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DEPARTMENT MANAGER PERFORMANCE EVALUATION

PERFORMANCE OBJECTIVES

ACADEMIC /[FACULTY SUPPORT

Maintains accurate and timely records for all academic personnel actions, including payroll. Ensures O Met

all academic reviews occur according to schedule, and complies with all APO, APM and CALL policies | 7] Partially Met

and procedures. (1 Not Met

Ensures faculty receive appropriate level of administrative support to accomplish their teaching, O Met

research, and public-service objectives by managing and maximizing staff, finance, and facilities. 0 Partially Met
O Not Met

Maintains positive working relationships with departmental faculty, demonstrated by regular effective O Met

communication. 0 Partially Met
O Not Met

COMMENTS

BUDGET, ACCOUNTING, CONTRACT AND GRANT SUPERVISION

Manages the budget in all respects so that departmental expenses and revenue are forecast and O Met

reported accurately, and complies with all relevant policies and procedures (e.g. fiscal close, C-Big). 0 Partially Met

Ensures that departmental funds are judiciously managed to provide optimum service at minimal cost. (3 Not Met

Provides requested support for contract and grant budgeting so that submissions to granting agencies O Met

are compliant with that agency's requirements. Ensures that costs associated with contracts and 0 Partially Met

grants are accurately tracked, reported and consistent with the terms of the grant. (3 Not Met

Oversees purchasing so that inventories are efficiently managed for cost-effectiveness while O Met

maintaining adequate supplies for research and teaching as needed. Coordinates purchasing with 0 Partially Met

shipping and receiving to track, monitor and report on supply expenses. [ Not Met

Establishes Sales and Service funds as necessary and appropriate. Develops cost/use rationale, O Met

audits all income and expense, and adjust annual budget accordingly. Tracks, reports, and manages | (7] Partially Met

funds according to University policy and practice. (3 Not Met
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Plans and promotes summer session courses so as to fully utilize departmental resources and O Met

income. Accurately tracks and reports income and expenses for summer sessions so Department 0 Partially Met

knows how much income is available as soon as possible. (3 Not Met

COMMENTS

STAFF MANAGEMENT AND SUPERVISION

Allocates staff resources, according to departmental priorities and constraints to ensure appropriate O Met

levels of staff support in all functional areas of the Department. Writes and revises job descriptions as | [T} Partially Met

needs change. Recruits for open positions in a timely manner; makes good hiring decisions. (1 Not Met

Verifies that staff receive both formal and on-the-job training so they have the knowledge and skills O Met

necessary to meet the requirements of their positions. Provides appropriate development 0 Partially Met

opportunities. (3 Not Met

Sets a positive example for departmental employees by complying with UC, UCLA, and departmental O Met

policies and guidelines. Communicates frequently with all staff. Ensures fair and consistent treatment | (7] Partially Met

so that staff are clear about expectations and work collaboratively with minimal complaints. Evaluates [ Not Met

staff performance through probationary reviews and annual written performance reviews for each staff otiMe

employee.

Creates and fosters a positive working environment in the Department and resolves problems between O Met

staff, faculty, and/or students fairly and quickly. 0 Partially Met
O Not Met

COMMENTS
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PAYROLL AND PERSONNEL ACTIONS

Creates and manages internal processes so that all departmental personnel are paid accurately and O Met
on time with minimal errors, and that Department is compliant with state, federal and University 0J Partially Met
olicies.
P O Not Met
Ensures that all personnel actions, including hiring, termination, changes in employment status, O Met
oversight of visas, are handled appropriately and in compliance with all applicable federal, state, 0J Partially Met
UCOP, and UCLA regulations.
g O Not Met
COMMENTS
STUDENT SERVICES
Oversees department counseling and advising services to students to meet departmental goals for O Met
recruitment, financial support and placement of students. Take steps to ensure that undergraduate 0J Partially Met
and graduate students reach their degree goals within the time frame set by the Department. Tracks [ Not Met
and reports progress to degree and other critical departmental measures. otiMe
Ensures that the enrollment process for both graduate and undergraduate courses in the Department O Met
(s) runs smoothly and deadlines are met, courses are accurately listed in the schedule, and enroliment | 7] Partially Met
targets to appropriately and effectively schedule and staff classes are achieved.
g pprop y y O Not Met
Works with Chairs and other faculty to assist in the development of new instructional programs and O Met
goals in support of the academic mission. Organizes department participation in Commencement. 0 Partially Met
O Not Met

COMMENTS
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FACILITIES, RESOURCE, AND SPACE MANAGEMENT

Maintains departmental space and equipment, and access to facilities in safe, working condition within O Met

departmental budgetary resources. Arranges cost-effective and timely renovations and moves. 0J Partially Met
J Not Met

Ensures that Department maintains adequate computing equipment and support. Oversees/contracts O Met

with other University or outside sources to provide cost-effective Web design and maintenance, help 0J Partially Met

desk, network infrastructure, computer labs, user support, security and any other computing services [ Not Met

required by the Department. otiMe

Plans for emergency situations and communicates these strategies to all departmental members as O Met

necessary so that all Department employees understand the appropriate procedures should an 0 Partially Met

emergency or natural disaster occur. Complies with all CAL-OSHA and other health and safety (1 Not Met

ergonomic requirements and restrictions. otiMe

COMMENTS

DEVELOPMENT

Plans and manages initiatives to develop external sources of funds in conjunction with External D Met

Affairs/Development, so that Department maintains adequate gift and other donor related funds. 0J Partially Met
O Not Met

Provides professional and effective administrative support for special events from conferences to D Met

seminars or private donor meetings by managing logistics, organizing publicity, negotiating vendor 0 Partially Met

contracts, assisting invited guests, and performing an assessment of the efficacy of the event. (3 Not Met

COMMENTS

STRATEGIC PLANNING

Understands the Manager role as a steward of departmental, organizational, and university resources, D Met

and demonstrates this understanding through responsible and ethical management of those 0 Partially Met

resources. Recognizes responsibility to the larger organization by actively participating in, and (3 Not Met

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.
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OTHER PERFORMANCE OBJECTIVES (OPTIONAL)

O Met
a Partially Met
J Not Met

PERFORMANCE FACTORS

COLLABORATION/TEAM ORIENTATION

Fosters cooperation. Actively seeks stakeholders’ involvement; shares information and resources O Consistently
across boundaries towards common goals; gives credit to others for their efforts; resolves conflict
s i T o ) 0 Usually
through constructive dialogue; stays calm and objective; seeks win-win solutions.
0 Insufficiently
Actively contributes to group efforts. Shows commitment to department/unit goals; shares work in 0 Consistently
development to solicit input; approaches projects with high energy levels; willing to assist others.
p p pp proj g )% g 0 Usually
0 Insufficiently
COMMENTS
LEADERSHIP/INITIATIVE
Develops and communicates a shared vision. Shares in the development of a vision and creates a Consistently
enthusiasm for actions; visualizes the future.
0 Usually
0 Insufficiently
Acts as a role model. Leads by example; sets and maintains high expectations for self and others; a Consistently
acts in ways others find credible and consistent; develops shared vision among staff and
Co ) . 0 Usually
colleagues; opinions and ideas are sought by peers in own and other departments.
0 Insufficiently
Exhibits courage. Thinks independently; challenges issues appropriately; contributes with 0 Consistently
initiative; volunteers input; takes reasonable risks when analysis and judgment warrant.
0 Usually
a Insufficiently

COMMENTS
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OPENNESS/FLEXIBILITY

Thinks beyond standard practice. Looks for new ideas both inside and outside the University; 0 Consistently
develops innovative solutions; recognizes ideas outside the department, unit, and/or University and D Usuall
applies new procedures to improve departmental/unit processes. ually
a Insufficiently
Shows flexibility and adaptability. Acts as an agent of change; manages change effectively; 0 Consistently
adapts quickly to new concepts and embraces change; views change as an opportunity.
ptsq y p g g pp y 0 Usually
a Insufficiently
Seeks and accepts feedback. Actively solicits observations and perceptions of others; consistently 0 Consistently
ursues and accepts specific feedback about both positive and negative performance.
P Pts sp P 9 P O Usually
a Insufficiently
COMMENTS
COMMUNICATION
Clear, concise and persuasive in written and oral communications. Communicates frequently to a Consistently
staff and colleagues; seeks regular feedback; connects effectively with people at different
- i . . . . 0 Usually
organizational levels; produces and delivers effective formal presentations to a variety of
audiences. a Insufficiently
Actively listens. Uses strong listening skills to hear what others have to say; keeps an open mind; 0 Consistently
shows interest by giving full attention; stays on topic and allows other people to complete their
O Usually
statements.
a Insufficiently
Keeps senior management and peers informed. Advises Chair/Director when problems arise; 0 Consistently
does not withhold bad news; shares information about current projects; solicits reviews and
i . « — O Usually
assistance from others; prevents “surprises.
a Insufficiently

COMMENTS
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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

Makes good decisions. Makes timely decisions; does not try to make all decisions alone; 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.

aaa; aaad

Consistently
Usually

Insufficiently

Comments

PERSONAL AND/OR PROFESSIONAL DEVELOPMENT GOALS

COMMENTS

EmMPLOYEE COMMENTS (optional)




	Managerial Performance Evaluation
	Manager Signature:    Date:
	Performance Objectives
	Performance Factors

	EMPLOYEE NAME: 
	PAYROLL TITLE: 
	UNIT: 
	DIVISION: 
	CHAIRDIRECTOR: 
	FROM: 
	TO: 
	CHAIRDIRECTOR SUMMARY: 
	ACADEMIC FACULTY SUPPORTRow1: 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.
	ACADEMIC FACULTY SUPPORTRow2: Ensures faculty receive appropriate level of administrative support to accomplish their teaching, research, and public-service objectives by managing and maximizing staff, finance, and facilities.
	ACADEMIC FACULTY SUPPORTRow3: Maintains positive working relationships with departmental faculty, demonstrated by regular effective communication.
	BUDGET ACCOUNTING CONTRACT AND GRANT SUPERVISIONRow1: Manages the budget in all respects so that departmental expenses and revenue are forecast and reported accurately, and complies with all relevant policies and procedures (e.g. fiscal close, C-Big).  Ensures that departmental funds are judiciously managed to provide optimum service at minimal cost. 
	BUDGET ACCOUNTING CONTRACT AND GRANT SUPERVISIONRow2: Provides requested support for contract and grant budgeting so that submissions to granting agencies are compliant with that agency's requirements.  Ensures that costs associated with contracts and grants are accurately tracked, reported and consistent with the terms of the grant.
	BUDGET ACCOUNTING CONTRACT AND GRANT SUPERVISIONRow3: Oversees purchasing so that inventories are efficiently managed for cost-effectiveness while maintaining adequate supplies for research and teaching as needed.  Coordinates purchasing with shipping and receiving to track, monitor and report on supply expenses.
	COMMENTS_2: 
	STAFF MANAGEMENT AND SUPERVISIONRow1: Allocates staff resources, according to departmental priorities and constraints to ensure appropriate levels of staff support in all functional areas of the Department.  Writes and revises job descriptions as needs change. Recruits for open positions in a timely manner; makes good hiring decisions.
	STAFF MANAGEMENT AND SUPERVISIONRow2: Verifies that staff receive both formal and on-the-job training so they have the knowledge and skills necessary to meet the requirements of their positions. Provides appropriate development opportunities. 
	STAFF MANAGEMENT AND SUPERVISIONRow3: Sets a positive example for departmental employees by complying with UC, UCLA, and departmental policies and guidelines.  Communicates frequently with all staff. Ensures fair and consistent treatment so that staff are clear about expectations and work collaboratively with minimal complaints. Evaluates staff performance through probationary reviews and annual written performance reviews for each staff employee.
	STAFF MANAGEMENT AND SUPERVISIONRow4: Creates and fosters a positive working environment in the Department and resolves problems between staff, faculty, and/or students fairly and quickly.
	COMMENTS_3: 
	PAYROLL AND PERSONNEL ACTIONSRow1: 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.
	PAYROLL AND PERSONNEL ACTIONSRow2: 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.
	COMMENTS_4: 
	STUDENT SERVICESRow1: 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.
	STUDENT SERVICESRow2: Ensures that the enrollment process for both graduate and undergraduate courses in the Department(s) runs smoothly and deadlines are met, courses are accurately listed in the schedule, and enrollment targets to appropriately and effectively schedule and staff classes are achieved.
	STUDENT SERVICESRow3: Works with Chairs and other faculty to assist in the development of new instructional programs and goals in support of the academic mission. Organizes department participation in Commencement.
	COMMENTS_5: 
	FACILITIES RESOURCE AND SPACE MANAGEMENTRow1: Maintains departmental space and equipment, and access to facilities in safe, working condition within departmental budgetary resources. Arranges cost-effective and timely renovations and moves.
	FACILITIES RESOURCE AND SPACE MANAGEMENTRow2: 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.
	FACILITIES RESOURCE AND SPACE MANAGEMENTRow3: 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 occur. Complies with all CAL-OSHA and other health and safety ergonomic requirements and restrictions.
	COMMENTS_6: 
	DEVELOPMENTRow1: Plans and manages initiatives to develop external sources of funds in conjunction with External Affairs/Development, so that Department maintains adequate gift and other donor related funds.
	DEVELOPMENTRow2: 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.
	COMMENTS_7: 
	STRATEGIC PLANNINGRow1: 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.  
	OTHER PERFORMANCE OBJECTIVES OPTIONALRow1: 
	COLLABORATIONTEAM ORIENTATIONRow1: Fosters 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.
	COLLABORATIONTEAM ORIENTATIONRow2: 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.
	LEADERSHIPINITIATIVERow1: Develops and communicates a shared vision.  Shares in the development of a vision and creates enthusiasm for actions; visualizes the future.
	LEADERSHIPINITIATIVERow2: 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.
	LEADERSHIPINITIATIVERow3: Exhibits courage.  Thinks independently; challenges issues appropriately; contributes with initiative; volunteers input; takes reasonable risks when analysis and judgment warrant.
	OPENNESSFLEXIBILITYRow1: 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 and applies new procedures to improve departmental/unit processes.
	OPENNESSFLEXIBILITYRow2: 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.
	OPENNESSFLEXIBILITYRow3: Seeks and accepts feedback.  Actively solicits observations and perceptions of others; consistently pursues and accepts specific feedback about both positive and negative performance.
	COMMENTS_10: 
	COMMUNICATIONRow1: 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.
	COMMUNICATIONRow2: 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.
	COMMUNICATIONRow3: 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.”
	COMMENTS_11: 
	CONTRIBUTION TO RESULTSRow1: Results Orientation.  Consistently meets commitments; follows through; expedites the job without disrupting work flow or causing bottlenecks; plans and organizes work projects effectively.
	CONTRIBUTION TO RESULTSRow2: Makes good decisions.  Makes timely decisions; does not try to make all decisions alone; 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.
	Comments: 
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