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Category 3: Quality of Work 

Rating Performance Characteristic 

Appropriate attention to detail. 

Meets targets and deadlines. 

Utilizes supervision appropriately; able to serve with limited supervision; demonstrates initiative. 

Flexible and adaptable; demonstrates ability to perform under stress. 

Results are accurate, reliable, and consistent with training. 

Plans and organizes service for maximum effectiveness and efficiency. 

Quality of Work average 

Comments 

Category 4: Attitude 

Rating Performance Characteristic 

Willingly accepts and responds to direction, constructive criticism, and delegated assignments; 

accepts suggestions. 

Accepts full responsibility for actions. 

Presents an appropriate appearance as it relates to duties and type of work 

Promotes a shared vision that drives unit, divisional, and institutional short-term and long-term 

planning 

Willingly observes and supports the organization's policies and procedures. 

Attitude average 

Comments 
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Category 5: Communication 

Rating Performance Characteristic 

Expresses self clearly and concisely in written and oral communications. 

Utilizes appropriate conflict management practice (i.e., speaks for self, does not en- gage in 

gossip or dissemination of rumors, clearly identifies interests, seeks win/win solutions). 

Communicates well with clients, peers, and supervisors. 

Employs active listening skills, requesting clarification and feedback when needed. 

Communication average 

Comments 

Category 6: Relationships and Teamwork 

Rating Performance Characteristic 

Promotes favorable relationships with those being served 

Earns respect of others 

Treats others with respect 

Develops and maintains effective working relationship with supervisors, peers, and others outside 

the unit. 

Works proactively as part of the team to achieve goals of the office 

Willing asks for help from others or seeks consultation as appropriate 

Understands their impact on others 

Willingly volunteers for projects 

Establish systems and teams that promote leadership development and mentoring 

Create a culture of feedback to improve leadership as an individual and team 

Relationships and Teamwork average 

Comments 
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