
           
                          

   
 

1 
 

Performance Appraisal 
Employee Self-Review 

 

Name:   Manager/Supervisor:    

Title:   Review Period:    Date:   
 
ACCOMPLISHMENTS AND RESULTS 
Use the space below to provide a summary of your key accomplishments and results. Consider the following questions: 

 What are your most important achievements/accomplishments over the past 12 months?  Include results for 

ongoing job responsibilities in addition to performance on specific projects or initiatives. 

 What was your role and/or involvement on teams and/or committees over the past year? 

 What are your greatest strengths and how did you use them in your position over the past year? 

 What are opportunities for your development?  What steps can you take to enhance your performance in 
these areas? 

 
 
Summary of Accomplishments and Results 
 

 

 

PERFORMANCE BEHAVIORS 

Use the space below to provide examples that highlight your demonstration of the Performance Behaviors (you may 

provide examples for some or all of the behaviors). Consider the following questions: 

 If you were asked to assess yourself, which behaviors are your strengths? How have you used them over the 

past twelve months?  

 For which behaviors have you demonstrated the most significant improvement? What impact has this had on 

your performance and results? What are your opportunities for improvement in the coming year? 
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Performance Behavior Highlights 
 

 

 

 

 

 

 

 

Performance Behaviors and Definitions 

ALL STAFF 

Job Knowledge:   
Understands job responsibilities and scope of authority. Understands and applies functional concepts and skills necessary to 
accomplish job tasks.  Understands and follows relevant operating procedures and laws pertaining to area of expertise.  Effectively 
uses training and experience to enhance job knowledge 

Accountability:  
 Accepts responsibility for job-related decisions, actions, and results.  Properly prioritizes work.  Completes tasks and assignments 
on time. Communicates changes to others when needed. 

Dependability:  
Arrives on time to work, meetings and appointments.  Adheres to schedule.  Follows up on decisions, actions, and commitments.   

Quantity/Quality of Work:  
Strives to achieve accuracy and consistency in a timely fashion. Organizes work to achieve maximum productivity. Pays attention 
to detail. Produces work products that are neat, well organized, and meets standards. 

Service Orientation:   
Takes a proactive approach to helping others.  Considers one’s actions and words through the eyes and ears of customers/clients.  
Resolves issues quickly or refers a customer to appropriate party and then follows-up to ensure that the issue is resolved.  
Responds sensitively to requests for service; uses discretion when needed.  Maintains composure in difficult situations. 

Initiative:   
Takes prompt action to accomplish tasks or meet goals and objectives.  Completes assignments with minimal direct oversight.  
Displays motivation and determination necessary for job.  Anticipates needs.  Offers creative and innovative ideas for 
improvements and solutions to problems. 

Interaction with others:   
Works cooperatively and collegially with others to share appropriate information, authority, responsibility, and resources.  Treats 
others with respect and dignity; builds productive rapport with individuals within and outside the University community.  Actively 
participates in team discussions and meetings.  Shows diplomacy in dealing with others; manages conflict in an efficient and 
productive manner.  Respects the diverse backgrounds and ideas of others.  Communicates effectively. 
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STAFF WITH DIRECT REPORTS                              

Leadership:  
Sets and communicates a clear vision that corresponds with organization’s overall direction.  Plans strategically and commits to a 
course of action to accomplish goals.  Uses critical thinking and diagnostic reasoning skills to modify actions as needed.  Acts as a 
positive role model for staff.  Instills a sense of confidence in staff.  Allocates decision-making authority and/or responsibility to 
appropriate others to maximize individual and organizational effectiveness.  Takes advantage of staff skills and abilities to achieve 
desired results. Credits contributions of others. 
Decision Making:   
Generates pragmatic approaches to addressing issues, challenges, and opportunities.  Analyzes problems. Develops and 
implements effective solutions.  Makes sound business decisions in a timely manner.   
Staff Development/Performance Management:   
Plans and supports the growth of skills, knowledge, and abilities so that staff individuals can fulfill current or future responsibilities 
more effectively.  Sets clear priorities, goals, and expectations.  Conducts annual performance appraisals and provides effective 
and timely feedback throughout the year.  Manages performance problems.  Supports and encourages staff to learn new skills.  
Encourages excellent performance in others.  Responds appropriately to staff needing assistance.  Manages conflict by working to 
understand and resolve workplace disputes, incompatibilities, oppositions, or disharmonies. 
 


