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	EVALUATION
	Unacceptable
Performance
	Needs
Improvement
	Meets
Expectations
	Exceeds Most
Expectations
	Superior
Performance

	Quality of Work
Thoroughness, neatness, accuracy, proofreading, grammar, travel arrangements are timely and accurate, documents are prepared timely and accurately.
	 
	
	
	
	

	Quantity of Work
Total volume compared to expectation.
	
	
	
	
	

	Knowledge of Work
Knows how to perform job duties.
	
	
	
	
	

	Possesses necessary core competencies.
	 
	
	
	
	

	Engaged in knowing how the employee's & department's support relates to church's needs.
	
	
	
	
	

	Dependability
Ability to follow through with minimum supervision.
	
	
	
	
	

	Initiative
Is a “self starter”, eager to get job done, an originator of ideas.
	 
	
	
	
	

	Team Building
Understands common goals and works with others to achieve those goals.
	 
	 


	
	
	

	Judgment
Ability to analyze a problem or work assignment and apply a reasonable solution.
	 
	
	
	
	

	Adaptability
Conforms to instructions and policies.
	 
	
	
	
	

	Ability to Anticipate Supervisors Needs
Is ready for upcoming activities & major events
	 
	
	
	
	

	Customer Orientation
Treats fellow employees, supervisors and church member in an open friendly manner with courtesy, dignity and respect.
	 
	
	
	
	

	Responsiveness

Provides timely fulfillment of member and staff requests or refers to someone else as appropriate.
	 
	
	
	
	


 

1. Key contributions/strengths 

2. Area(s) for development 

3. Please include any additional comments you believe important in this process.  Insert an additional page if necessary.

