[bookmark: _heading=h.gjdgxs][image: Carnegie Mellon Engineering]
DEPARTMENT NAME Staff
[bookmark: _heading=h.o5znheryp8l8]Annual Performance Evaluation—Professional Staff
	Employee Name and Title:  
	Date of Review:

	Supervisor Name and Title:  
	Review Period:



Manager rates employee across the competency areas, providing additional comments and notes as appropriate.
RATING KEY
AE–Above Expectations	Consistently meets and frequently exceeds expectations
ME–Meets Expectations	Consistently meets expectations
BE–Below Expectations	Occasionally fails to meet expectations
NI–Needs Improvement 	Frequently fails to meet expectations
NA–Not Applicable
[bookmark: _heading=h.cibv7t2chodh]RATING	I.  CORE PERFORMANCE COMPETENCIES
	_______
	[bookmark: _heading=h.7lojaqvtdap4]Quality
Work is accurate, thorough, neat and delivered to the desired specifications.
Comments:  _____________________________________________________________ _______________________________________________________________________

	_______
	[bookmark: _heading=h.tzyjzrmho8y7]Job Knowledge
Possesses the practical/technical knowledge required on the job.
Comments:  _____________________________________________________________ _______________________________________________________________________

	_______
	[bookmark: _heading=h.eyr3cdl2hne7]Customer Service
Helps others in support of organizational goals.
Comments:  _____________________________________________________________ _______________________________________________________________________




	_______
	[bookmark: _heading=h.irg69zl82cbx]Communication
Speaks effectively in individual or group situations; actively listens; writes clearly and convincingly; takes responsibility for facilitating information exchange among subordinates, peers, and managers.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.jw0mcssgsfcv]Time Management
Meets commitments and specified deadlines.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.5l5wba4jodwn]Professional Behavior
Demonstrates a willingness to cooperate, work, and communicate with peers, supervisors, subordinates, and/or external contacts.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.vfondiscqckw]Reliability
Task completion and follow-up.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.2f636rvvyim]Teamwork
Contributes to group performance to meet agreed upon objectives.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.maxtxx37iyb1]Financial Acumen
Demonstrates knowledge of and effectively implements GAAP; demonstrates knowledge of and effectively implements internal finance/accounting policies and procedures; proactively manages fiduciary responsibilities.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.90t72o57fexn]Overall Rating—Core Performance Competencies



RATING	II.  DESIRED PERFORMANCE COMPETENCIES
	_______
	[bookmark: _heading=h.f6ek0gbcieqr]Leadership
Proactively engages in making the organization a success by working effectively to accomplish objectives in own position and by building consensus on common goals.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.z72oal5hfi09]Priority Setting
Spends his/her time and the time of others on what’s important; can quickly sense what will help or hinder accomplishing a goal; eliminates roadblocks; creates focus.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.grl65tbw1syb]Decision Quality
Makes good decisions based upon a mixture of analysis, wisdom, experience and judgment; is sought out by others for advice and solutions.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.mplusyyxy5t0]Interpersonal Savvy
Relates well to all kinds of people—up, down, and sideways, inside and outside the organization; builds constructive and effective relationships; uses diplomacy and tact; can diffuse even high-tension situations comfortably.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.c8ay0sfb5kuq]Managerial Courage
Doesn’t hold back anything that needs to be said; provides current, direct, complete, and actionable positive and corrective feedback to others; faces up to people or problems quickly and directly; is not afraid to take negative action when necessary.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.48qjrok8utap]Problem Solving
Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all sources for answers; can see hidden problems; looks beyond the obvious and doesn’t stop at the first answers.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.p1wb5zblvsc5]Drive for Results
Can be counted on to exceed goals successfully and is constantly and consistently one of the top performers; steadfastly pushes self and others for results.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.1kmafl17x271]Overall Rating—Desired Performance Competencies



[bookmark: _heading=h.m23yu8sw6vb9]RATING	III.  VALUE-ADDED PERFORMANCE COMPETENCIES
	_______
	[bookmark: _heading=h.hoqt8s1tzog2]Dealing with Ambiguity
Can effectively cope with change; can decide and act without having the total picture; can comfortably handle risk and uncertainty.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.a6pjg6tp9vy]Conflict Management
Steps up to conflicts, seeing them as opportunities; reads situations quickly; can find common ground and get cooperation with minimum noise.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.wmygdgjq20lj]Motivates Others
Creates a climate in which people want to do their best; can motivate many kinds of direct reports and team or project members; empowers others; invites input from each person and shares ownership and visibility.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
	[bookmark: _heading=h.s05s0goichh8]Organizational Agility
Knowledgeable about how organizations work; works across organizational boundaries; knows how to get things done, both through formal channels and the informal network; understands the cultures of organizations.
Comments:  ____________________________________________________________ ______________________________________________________________________

	_______
_______
	Overall Rating—Value-Added Performance Competencies
[bookmark: _heading=h.ag6ejnvqgvtc]CUMULATIVE RATING





[bookmark: _heading=h.1ubvoel548m7]Accomplishments and contributions for the past year:

[bookmark: _heading=h.7wht49tqzao]Areas of focus, training, or education for next year:

[bookmark: _heading=h.fpeqh6bn6xsk]I have reviewed and acknowledge receipt of this summary.
	  		
Staff Member	Date
	  		
Manager	Date
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