

Supervisor comments:

Employee comments:

Rating: O__HS S NI U INA

Responsibility #6

Responsibility Description:

Supervisor comments:

Employee comments:

Rating: O _HS S NI U INA

Responsibility #7

Responsibility Description:

Supervisor comments:

Employee comments:

Rating: O _HS S NI U _INA

Responsibility #8

Responsibility Description:

Supervisor comments:

Employee comments:

Rating: O _HS S NI U _INA

Responsibility #9

Responsibility Description:

Supervisor comments:

Employee comments:

Rating: O _HS. S NI U _INA




PART Il
Employee Skill & Effectiveness

JOB KNOWLEDGE

1. Has a clear understanding of job reSpoNSIDIlItIES ..........cocueiiiiiiiiii e
2. Knows and follows operational PrOCEAUIES ..........c.ueiiuiiiiieeiiiesieeesieeeseeesteeestaeestesesseeessaeesnsesanseeesnseeesssessnsenesns
3. Knows current issues and trends in assigned areas of responsibility
Supervisor Comments:

Employee Comments:

HS

NI

NA

PLANNING AND ORGANIZATION

Actively participates in planning designed to achieve the Department’s overall mission and goals.....................
Effectively implements planning strategies to achieVe goals ...
Establishes clear and specific objectives and tiMeEINES .........c.ceoiiie e nree e
Formulates effective plans to aChieVe ODJECTIVES ...........ccocuiiiiiiiiiie i see e ee e e e e e te e esae e teeennaeesnnee s
Coordinates planning efforts with other college offices ..
Demonstrates organizational and follow-through SKIllS .............coiiiiiiiiii e
Is well organized and effiCIENT............ii i e st et e e s e e st e et e e e e e tae e e ae e e naeeenee s

No oMb

Supervisor Comments:
Employee Comments:

HS

NI

NA

FISCAL MANAGEMENT

1. Understands UNIiVersity DUAQEL PIrOCESS .......cccuuiiiiiieiiieiiieesieeesieesteeeseeesaeeessaeeasteeessaeeestaeeasteeessseeaseeenseeesnsnnenne
Develops unit budget in CONCErt With QOIS ........coiuiiiiiiiiei et seee s
Follows fiscal business practices and Meets dEadliNES ..........c.cooiiie it
Manages approved budget and MoNitors EXPENAITUIES .........c.eeiiiieiiie i eee et seeeese e aeesaeeesreeesbaeesreeeenreeens

Effective in timely utilization of: hUMaN FESOUICES .........cccviiiiiiiie ettt e et eennaeesnee s
fINANCIAI FESOUICES ...t
PRYSICAl FESOUITES ..ottt saee e

ok own

Supervisor Comments:
Employee Comments:

HS

NI

NA

DECISION MAKING AND PROBLEM SOLVING

Identifies and evaluates problems ODJECHIVEIY ..........cciiii i e e sraeeenrae s
Formulates sound decisions and reCOMMENAALIONS ...........coiuiiiiiiieiiie ettt see e e see e sireesbeeesiseeanreeens
Encourages staff participation in deciSion MakKiNg .........ccceiiiiiiiiiiiii e
Demonstrates resourcefulness in ProbIEM SOIVING ........ceiuieeiiie et e e s e e sraeesbeeesseeeenreeens
Deals effectively with Changing SIUALIONS ..........coiiiiiiie e e e e saee e st ee e sseeesrreeessseeanreeens
WOTrKS effECtIVEIY UNUET PrESSUIE ...ttt ettt ettt ettt ettt sb e e ebe e e e aee e e sb e e sabe e e eaeeesasneesnbeeannee e

I

Supervisor Comments:
Employee Comments:

HS

NI

NA

LEADERSHIP QUALITIES
ArtICUIALES @ “VISION” FOF UNIL .....eeieeiieieee ittt sttt ettt ettt e bt e e s ab e e e s be e e s s bt e e abb e e e ke e e ssbeeebeeeanbeeannneennns
Effectively supervises and/or MOtVates STaff.........cceoiiieiiie s e e e e e e e e e nree e
Demonstrates creativity and reSOUICETUINESS .....ciiuiiiiiiiiiee et e e see e e e s e e e sraeesnnaeessseeenseeens
Models high personal and professional StANAAIAS ...........ccooiiiiiiiiiiiie e eenaee e
Provides effective leadership in goal achievement and areas of responsibility ...........cccoiiiiiiiiic e
Demonstrates:  StroNg WOTK €ThiC .........ciiiiiiiiiiieie ettt sae s
TEAMWOTK ...ttt ettt ettt st ettt et e b enne e s
(2] 011418 Tq1oF=1 i o] o T RO U PP PP PURTTOPIN
POSILIVE @EHEUTE ..ttt et e st e e sbb e e e be e e sabeeebeeeenbeeensneennns

o0~ wN R

Supervisor Comments:
Employee Comments:

HS

NI

NA

OVERALL CONTRIBUTION TO THE DEPARTMENT AND UNIVERSITY

Understands and contributes to achieving the strategic goals of the UniVersity ........c.ccccceeviveicie v,
Represents the university competently to external CONSHIUENCIES ........cccuveeiiieiiii e see e see e e
CoNntribULeS t0 POSILIVE MOTAIE .......ooiiiieiiii ettt ettt et e e st e et e e e et e e e tb e e e abe e e eab e e emnn e e saneeenneesnneas
Demonstrates interest and involvement in UNIVErsSity aCtVILIES ..........ccciiiiiiiiiiiiieie e
Promotes positive PUDBIIC FEIATIONS ........c..ieiiieiiiie ettt et e e et e e e e st e e ssaeessaeeessseeesseeesnteeensseeeseeens

aprwbde

Supervisor Comments:
Employee Comments:

HS

NI

NA




ParT Il

Goals and Performance Improvement Plans (may be optional)

List and define goals directly related to primary job responsibilities that the employee should meet throughout the next appraisal period. There
should be input by the employee and the supervisor in this process with the supervisor making any final decisions. Note: Responsibilities and/
or Competencies that were rated NI or U must identify specific goals and action steps for improvement.

GoALs

Goal 1:

Action Steps for Goal 1:

Expectations and timeline:

Review:

Goal 2:

Action Steps for Goal 2:

Expectations and timeline:

Review:

Goal 3:

Action Steps for Goal 3:

Expectations and timeline:

Review:

EMPLOYEE OVERALL RATING AND SUMMARY STATEMENT: (Attach with employee response.)

Supervisor’s Signature* Date:
Employee’s Signature* Date:
Vice President’s Signature** Date:

* Signature indicates that the employee has met with the supervisor to review the evaluation.
** Signature indicates that the appropriate Vice President has reviewed this evaluation with the supervisor.

Minnesota State University Moorhead is an equal opportunity educator and employer.
This information will be made available in alternate format, such as Braille, large print or audio cassette tape, upon request by contacting
Disability Services at 218.477.2652/V or 218.477.2047/TTY. For TTY communication, contact the Minnesota Relay Service at 1.800.627.3529.
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