EMPLOYEE SELF EVALUATION

The following is a self-evaluation that all employees must be allowed to complete prior to their formal review.   Please rate each area as how well you feel you are performing by indicating a number at the end of each section.  Use 0 to indicate the lowest level of competence and 5 to indicate the highest.  

1. Knowledge of work - How well does the employee know his or her job? In order to successfully complete the duties and responsibilities of this position, what level of technical knowledge does the employee demonstrate? ______

2. Quantity of Work - Is employee's rate of production adequate? How does employee's production compare with that of others? Does employee display efficient use of time? _______

3. Quality of Work - Does the employee make frequent mistakes? Does employee's performance require constant supervision in order to ensure accuracy? Does employee take pride in his/her work and strive for excellence? _______

4. Initiative - Does employee volunteer for new assignments and responsibilities? Does the employee require a great deal of supervisory guidance regarding initiative? Does employee initiate new methods or techniques? _________

5. Dependability/ Responsibility - Does employee consistently fulfill responsibilities? How much follow-up is required? How reliable is this employee? ________

6. Quality of Interpersonal Relationships - Does employee create resentment in fellow employees? How tactful is employee when communicating with fellow employees? Does employee promote teamwork? Is employee cooperative with fellow employees and supervisors? _________

7. Attendance - How often is employee absent or late? Does the employee notify his/ her supervisor promptly when absence or tardiness occurs? How does the employee's attendance record compare with others?________ 

8. Punctuality - Is the employee consistently prompt? Is there an impact on his/her job performance? ________

9. Accomplishment of Objectives - Contributes to goals of department/division. Responsible. _________

10. Productivity - Meets deadlines, adapts to changes, uses resources efficiently. Uses good judgment in establishing priorities. _______ 

Employee Name:_________________________________Date:______________________
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