
Confidential Performance Review for Administrators

Please rate the above named administrator's performance for each item by placing a check or X inside the 
appropriate checkmark square.  The rating scale is:  1=Poor, 2=Below Average, 3=Average, 4=Above Average, 5
=Excellent. If you "Don't Know", leave the assessment blank and go on to the next item.

1. Uses good planning and organizational skills ....................................................................................................

Response Definition: 1=Poor   2=Below Average   3=Average   4=Above Average   5=Excellent   

@ @ @ @ @ 
1 2 3 4 5

2. Effectively carries out routine duties of the position .......................................................................................... @ @ @ @ @ 
3. Understands duties of the position and has necessary knowledge for the job................................................... @ @ @ @ @ 
4. Remains professionally current in administrative activities ................................................................................ @ @ @ @ @ 
5. Expresses verbal, written and personal communications smoothly, accurately and clearly .............................. @ @ @ @ @ 
6. Provides good feedback .................................................................................................................................... @ @ @ @ @ 
7. Accepts suggestions and guidance in a positive manner .................................................................................. @ @ @ @ @ 
8. Communicates openly, listens well, accepts and offers constructive criticism................................................... @ @ @ @ @ 

9. Attends to details conscientiously......................................................................................................................
1 2 3 4 5

@ @ @ @ @ 
10. Determines what work is important.................................................................................................................. @ @ @ @ @ 
11. Meets deadlines .............................................................................................................................................. @ @ @ @ @ 
12. Follows through and gets things done in an efficient and dependable manner................................................ @ @ @ @ @ 
13. Effectively uses personnel, time, money, materials, equipment, space, etc. .................................................. @ @ @ @ @ 
14. Shows appropriate drive and energy ............................................................................................................... @ @ @ @ @ 
15. Works willingly beyond ordinary requirements when necessary ...................................................................... @ @ @ @ @ 
16. Maintains regular and punctual attendance..................................................................................................... @ @ @ @ @ 
17. Usually has contingency plans to meet unexpected situations, and averts most emergencies by  ample 

foresight........................................................................................................................................................... @ @ @ @ @ 

18. Professional development ...............................................................................................................................
1 2 3 4 5

@ @ @ @ @ 
19. Service to the institution .................................................................................................................................. @ @ @ @ @ 
20. Service to own service area............................................................................................................................. @ @ @ @ @ 
21. Works for the good of the entire organization.................................................................................................. @ @ @ @ @ 
22. Shows creativity and fosters innovation in the development of new ideas....................................................... @ @ @ @ @ 
23. Interprets the needs and benefits of the organization to the community.......................................................... @ @ @ @ @ 
24. Inspires, motivates, and encourages a positive atmosphere and a feeling of unity and enthusiasm ............... @ @ @ @ @ 
25. Allows the introduction of new ideas and encourages staff participation ......................................................... @ @ @ @ @ 
26. Shows a realistic perspective when setting goals and timetables.................................................................... @ @ @ @ @ 
27. Sets priorities wisely ........................................................................................................................................ @ @ @ @ @ 
28. Accurately forecasts future needs ................................................................................................................... @ @ @ @ @ 

29. Displays candor, trustworthiness, honesty, reliability, respect for others .........................................................
1 2 3 4 5

@ @ @ @ @ 
30. Is available to staff and sensitive to staff needs and problems........................................................................ @ @ @ @ @ 
31. Demonstrates appreciation of staff efforts; distributes rewards and assignments fairly................................... @ @ @ @ @ 
32. Is willing to accept advice and suggestions from others. ................................................................................. @ @ @ @ @ 
33. Treats associates and subordinates in a fair manner (without favoritism) ....................................................... @ @ @ @ @ 
34. Handles conflict and dissent effectively ........................................................................................................... @ @ @ @ @ 
35. Demonstrates discretion and good judgment in handling confidential and confrontational situations.............. @ @ @ @ @ 
36. Operates with a sense of humor...................................................................................................................... @ @ @ @ @ 
37. Displays tact, courtesy, and friendliness toward staff, colleagues and community members .......................... @ @ @ @ @ 
38. Is easy to work for and/or with ......................................................................................................................... @ @ @ @ @ 
39. Maintains high morale ..................................................................................................................................... @ @ @ @ @ 
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