Employee Evaluation Quick Guide
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=

Gor em
ol

Understand how you have performed and identify development opportunities for the future.
In this guide, learn how to complete your Performance Evaluation.

Getting started

To access your Performance Evaluation, select
Performance from the drop-down navigation menu.
Click on the hyperlink to access your form.

Self Evaluation*
The performance evaluation form has several sections

that you need to complete. For each section, do this:

Add a Rating

Select the rating from the menu that best represents
your proficiency. Use ‘meets’ as the neutral
midpoint, and rate up or down depending on
proficiency.

Add Your Comments

Here is where you enter your evaluation
feedback. Consider your overall, year-long
performance in this area, and provide clear and
specific examples. Use the writing assistant

Smart Tip: Use the notes feature located und
the MyEmployeefile erofie > to capture your achieveme
throughout the year.
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Performance Goals

This section should have a minimum of 3 goals and a maximum of 12 goals(to include any goals cascaded by your supervisor). All goals must be placed into 1 of 4 categories: financial,
customer, business process, leamning/growth. Not every category has to have a goal tied 1o it. Every goal will be required 10 Nave a ‘metric’ assigned to it in other words, how will you
Kknow when the goal is completed?

1.1.1 Redesign Tennis website
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Category: Customer

Goal: Metric:
Redesign Tennis website Incorporate information from existing website
5 Due: Status: % Complete:
0510172015 041302016 0.0%
Rating by Zachary Zubov:
Rating: | Choose One... v
Comments by Zachary Zubov: alspellcheck . ~Jlegal scan
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This section defines core competencies that are essential to the achievement of the City strategic plan. Use the ‘writing assistant to create comments on the performance evaluation

Builds customer confidence, is committed to increasing customer satisfaction, sefs achievable customer expectations, assumes responsibiliy for solving customer concems, ensures
commitments to customers are met, solicits opinions and ideas from customers, responds to both internal and external customers with equal prionty. “I've leamed that people will forget what
You said, people will forget what you did, but peopie wil never forget the way you made them feel.” - Maya Angelou
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|1 generally respond to external customers, but am sometimes unresponsive to internal customers. As a result, | miss ¢
|viewed as an obstacle in other | could contribute to a more
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Targets and achieves results, sets challenging and productive goals, prioritizes tasks, overcomes obstacles, accepts accountability, manages workload and is attentive to detail and
accuracy, is committed to excelience. looks for improvements continuously, prioritizes tasks, develops effective work procedures, manages time well, handles information flow, meets
deadiines.
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Make the most out of your Evaluation with these Tips:

e Track accomplishments monthly by adding notes, so it is easier to complete a — R

self-review.

¢ Read your evaluation in advance and come prepared with discussion points.
e Make the evaluation meeting a conversation; both of you talk and listen.

e Make sure that you allow time to focus on the future, not just the past.

e Collaborate to set future goals.




