Oregon State University

Cultural Resource Center Staff Evaluation

Name

Position


Center

Self Evaluation or Supervisor Evaluation

(Please circle one)

Please fill out the following evaluation by circling the answer that best describes the staff member.  Provide examples in allotted spaces. 

EE – Exceeds Expectations
ME – Meets Expectations
NI – Needs Improvement

COMMUNITY BUILDING & DEVELOPMENT



Does this staff member….

Act as an appropriate role model?
EE
ME
NI


Display a positive attitude in regards to their duties?
EE
ME
NI


Clearly communicate policies and procedures of the university to
EE
ME
NI


the Center’s community?


Have a positive, approachable manner with community members
EE
ME
NI


and respond to them in a friendly manner?


Actively support the mission statement and community expectations
EE
ME
NI


of the Center?


Respect and value the diversity of others?
EE
ME
NI


Encourage community members to take responsibility for their own
EE
ME
NI


behavior?

STAFF & ADMINISTRATIVE EXPECTATIONS

Does this staff member…


Appropriately balance school, work, and personal obligations?
EE
ME
NI


Support and work cooperatively with other staff members?
EE
ME
NI


Take feedback well and benefit from it?
EE
ME
NI


Offer feedback to others in a constructive manner?
EE
ME
NI


Professionally handle and follow through on job responsibilities? 
EE
ME
NI


Respond to emergencies in a timely manner?
EE
ME
NI


Maintain confidentiality?

EE
ME
NI


Turn paperwork in a timely and thorough manner?
EE
ME
NI


Accept and conscientiously fulfill the following assignments:


(N/A = Not Applicable)



Answering phones/Greeting Visitors
EE
ME
NI
N/A



Attend Meetings

EE
ME
NI
N/A



Office Assignments

EE
ME
NI
N/A



Program Planning, Implementation, and Evaluation Sheets
EE
ME
NI
N/A



Purchase Requests and Budget Documentation
EE
ME
NI
N/A



Scheduled Office Hours

EE
ME
NI
N/A

GENERAL COMMENTS

What are the strengths of this staff member?

What areas does this staff member need to improve?

Additional Comments:

I have read this evaluation and I understand that this form will be placed in my employee personnel file.

Employee
Date
Supervisor
Date

