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Self-Evaluation Form for Classified Employees
(Voluntary)

To Staff Members:

This form is intended to give you an opportunity to evaluate your own work performance by identifying successes and areas for improvement. 
Use of this form is optional in helping you prepare for your evaluation, participate in a discussion with your supervisor, and plan for the future.

When you complete this form give it to your direct supervisor who will review it and discuss it with you. The welf-evaluation form is for departmental use only and will not be filed in an employee’s personnel file in Human Resource Services.

	Employee’s Name:
	     
	Date Prepared:
	     

	

	Review Period:
	From:
	     
	To:
	     


Please cite specific examples of successes and areas for improvement.  
	SERVICE TO STUDENTS, FACULTY, AND STAFF: effective communication; follow-through; listening skills; timeliness; responsiveness

	Successes:      

	Areas for Improvement:      


	JOB SKILLS/KNOWLEDGE: level/range of work-related skills; understanding of various required work assignments; facility with work tools/equipment

	Successes:      

	Areas for Improvement:      


	PRODUCTIVITY: amount/volume of work accuracy; quality of work; timeliness in completing work; initiative; problem solving

	Successes:      

	Areas for Improvement:      


	TEAMWORK: working relationships; flexibility; commitment to department goals

	Successes:      

	Areas for Improvement:      


	WORK HABITS: attendance; punctuality; availability; accessibility; adherence to policies, procedures, or practices

	Successes:      

	Areas for Improvement:      


	JOB DUTIES AND RESPONSIBILITIES: assessment of specific job duties and responsibilities not elsewhere mentioned

	Successes:      

	Areas for Improvement:      


	OVERALL PERFORMANCE: contribution to overall mission

	Comments:      


	Employee’s Signature
	
	Date
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