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Department Manager Performance Evaluation



Managerial Performance Evaluation
	Employee Name:
	

	Payroll Title:
	

	Unit:
	

	Division:
	

	Chair/Director
	

	Review Period 
	 From
	To


Objectives Reviewed:
Employee Signature:  

Date:  


Chair/Director Signature:  

Date:  


Division Staff Human

     Resources Signature:  

Date:  


	Overall Performance Rating—

Summary of Overall Performance
	(
Distinguished
(
Commendable 
(
Satisfactory
(
Marginal

	Chair/Director Summary:




Performance Objectives
	Academic Support

	Maintains accurate and timely records for all academic personnel actions, including payroll.  Ensures all academic reviews occur according to schedule, and complies with all APO, APM and CALL policies and procedures.
	(
Met
(
Partially Met
(
Not Met

	Maintains positive working relationships with departmental faculty, demonstrated by regular effective communication.
	(
Met
(
Partially Met
(
Not Met

	Ensures faculty receives necessary support within departmental guidelines for teaching and research including identifying external funding sources and allocating internal departmental resources as requested.  [May include this objective with "Budget" also]
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Faculty Support:

	Ensures faculty receives appropriate level of administrative support to accomplish their teaching, research, and public-service objectives by managing and maximizing staff, finance, and facilities.
	(
Met
(
Partially Met
(
Not Met

	Collaborates with faculty to successfully identify, initiate, develop, acquire, and implement extramural funding in support of their scholarly activities.
	(
Met
(
Partially Met
(
Not Met

	Manages all administrative aspects contract and grant supported activities effectively, from proposal submission, award acceptance, to fulfillment of reporting responsibilities to ensure compliance with University and agency policies and guidelines
	(
Met
(
Partially Met
(
Not Met

	Provides support to departmental academic functions, such as scheduling and maintaining records for the executive academic management group(s).  Facilitates follow-up actions from decisions made by committees and faculty work groups.  Ensures that these decisions are communicated appropriately to faculty, staff, and students.
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Staff Management and Supervision

	Selects, trains, and directs [Distinguish positions:  "business office" or "administrative" from “lab staff” or “research staff”] so departmental operations are performed effectively.  Allocates staff resources, according to departmental priorities and constraints to ensure appropriate levels of staff support in all functional areas of the Department.  Verifies that staff receives both formal and on-the-job training so they have the knowledge and skills necessary to meet the requirements of their positions.  
	(
Met
(
Partially Met
(
Not Met

	Evaluates staff performance through probationary reviews and annual written performance review for each staff employee.  If any employee does not demonstrate satisfactory performance, manager takes action with that employee so that the performance either improves or the employee separates from employment within _____ months.
	(
Met
(
Partially Met
(
Not Met

	Sets a positive example for departmental employees by complying with UC, UCLA, and departmental policies and guidelines.  Communicates frequently with all staff.  Maintains regular hours.  Ensures fair and consistent treatment of staff so that staff is clear about expectations and work collaboratively with minimal complaints.
	(
Met
(
Partially Met
(
Not Met

	Creates and fosters a positive working environment in the Department and resolves problems between staff, faculty, and/or students fairly and quickly.
	(
Met
(
Partially Met
(
Not Met

	Provides appropriate staff development opportunities and ensures employees are properly trained for the tasks to which they are assigned; mentors staff to nurture their professional growth for advancement in University
	(
Met
(
Partially Met
(
Not Met

	Evaluates changes in staff and labor policies and contracts and communicates critical information to all supervisors and/or other faculty and staff whose operations and/or budgets might be affected by any changes.  Assists in policy and contract language interpretation.
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Payroll and Personnel Actions

	Creates and manages internal processes so that all departmental personnel are paid accurately and on time with minimal errors, and that Department is compliant with state, federal and University policies.
	(
Met
(
Partially Met
(
Not Met

	Ensures that all personnel actions, including hiring, termination, changes in employment status, oversight of visas, are handled appropriately and in compliance with all applicable federal, state, UCOP, and UCLA regulations.
	(
Met
(
Partially Met
(
Not Met

	Maintains familiarity with current University payroll and benefit policies, procedures and guidelines to ensure efficient, accurate service.
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Budget, Accounting, Contract and Grant Supervision

	Manages the budget in all respects so that departmental expenses and revenue are forecast and reported accurately, and that cost accounting complies with all relevant policies and procedures.  Ensure that departmental funds are judiciously managed to provide optimum service at minimal cost.  
	(
Met
(
Partially Met
(
Not Met

	Provides requested support for contract and grant budgeting so that submissions to granting agencies are compliant with that agency's requirements.  
	(
Met
(
Partially Met
(
Not Met

	Ensures that costs associated with contracts and grants are accurately tracked, reported and consistent with the terms of the grant.
	(
Met
(
Partially Met
(
Not Met

	Provides clear, concise, relevant, and timely reporting of financial and budget information.  Manages and maintains accurate financial records.
	(
Met
(
Partially Met
(
Not Met

	Oversees purchasing so that inventories are efficiently managed for cost-effectiveness while maintaining adequate supplies for research and teaching as needed.  Coordinate purchasing with shipping and receiving to track, monitor and report on supply expenses.
	(
Met
(
Partially Met
(
Not Met

	Establishes Sales and Service funds as necessary and appropriate.  Develops cost/use rationale, audit all income and expense, and adjust annual budget accordingly.  Track, report, and manage funds according to University policy and practice.
	(
Met
(
Partially Met
(
Not Met

	Plan and promote summer session courses so as to fully utilize departmental resources and income.  Maintains current summer session enrollment [or increase by XX%].  Accurately tracks and reports income and expenses for summer sessions so Department knows how much income is available as soon as possible.
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Student Services

	Oversees department counseling and advising services to students to meet departmental goals for recruitment, financial support and placement of students.  Take steps to ensure that undergraduate and graduate students reach their degree goals within the time frame set by the Department.  Tracks and reports progress to degree and other critical departmental measures.
	(
Met
(
Partially Met
(
Not Met

	Maintains positive communication and interaction with Graduate Division, Registrar, Student Services and all relevant offices in support of students within the Department.  Complies with internal and external student requirements.
	(
Met
(
Partially Met
(
Not Met

	Ensures that the enrollment process for both graduate and undergraduate courses in the Department(s) runs smoothly so that s/he meets deadlines, accurately lists courses in the schedule, and achieves enrollment targets to appropriately and effectively schedule and staff classes.
	(
Met
(
Partially Met
(
Not Met

	Ensures faculty and students are nominated and supported as appropriate for teaching awards and other recognitions.
	(
Met
(
Partially Met
(
Not Met

	Works with Chairs and other faculty to assist in the development of new instructional programs and goals in support of the academic mission.
	(
Met
(
Partially Met
(
Not Met

	Develops new faculty and student orientation, respectively, with regard for Departmental and administrative unit policies, procedures, and resources.
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Facilities, Resource, and Space Management

	Maintains departmental space and equipment, and access to facilities in safe, working condition within departmental budgetary resources.
	(
Met
(
Partially Met
(
Not Met

	Ensures that Department maintains adequate computing equipment and support.  Oversees/contracts with other University or outside sources to provide cost-effective Web design and maintenance, help desk, network infrastructure, computer labs, user support, security and any other computing services required by the Department.
	(
Met
(
Partially Met
(
Not Met

	Plans, allocates, creates, and negotiates space and space requirements, including classrooms, offices, labs, libraries, conference rooms, special collections, and related instructional and research resources.
	(
Met
(
Partially Met
(
Not Met

	Arranges renovations and departmental moves so that they are cost-effective, timely and cause minimal disruption of services, as needed.
	(
Met
(
Partially Met
(
Not Met

	Complies with all CAL-OSHA and other health and safety ergonomic requirements and restrictions
	(
Met
(
Partially Met
(
Not Met

	Plans for emergency situations and communicates these strategies to all Departmental members as necessary so that all Department employees understand the appropriate procedures should an emergency or natural disaster occurs.
	(
Met
(
Partially Met
(
Not Met

	Manages shipping and receiving functions in conjunction with purchasing so that the supply chain is effectively managed for cost-effective and timely deliveries.
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Development

	Plans and manages initiatives to develop external sources of funds in conjunction with External Affairs/Development, so that the Department maintains gift funds equal to $XXXX annually.
	(
Met
(
Partially Met
(
Not Met

	Plans, publicizes, and mounts events to support departmental development and outreach goals [NOTE:  the measure here should be specific to the Department; e.g., "with overall attendance at events to exceed prior year's attendance by at least 10%," or "so that three new donors of at least $10,000 are identified during the fiscal year", etc.]
	(
Met
(
Partially Met
(
Not Met

	Manages donor and alumni relations to expand number of contributors and achieve at least X% growth per annum.  Keeps timely and accessible data on current and potential donors and creates targeted communication with them so that they remain knowledgeable about departmental activities.
	(
Met
(
Partially Met
(
Not Met

	Provides professional and effective administrative support for special events from conferences to seminars or private donor meetings by managing logistics, organizing publicity, negotiating vendor contracts, assisting invited guests, and performing an assessment of the efficacy of the event.
	(
Met
(
Partially Met
(
Not Met

	Establishes and maintains relationships with government, business and community officials to cultivate associations and represent the department/organization in a professional and diplomatic manner.
	(
Met
(
Partially Met
(
Not Met

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments

	Strategic Planning

	Plans for optimal use of all resources based on full knowledge and understanding of the unit's current and future mission.  Strategic Planning includes: maximizing use of core and external funding in support of academic and research programs and developing strategies for maintaining programs with fluctuating levels of state, private, and extramural funds.  Arranges for the most advantageous deployment of staff in order to foster and maintain effectiveness in new and ongoing programs.  Optimizes utilization and/or reconfiguration of available resources to accommodate current and future programs and projects.
	(
Met
(
Partially Met
(
Not Met

	Provides solutions to problems as they occur in all areas of responsibility with consideration for competing demands and all relevant stakeholders in a timely, cost-effective and diplomatic manner.
	(
Met
(
Partially Met
(
Not Met

	Counsels faculty leadership on managerial and operational issues, including evaluation of program priorities and review of resource allocation to make recommendations regarding the department's long range plans and advise them of probable consequences of various alternatives.
	(
Met
(
Partially Met
(
Not Met

	Understands the Manager role as a steward of departmental, organizational, and university resources, and demonstrates this understanding through responsible and ethical management of those resources.  Recognizes responsibility to the larger organization by actively participating in, and contributing to, Division, College, Campus, and University meetings, organizations, and task teams, when called upon to do so.  Maintains cordial and reciprocal relations across campus.  
	(
Met
(
Partially Met
(
Not Met

	Other Performance Objectives

	Manager-Defined Objective(s)
	(
Met
(
Partially Met
(
Not Met

	Comments


Performance Factors
	Collaboration/Team Orientation

	Interpersonal skills.  Gets along with others; promotes harmonious work relationships; respects and appreciates differences; skillfully builds consensus and support from people of different viewpoints.
	(
Consistently
(
Usually 
(
Insufficiently

	Builds bridges of cooperation.  Actively seeks stakeholders’ involvement; shares information and resources across boundaries towards common goals; gives credit to others for their efforts; resolves conflict through constructive dialogue; stays calm and objective; seeks win-win solutions.
	(
Consistently
(
Usually 
(
Insufficiently

	Actively contributes to group efforts.  Shows commitment to department/unit goals; shares work in development to solicit input; approaches projects with high energy levels; willing to assist others.
	(
Consistently
(
Usually 
(
Insufficiently

	Supports team decisions.  Acts as a team player to support decisions made by the team or organization; willing to compromise; supports group decisions even when holding a minority opinion.
	(
Consistently
(
Usually 
(
Insufficiently

	Comments

	Leadership/Initiative

	Develops and communicates a shared vision.  Shares in the development of a vision and creates enthusiasm for actions; visualizes the future.
	(
Consistently
(
Usually 
(
Insufficiently

	Acts as a role model.  Leads by example; sets and maintains high expectations for self and others; acts in ways others find credible and consistent; develops shared vision among staff and colleagues; opinions and ideas are sought by peers in own and other departments.
	(
Consistently
(
Usually 
(
Insufficiently

	Allocates resources effectively.  Uses resources such as other people’s time, materials, and budgets with great care; disperses resources in a timely and strategic manner.
	(
Consistently
(
Usually 
(
Insufficiently

	Acts with strategic focus.  Plans objectives and goals with a sense of the “big picture”; shows concern for the long term strategies as well as the short term tactics.
	(
Consistently
(
Usually 
(
Insufficiently

	Exhibits courage.  Thinks independently; challenges issues appropriately; contributes with initiative; volunteers input; takes reasonable risks when analysis and judgment warrant.
	(
Consistently
(
Usually 
(
Insufficiently

	Empowers others.  Finds ways to encourage decision making at the lowest possible level; inspires and instills courage in others to develop themselves and achieve excellence; shares knowledge; allows employees to solve problems using their own creativity, initiative and available resources.
	(
Consistently
(
Usually 
(
Insufficiently

	Comments

	Openness

	Shows flexibility and adaptability.  Acts as an agent of change; manages change effectively; adapts quickly to new concepts and embraces change; views change as an opportunity.
	(
Consistently
(
Usually 
(
Insufficiently

	Seeks and accepts feedback.  Actively solicits observations and perceptions of others; consistently pursues and accepts specific feedback about both positive and negative performance.
	(
Consistently
(
Usually 
(
Insufficiently

	Influences others.  Presents thoughts and ideas effectively; chooses words wisely; tactful; uses appropriate tone and inflections to demonstrate understanding of situations.
	(
Consistently
(
Usually 
(
Insufficiently

	Comments

	Communication

	Clear, concise and persuasive in written and oral communications.  Communicates frequently to staff and colleagues; seeks regular feedback; connects effectively with people at different organizational levels; produces and delivers effective formal presentations to a variety of audiences.
	(
Consistently
(
Usually 
(
Insufficiently

	Actively listens.  Uses strong listening skills to hear what others have to say; keeps an open mind; shows interest by giving full attention; stays on topic and allows other people to complete their statements.
	(
Consistently
(
Usually 
(
Insufficiently

	Listens well.  Pays attention to speaker; takes appropriate notes; asks questions to clarify ambiguities; is able to summarize others’ comments.
	(
Consistently
(
Usually 
(
Insufficiently

	Presents ideas effectively in formal situations.   Is at ease making formal presentations; makes effective use of media, such as internet, flip charts, and slides; is undistracted by side comments and questions; prepares and follows agenda; begins and ends on time; sets and maintains appropriate pace.
	(
Consistently
(
Usually 
(
Insufficiently

	Presents ideas effectively in informal situations.  Knows when to talk and when to listen; hears other speakers out; thinks before responding; follows up on decisions made.
	(
Consistently
(
Usually 
(
Insufficiently

	Keeps senior management and peers informed.  Advises Chair/Director when problems arise; does not withhold bad news; shares information about current projects; solicits reviews and assistance from others; prevents “surprises.”
	(
Consistently
(
Usually 
(
Insufficiently

	Asks questions of others tactfully.  Questions are concise, logical, and understandable; asks for what exactly s/he needs to know; questions and responses do not belittle, irritate or intimidate others; people feel comfortable answering questions asked.
	(
Consistently
(
Usually 
(
Insufficiently

	Answers questions of others comfortably.  Answers questions non-defensively; does not hold back unpleasant or negative information; is able to say “I don’t know but I’ll find out;” follows up to get answers to questions; listens to both questions and questioner.
	(
Consistently
(
Usually 
(
Insufficiently

	Communicates effectively in writing.  Writing is clear and concise; knows when to write and when to call; reviews letters and memos to ensure accuracy; clearly states purpose of memoranda or letters.
	(
Consistently
(
Usually 
(
Insufficiently 

	Comments

	People Development

	Effectiveness of development and training efforts.  Results of development efforts are observable and measurable; has reputation as a “people developer;” establishes specific measures for development activities.
	(
Consistently
(
Usually 
(
Insufficiently

	Provides developmental assignments for her/his staff.  Allows employees to take risks; examines own job to determine aspects other personnel can perform; seeks special assignments and projects for staff; counsels and coaches employees through projects.
	(
Consistently
(
Usually 
(
Insufficiently 

	Uses positive reinforcement and feedback.  Provides feedback quantitatively; uses reinforcement as a management tool to build or sustain employee performance; constructively corrects employees so that they learn from mistakes; directs feedback toward the task rather than the person.
	(
Consistently
(
Usually 
(
Insufficiently

	Delegates work appropriately.  Does not try to do entire job by her/himself; can state why s/he gives specific tasks to specific staff; follows up on delegated work to ensure successful completion; delegates work in accordance with ability and developmental needs of direct/indirect report(s).’
	(
Consistently
(
Usually 
(
Insufficiently 

	Takes appropriate disciplinary action.  Documents disciplinary action; uses good judgment in taking action; assures that the "punishment fits the crime.”
	(
Consistently
(
Usually 
(
Insufficiently

	Comments

	Innovation/Takes Risks/Challenges

	Challenges the status quo.  Not limited by tradition; willingness to tackle unpopular ideas; seeks new ways of doing things; does not hold back unpleasant or negative information.
	(
Consistently
(
Usually 
(
Insufficiently

	Fosters an innovative environment.  Appreciates new and creative ideas; listens to others; receptive to different and better ways of accomplishing tasks; gives credit where due; champions new ideas.
	(
Consistently
(
Usually 
(
Insufficiently

	Thinks beyond standard practice.  Looks for new ideas both inside and outside the University; develops innovative solutions; recognizes ideas outside the department, unit, and/or University to distinguish how s/he can apply new procedures to improve departmental/organizational processes.
	(
Consistently
(
Usually 
(
Insufficiently 

	Comments

	Contribution to Results

	Results Orientation.  Consistently meets commitments; follows through; expedites the job without disrupting work flow or causing bottlenecks; plans and organizes work projects effectively.
	(
Consistently
(
Usually 
(
Insufficiently

	Support others in meeting their objectives.  Assists and teaches others to meet their objectives, both within the department and across the organization; helps others learn.
	(
Consistently
(
Usually 
(
Insufficiently

	Shares the workload.  Can be counted on to do an appropriate part of the work; accepts responsibility; acts with good judgment; commits to action and follow-up; willing to assist others resolving workload bottlenecks at their area.
	(
Consistently
(
Usually 
(
Insufficiently 

	Solves problems.  Uses excellent problem-solving skills to tackle challenges; anticipates and solves problems proactively; gathers and analyzes data to solve problems; takes responsibility and ownership for assignment and decisions.
	(
Consistently
(
Usually 
(
Insufficiently 

	Information gathering/analysis/decision making.  Obtains necessary information; possesses good analytical skills; uses good judgment; is decisive; is willing to make tough decisions, even when the path forward is not clear; makes sound decisions, avoiding politics; involves the appropriate people collaboratively; weighs alternatives, anticipates potential problems and develops contingency plans.
	(
Consistently
(
Usually 
(
Insufficiently

	Makes good decisions.  Lists all possible alternatives for decision; makes timely and alternative decisions; does not try to make all decisions by her/himself; can make decisions on limited but adequate information; can state what potential problems decision can create; implements decisions effectively and follows up to assure results.
	(
Consistently
(
Usually 
(
Insufficiently

	Personal and/or Professional Development Goals

	Comments


	Employee Comments (optional)



I have received and reviewed this evaluation of my performance.  My signature indicates neither agreement nor disagreement with the evaluation content.
Manager Signature:  

Date:  


Chair/Director Signature:  

Date:  


Dean Signature:  

Date:  

Appendix A

Ancillary Performance Factors
	Self-Management, Organizational Knowledge/Self Improvement

	Demonstrates professional/technical knowledge.  Commands a thorough body of professional job knowledge; seeks professional development opportunities to enhance skills; actively increases skills and applies knowledge to the job.
	(
Consistently
(
Usually 
(
Insufficiently 

	Demonstrates commitment to self development.  Possesses high energy, motivation and desire to excel; is well organized; effectively manages time; uses time of others efficiently; is able to make mistakes and learn from them; does not make same mistakes twice.
	(
Consistently
(
Usually 
(
Insufficiently

	Understanding of the performance measures for her/his job.  Can state specific job accountabilities; and specific measures for each accountability; reviews and discusses quantifiable performance measures with supervisor; measures own performance regularly and accurately. 
	(
Consistently
(
Usually 
(
Insufficiently

	Experience level in current job.  Can relate current problems to historical ones; can identify resources required to do job; can handle all major activities engaged in by department; is familiar with section and department history. 
	(
Consistently
(
Usually 
(
Insufficiently

	Technical knowledge.  Possesses sufficient content knowledge to perform all parts of the job; can provide technical assistance to others; is consulted by others about technical problems.
	(
Consistently
(
Usually 
(
Insufficiently

	Education/Training level.  Completed or working on BA/BS; completed or working on MA, MS, MBA, MLIS, Ph.D; attended appropriate internal or external training programs; trained in content and performance expectations.
	(
Consistently
(
Usually 
(
Insufficiently

	Self development efforts.  Maintains and demonstrates current knowledge of relevant rules, regulations, and policies; reads about both technical and management issues extensively; aware of new theories, approaches, and developments in specialty area; attends professional meetings and seminars; seeks projects in areas outside immediate responsibility area.
	(
Consistently
(
Usually 
(
Insufficiently

	Priority Setting

	Sets appropriate priorities.  Can separate the important from urgent; can describe rationale for priorities set; can separate “the wheat from the chaff;” can rearrange priorities when circumstances dictate. 
	(
Consistently
(
Usually 
(
Insufficiently

	Uses time effectively.  Moves quickly from one activity to the next; makes use of “to do” lists and planning tools; makes good judgments about time allocations and requirements; sets appropriate deadlines/checkpoints and meets them; revises deadlines in advance when necessary.
	(
Consistently
(
Usually 
(
Insufficiently

	Plans and organizes work.  Identifies all resources required to complete projects; develops both short and long term plans; spends minimum amount of time: “fighting fires”; structures work according to other people’s abilities. 
	(
Consistently
(
Usually 
(
Insufficiently

	Controls and follows up to assure work completion.  Follows up to make sure job or task is accomplished; measures direct/indirect report(s’) productivity accurately and quantitatively; keeps costs within budget.
	(
Consistently
(
Usually 
(
Insufficiently

	Problem solving and decision Making

	Recognizes problems and opportunities.  Can recognize potential problems before they arise; can see opportunities within problems; takes actions about problems in early stages; can identify areas where problems are likely to arise.
	(
Consistently
(
Usually 
(
Insufficiently

	Uses resources in solving problems.  Doesn’t try to solve all problems by her/himself; can identify all resources available for help (other departments, outside resources, etc.); involves peers in own and other departments in solving problems; uses Chair/Director/Assistant Dean appropriately as a resource; seeks direct/indirect report(s’) input to help solve problems.
	(
Consistently
(
Usually 
(
Insufficiently

	Solves problems systematically.  Identifies a step-by-step sequence to solve problems; develops specific measures to determine that problem has been solved; documents steps taken to solve problems; follows up to assure problem does not recur.
	(
Consistently
(
Usually 
(
Insufficiently

	Fully resolves problems.  Problems solved do not arise again; solutions do not create new problems; all aspects of a problem are resolved.
	(
Consistently
(
Usually 
(
Insufficiently

	Develops new solutions.  Displays creativity in seeking solutions to problems; is able to integrate new ideas with current approaches; does not accept first possible solution.
	(
Consistently
(
Usually 
(
Insufficiently

	Interpersonal Skills

	Expresses emotions appropriately.  Reacts to criticism objectively and non-defensively; deals with anger, disappointment, frustration, etc. maturely; converses easily with others.
	(
Consistently
(
Usually 
(
Insufficiently

	Initiates friendly interaction.  Seeks out peers in own and other departments; converses easily with others; is included in group activities.
	(
Consistently
(
Usually 
(
Insufficiently

	Provides positive and negative feedback.  Provides both positive and negative feedback objectively and in a timely fashion. 
	(
Consistently
(
Usually 
(
Insufficiently

	Interacts effectively with superiors and senior management.  Interacts confidently and effectively with senior management; can make suggestions and/or disagree appropriately; considers institutional or organizational perspectives in dealing with issues or problems.
	(
Consistently
(
Usually 
(
Insufficiently

	Accepts positive and negative feedback.  Reacts objectively instead of defensively; listens to feedback and learns from it; asks questions when feedback is not completely understood; is willing to recognize bad decisions and change course.
	(
Consistently
(
Usually 
(
Insufficiently 

	Faces and resolves conflict.  Maintains objectivity in conflict situations; confronts conflict directly; avoids polarizing issues (i.e., “us vs. them,” “win‑lose”); seeks solutions acceptable to all; involved; is engaged in the conflict process; obtains appropriate assistance as needed to resolve problems.
	(
Consistently
(
Usually 
(
Insufficiently

	Personnel Development

	Direct/indirect report(s) know what is expected of them.  Sets high, challenging, and attainable goals; develops specific, attainable, measurable goals; staff members are able to state their accountabilities and measures; appraises employee performance objectively; conducts performance reviews regularly.
	(
Consistently
(
Usually 
(
Insufficiently

	Supports staff development.  Staff are capable of filling in during manager’s absence; discusses promotional opportunities with direct/indirect report(s); direct/indirect report(s) work effectively under minimal supervision; actively seeks promotional opportunities for direct/indirect report(s).
	(
Consistently
(
Usually 
(
Insufficiently

	Determines the developmental needs of employees.  Can identify specific strengths and weaknesses of each employee; delegates work to improve employees’ skills in specific areas; judgments about development needs of employees are supported by data; can describe developmental needs in terms of specific situations and behaviors; has constructed a development plan for each employee.
	(
Consistently
(
Usually 
(
Insufficiently

	Effectiveness of development and training efforts.  Results of development efforts are observable and measurable; has acquired reputation as a “people developer;” establishes specific measures for development activities; percentage of people promoted is higher than that of peers.
	(
Consistently
(
Usually 
(
Insufficiently

	Provided developmental assignments for his/her staff.  Allows employees to take risks; examines own job to determine parts that could be done by staff; seeks special assignments and projects for staff; counsels and coaches employees through projects.
	(
Consistently
(
Usually 
(
Insufficiently

	Uses positive reinforcement and feedback.  Provides feedback quantitatively; uses reinforcement as a management tool to build or sustain performance; constructively corrects employees so that they learn from mistakes; directs feedback toward the task rather than the person.
	(
Consistently
(
Usually 
(
Insufficiently

	Delegates work appropriately.  Does not try to do entire job by her/himself; can state why he/she gives specific tasks to specific employees; follows up on delegated work to assure completion; delegates work in accordance with employees’ ability and developmental needs. 
	(
Consistently
(
Usually 
(
Insufficiently

	Takes appropriate disciplinary action.  Documents disciplinary action; uses good judgment in taking action; assures that the “punishment fits the crime.”
	(
Consistently
(
Usually 
(
Insufficiently

	Achievement Orientation

	Ability to work independently.  Pushes the limits of her/his job; makes good judgments about when to ask for help; does not need every detail of every job explained; keeps supervisor advised of progress, changes, and problems with projects.
	(
Consistently
(
Usually 
(
Insufficiently

	Assertiveness.  Argues for what s/he believes; knows when to stop arguing; speaks with conviction about her/his projects; asks for clarification of decisions and policies s/he does not understand.
	(
Consistently
(
Usually 
(
Insufficiently

	Risk taking.  Makes good judgments of when to take risks; knows what dangers and penalties are involved; identifies potential problems before acting.
	(
Consistently
(
Usually 
(
Insufficiently

	Results orientation.  Displays a sense of urgency; does not accept excuses for failure, but looks for reasons or causes for failure and learns from experience; can state exactly results s/he seeks.
	(
Consistently
(
Usually 
(
Insufficiently

	Impact and influence on others.  Opinions and ideas are sought by peers in own and other departments; ideas and suggestions are taken seriously by others; can persuade others to accept her/his ideas; knows how to plan and “stage” ideas and proposals to gain acceptance.
	(
Consistently
(
Usually 
(
Insufficiently

	Resilience.  Bounces back quickly from disappointment and frustration; is able to adapt to change; does not express inappropriate discouragement or disappointment to others.
	(
Consistently
(
Usually 
(
Insufficiently

	Ability to manage in crisis situations.  Willingness to put in extra time and effort required; does not take over subordinate’s job in crisis; coaches and counsels staff in crisis situations; does not lose sight of objectives; keeps communications clear.
	(
Consistently
(
Usually 
(
Insufficiently

	Ability to make mistakes and learn from them.  Does not make same mistakes twice; reviews and analyzes mistakes with supervisor; does not make dumb mistakes.
	(
Consistently
(
Usually
(
Insufficiently
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