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TECHNOLOGY OFFICE
PERFORMANCE MANAGEMENT PORTFOLIO
	Team Member: 
	Date:  

	Year or Period Covered: 
	Position: 

	Reviewer: 
	Length of Service (Present Position): 

	Date & Time of Review: 
	Length of Service (Total): 


PART A
A1 – Describe the main duties and responsibilities of the person’s position (Discuss and compare with team member’s entry in A1. Clarify job purpose and priorities when necessary)
A2 – Discussions Points
 (Review the completed discussion points from team member’s entry in Section A2)
  (Discussions Points Continued from Page 1)
  A3 – Personal Improvement
  (Review the completed personal improvement points from team member’s entry in section A3)
PART B – Using the scale below, score the individual’s capability or knowledge for each of the 5 major areas. When done, determine their overall rating by computing the total of all ratings and dividing the number by 25.

SCALE









Overall Rating: _______
5 – Far Exceeds Expectations

4 – Exceeds Expectations

3 – Meets Expectations

2 – Meets Most Expectations

1 – Does Not Meet Expectations
Note: When applicable, you may rate yourself in .5 increments and therefore could have any one line with a 2.5, 3.5, etc.
Job Knowledge

Applies technical and procedural knowledge effectively to complete tasks
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Understands the systems and equipment pertaining to the job

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Demonstrates personal desire for continual learning

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Enhances personal knowledge of technologies to meet changing requirements

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Applies learning to improve performance

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Relationships
Responds to end-user needs with enthusiasm
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Communicates effectively with end-users

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Collaborates effectively with team members
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Communicates effectively with team members

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Builds and maintains effective relationships with others

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Flexibility/Attitude
Accepts instructions and assignments well

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Values and respects the opinions of others

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Demonstrates personal openness to diverse and innovative ideas
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Demonstrates a cheerful attitude and enthusiasm for job duties and assigned tasks

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Sets high standards for personal performance

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Dependability/Motivation
Follows instructions and appropriate procedures
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Is attentive to detail and properly documents actions taken
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Solves problems quickly and effectively and considers priorities in completing assignments
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Has a desire to excel and is results oriented
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Keeps director informed of developments
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Strategic Thinking & Problem Solving
Anticipates problems and takes steps to avoid or mitigate
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Develops and suggests new solutions for improving departmental effectiveness
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Demonstrates imagination and originality
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Contributes diverse and innovative ideas for solving problems 
5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]

Has genuine conviction about the higher meaning and purpose of work

5 [ ]          4 [ ]          3 [ ]          2 [ ]          1 [ ]
Note: This final section is to be completed jointly during the review meeting by team member and director.
~Employee Notes~
A. Professional Development Plan

Target Date:


Completion Date:
Signatures

_______________________________________

_______________







Date

_______________________________________

_______________







Date

**********
By signing this evaluation form, the employee and supervisor indicate that they have discussed the information presented in this Performance Management Portfolio. The employee’s signature does not indicate that they necessarily agree with the information contained in Section B of the reviewer’s report.

**********
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