University Center Employee Performance Review
Employee Information
	Name
	
	Employee ID
	

	Job Title
	
	Date
	

	Department
	
	Supervisor
	

	Review Period
	
	
	



Directions: Write the rating your student received for each category and add comments as needed. Performance reviews should be conversational and students should know why they’re receiving the ratings you select and how they can improve moving forward.
Ratings
	Leadership
	Needs Improvement
	Developing
	Meeting Expectations
	Exceeding Expectations
	N/A

	Representation and Professionalism:
Understands the mission and core values; represents the UC well; behavior is always appropriate for the workplace; exhibits proper dress and social professionalism.
	

	Customer Service:
Consistently portrays a positive and pleasant attitude; approachable; smiles and greets customers/clients; handles difficult customers with composure and responds quickly to crisis situations.
	

	Problem Solving and Critical Thinking:
Readily recognizes when a decision is necessary; always uses relevant policies and procedures in their decision-making process; knows when to check with their supervisor.
	

	Initiative:
Shows self-confidence and creativity; is proactive and learns quickly; seeks out additional resources and information on their own; asks advanced questions.
	

	Dependability and Accountability: 
Consistently models dependable behavior; consistently accepts accountability and responsibility; seeks solutions rather than blaming others.
	

	Diversity
	Needs Improvement
	Developing
	Meeting Expectations
	Exceeding Expectations
	N/A

	Inclusivity:
Open-minded, flexible, and cares about the perspectives of others; asks others what they think and listens without judgement.
	


	Developing and Empowering Others:
Establishes trust; builds empathy; solicits feedback; provides instructions; shows appreciation; recognizes limitations.
	 

	Learning
	Needs Improvement
	Developing
	Meeting Expectations
	Exceeding Expectations
	N/A

	Understanding Job Duties and Expectations:
Understands job expectations and responsibilities; trusted to run autonomously.
	

	Safety & Security:
Follows safe work practices; safeguards UC assets; participates in safety and security trainings as appropriate for their position.
	

	Quality and Accuracy of Work:
Displays a high level of organization, detail, and care in their work; double-checking their work is not necessary; needs little instruction from supervisor to complete job duties; accomplishes tasks effectively.
	

	Fun
	Needs Improvement
	Developing
	Meeting Expectations
	Exceeding Expectations
	N/A

	Teamwork:
Works well with others; shows respect to everyone, even those they may not like or agree with; fair, caring and thoughtful; reciprocates kindness.
	
 

	Creativity and Innovation:
Communicates and listens to new ideas; appreciates diverse thinking; looks for new/better ways to do their job; shares their knowledge and skills.
	


	Communication:
Communicates clearly, both verbally and written; consistently seeks feedback and mutual understanding; openly communicate their feelings and concerns at work.
	





Evaluation
	OVERALL Evaluator Comments







	STUDENT COMMENTS or questions about this review








	Since your last review, what accomplishments, personal victories, etc. are you most proud?








	What are a couple things I could do differently to better manage you, your co-workers, or this department?








	If you could make changes to your current job, what would they be?








	What are your short/long-term Goals for the next year? 








	[bookmark: _GoBack]MERIT INCREASE AMOUNT:
	



Verification of Review
	By signing this form, you confirm that you have discussed this review in detail with your supervisor. Signing this form does not necessarily indicate that you agree with this evaluation.

	Employee Signature
	
	Date
	

	Supervisor Signature
	
	Date
	



