Employee Name, Employee Title

PERFORMANC REVIEW

08/16/04

(Based on Tompkins County's Point-Factor Rating System.  You would have to customize based on the factors for a given title)

RATING SCALE:  (poor) 1   2   3   4   5   6   7   8   9   10  (excellent)

KNOWLEDGE:   

You possess an excellent knowledge of _____________________.   This work is mostly customer service, considerable repetitive data entry and autonomous application evaluation.   A good knowledge of civil service law and our local rules is requisite in order to be able to answer the general questions that come your way.  You possess a rough idea of how payroll and transactions works and a good idea of how the examinations program operates; however, you have not had quite as much exposure to the details of these two operations as I would like.

Your level of knowledge is consistent with that specified in the job description for _________________, at least as it applies to front desk operations.   However as you are aware, I would like to see more extensive cross training in the Civil Service administration segment of this office.  A hands-on opportunity for you to expand your knowledge of the payroll system and the examinations program would greatly benefit this office from a cross-functional perspective.  This lack of knowledge is through no fault of your own.  You have many times expressed an interest in having professional development opportunities.  We intend to give you an opportunity to learn new duties by reorganization the department and cross training all staff.

AUTONOMY/INDEPENDENT JUDGMENT:  

All _______________ have been granted a considerable amount of autonomy and independent judgment.  Autonomy is, in fact, is one of the highest rating point-factors in the _______________ job description.  A ________________ is not only expected, but required to exercise discretion and independent judgment in the performance of her duties.  You have been given the power, authority and discretion necessary to carry out the details of your work with minimal input or feedback.  

Your level of autonomy is consistent with that specified in the job description, at least as it relates to the front desk.   I am happy to say that you have pretty much always been comfortable with your level of autonomy.  You do not hesitate to research questions, make decisions and follow through.  You feel a great deal of personal responsibility for ensuring that your work is done and that applications are tracked to perfection.  Your filing skills keep this place humming along smoothly and it is very rare indeed that we cannot find what we are looking for in its proper place.  You maintain very high standards but do not feel the need to maintain absolute control over your work area and what you perceive to be your area of expertise.  This work method is desirable to the overall functioning of the office and I would like to see your attitude shared across desks.  You have the capability, attitude and people skills necessary to perform any duty in this office.  

SUPERVISION:  n/a  Supervision is not generally a function of this class although you could be called upon to supervise interns or Project Assistants if needed.

PSYCHOLOGICAL DEMANDS:   

The work involves moderate demands from unpredictable fluctuations in work volume, frequent interruptions, regular changes in work priority and occasional rush orders or conflicting deadlines which you seem to handle well.  You are a rock around which the flood of applicants is gently, firmly and purposefully directed.  I admire your stability and solidity in the face of the insanity that we occasionally face here in this office.  You have absolutely no difficulty with multi-tasking and/or shifting from one priority to another.  Your facility for remembering details that most others do not hold would be most useful in another position.  Sometimes just being able to remember something can save you from making a mistake that would take hours to fix or research.

INTERPERSONAL SKILLS:  

A ______________________ must exercise a considerable amount of interpersonal skill in order to teach, instruct or advise, to plan or coordinate inter-group cooperation, to counsel, guide or interview people in order to elicit sensitive or confidential information.  You are mainly required to interact with the public, but also Legislators, department heads, department liaisons, and members of Towns, Villages, School Districts and Special Districts.  

I have always been thoroughly impressed with your people skills.  You have to ability to assuage difficult situations while leaving delicate egos intact.  I am confident that there is not a situation that you cannot handle.  As with all of us, sometimes you get a bit agitated when having to deal with difficult people, but you keep that in check and maintain your composure while in their presence.  Only after they leave do you vent your frustration to your co-workers and, in my opinion that is a healthy and appropriate way to handle these kinds of difficult situations.  I have not seen this happen more than a half dozen times over the years.  In the four and one half years that we have worked together, I have never heard a complaint about either your attitude or work ethic.  I have had many compliments on your helpfulness and cheerful demeanor.  Your attitude promotes a free and open dialog resulting in excellent customer service.

INTERNAL CONTACTS:  

Internal contacts are across departments and divisions of the County and require professional collaboration on overlapping work projects and issues.

You have made a conscious effort to cultivate professional associations and even friendships with many different people in many of our departments over the last few years.  You are not afraid to reach out.  Your annual handling of the Twenty-five Year Club event always impresses me and I noticed that even though you were a bit nervous that it wouldn’t “come off” quite right while you were directing the details of the program, you still took the time to stop and speak with a great majority of the people who attended.

EXTERNAL CONTACTS:  

Your external contacts are mainly with the public, your professional associates and their liaisons, and union representatives.  To date, your contacts have not involved much development and administration of programs and/or services but I would like to see you have the opportunity to take on more of that responsibility.  As previously stated, I am always impressed with the professional manner in which you provide service to the public.

USE OF MACHINES, TOOLS AND EQUIPMENT:  

You possess the manual dexterity and skills necessary to efficiently operate all of our office equipment.  You possess an adequate knowledge and understanding of the different software necessary to effectively perform the duties of applicant input and the entire examinations program.  You seem to readily embrace new technology and new methods of doing business when you see that it might help you to function more efficiently.

WORK INTEREST:  

Even when you are bored to tears, it is clear that you are fully committed to your work and that you always strive to do the job to the best of your ability.   Your intelligence, knowledge and skills are underutilized which results in minor job dissatisfaction.  I laud your integrity and admire your attention to detail.  Your excellent attendance record makes for a stable well-run office.  You commit few errors and, in the rare instance that you do, you take the initiative to fix them.  You always notify other members of the office when you will be out.  You go way above and beyond the call of duty by doing things that are not directly work related, but they go a long way toward raising and maintaining the morale of this office.  And, I just couldn’t bear to imagine how depressing and boring it would be around here without you.  This area is somewhat subjective, but I believe that it is important to give you credit for this skill.

AREAS OF CONCERN:

SUMMARY:

Overall your work is of very high quality.  You are well versed in the nuances of our rules and the civil service law and have many times taken the initiative to learn even more.  You are able to articulate the law and rules to others and that is sometimes quite difficult in and of its self.  You are knowledgeable, dependable and consistent.  You have good organizational skills and efficiently use your work time.  You demonstrate courtesy, patience, diplomacy, discretion and self-control in your interpersonal relationships.  

As you are aware, we recently reorganized the Classification/Compensation and Employee Benefits sections of this Department as a result of Jackie’s retirement.  Two or three years ago, I indicated that I wanted to cross train all Personnel Assistants so as to ensure a more efficient office and a well-rounded staff.  I still feel that this is important.  To that end, I will be meeting with you, all to discuss a reorganization of the civil service functions of the department.

RATING SCALE:  (poor)    1   2   3   4   5  6  7  8  9  10     (excellent)

(Summary for someone with whom you are pleased)

Your score is 95 out of a maximum possible of 100.  This equates to an 95% satisfaction rating.  You are rated quite high in both the technical aspects and interpersonal skills sections of your job.  We could all strive for improvement but, overall, I am very pleased with your performance.

RATING SCALE:  (poor)    1   2   3   4   5   6     7   8   9   10   (excellent)

(Summary for someone with whom you are displeased) 

Your score is 49 out of a maximum possible of 80.  This equates to a 61% satisfaction rating.  You are rated quite high in the technical aspects of your job but a substantial improvement in all other areas of employment is highly desirable.  Failure to improve will result in corrective action.

In accordance with Administrative Policy 02-14, signing this performance review form does not necessarily indicate agreement with the content of the review but it does acknowledge that you have received the review and have had an opportunity to discuss it with your supervisor.  If you disagree with the content of this performance review you should discuss the matter further with the Commissioner of Personnel.  Employees have the right to file an addendum if they have comments or complaints regarding their review.  During all these steps, the employee retains the ability to write an addendum to the written evaluation and to have that addendum remain with the review document.  An addendum is a written statement by the employee saying in the employee's words what he/she disagrees with in the review document.
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