
To Staff Members:

The purpose of this form is to provide employees in managerial/supervisory classifications at salary grade 15 or above
an opportunity to evaluate their work performance through the identification of specific examples of successes and areas
for improvement relative to specific job-related factors.

While use of this form by supervisors and/or staff members is optional, its use is suggested as a tool to stimulate con-
structive dialogue regarding work performance. Participation in self-evaluation is intended to ensure the involvement of
employees in their own evaluation process, to help establish directions for future activities and to assist in continuous
improvement of the quality of services.

Upon completion of this form, your direct supervisor will review and discuss with you the content of your self-evaluation and
that of the performance evaluation form. The self-evaluation form is for departmental use only and will not be maintained
in the central files within Human Resource Services.

Please Note: Evaluation for each factor should take into consideration your individual performance and the per-
formance of the unit(s) for which you are responsible. Enter dates in mm/dd/yyyy format.

Name of Staff Member: _____________________________________________________________________________

Social Security Number of Staff Member: _______________________________________________________________

Classified Title: ____________________________________________________________________________________

PERIOD COVERED: FROM __________________ TO __________________ 
(date) (date)

PLEASE CITE SPECIFIC EXAMPLES OF SUCCESSES AND AREAS FOR IMPROVEMENT.

Self-Evaluation Form for Employees in
Managerial/Supervisory Classi�cations

Application of University policies/procedures to include affirmative action: level of understanding of work-
related processes and consistency in the application of institutional policies and procedures; compliance with unit/
divisional affirmative action goals

Successes:

Areas for Improvement:

        



Comm unication: success in constructing effective reports; conducting productive meetings; and giving informational/
educational presentations

Successes:

Areas for Improvement:

Customer Ser vice/Quality Mana gement: success in providing courteous and efficient service to customers in a
timely manner; understanding and application of quality management principles

Successes:

Areas for Improvement:
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Initiative/Inno vation/Adaptability: willingness to assume additional responsibilities; to develop and/or pursue alter-
nate/new concepts to facilitate the achievement of unit goals; and to acclimate to new situations and contingencies

Successes:

Areas for Improvement:

Institutional/Comm unity/Pr ofessional Relations: success in fostering positive relationships and teamwork between
University/Medical Center departments in order to meet organizational objectives and acting as a representative of
the University to external parties

Successes:

Areas for Improvement:
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Planning/Decision Making: success in setting priorities; analyzing, organizing, and forecasting unit functions; and
rendering competent decisions to achieve unit goals

Successes:

Areas for Improvement:

Productivity: success in achieving organizational objectives relative to quality and quantity of products/services

Successes:

Areas for Improvement:
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Resour ce/Fiscal Mana gement: success in maximizing the utilization of available staff, budget, technology, and space

Successes:

Areas for Improvement:

Staff De velopment/Leader ship: success in training, developing, motivating, and maximizing the knowledge and
skills of subordinates in the accomplishment of unit and/or individual staff objectives

Successes:

Areas for Improvement:
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Overall Unit P erformance: individual contribution to overall mission

Successes:

Areas for Improvement:

Overall Unit P erformance: unit(s) contribution to overall mission

Successes:

Areas for Improvement:

Staff Member’s Signature: _____________________________________________ Date: _______________________
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