PorfoLte

Employee Self Appraisal

Name: | | Job Title: | |
Supervisor: | | Department: | |

Appraisal Context

S —

Thiz =elf-appraizal i= your chance to actively participate in the Peformance Appraizal process. Use it to provide input regarding your performance, share
vyour achievements, identify areas you would like to develop or readiness to advance your career. Unless instructed otherwize, you are not required to
complete a =elf-appraizal. But, it iz in your best interest te do =o.

Pleaze complete the self-appraizal at least one week prior to vour =cheduled annual performance appraizal meeting with your supervizor. You may want
to begin by reviewing vour Feedback in Halogen. You can attach feedback at various pointz in thiz form.

Once you "Save and Submit” your self-appraizal, your supervizor can view it in Halegen. You should let them know when you have completed your =elf-
appraizal.

Evaluating Work Goals

The work goals you =set at the beginning of the review peried are lizted below. Pleaze rate your work goalz by =electing Meetz or Does Mot Meet from the
Rating” drop-dewn menu. ¥eu may provide accemplizhment and/er comments for each goal.

Meets
Generally meets or exceeds the standard= =et. May occasionally mis= a standard. Shows conziztent perfermance during the appraizal peried.

Does not meet
Does not meet the standards =et. May occasionally meet standards but not consistently. Cannot be counted on to complete work az=ignments.
Improvement iz reguired.

Not Applicable
Select thiz rating only when there was agreement not to work on the goal during the evaluation period.

Work Goals

Goal | |

i}
“

Standard Accomplizhments and Comments

rﬁ Attach Feedback

@ Add Past Goal w @

INSTRUCTIONS FOR
COMPLETING THE EMPLOYEE
SELF- APPRAISAL

Log on to Halogen. Your Home page
shows you have a task to do.
Click on the task.

My Evaluation: 2012 Self-Appraisal | Status

o Vrite vour gelf-appraizal

Fill in the evaluation period.

Read the Instructions
The self-appraisal is your chance to
participate in the appraisal process

Read Evaluating Work Goals.

You have 3 ratings possible: Meets,
Does Not Meet or Not Applicable

Major Job functions, results and
standards entered during goal-setting
will pre-populate into the form. There
should be 3 - 5 goals.

If your goals are incorrect, discuss this
with your supervisor. You may be able
to edit goals if necessary.

Enter your accomplishments and
comments. Be sure to comment on your
performance against each standard.

Rate each goal (Meets, Does Not Meet
or Not Applicable).




B Evaluating Job Success Factors

The zix Job Success Factors below apply te all City employees. Rate yourself on each of the factors listed. Add comments to support your rating.

Exceptional

The employee frequently demonstrates exemplary performance that far exceeds position requirements in this Job Success Factor. The employse
makes a unigue centribution that has a =significant and pesitive impact on the success of the unit, divizion, department, or City. Performance iz of a rare
quality feund enhy in a emall percentage of peeple within the crganization.

Exceeds
Performance in thiz Job Success Factor conzistently excesds expectations in all areaz of rezponszibilty. The employves frequently goes above and
beyond what iz required. The employee frequently medels this Job Success Factor.

Meets
|

The employee consistently demonstrates solid perfermance in thiz Job Success Facter. The employee mests and semetimes excesds expectations in
| all areas of respensibility.

Does not meet
Performance in this Job Success Factor does not consistentty meet position requirements. Immediate improvement iz required.

Pleaze reference the%}b Success Factors - Rating Guide for additional infermation about the Job Success Factor ratings.

Ratingz Scale Comments:

Customer Focus o

WMeets the expectations and requirements of internal and external
customers; gets first-hand customer information and uses # for
improvements in products and =ervices; establishes and maintainz effective
relatienshipe with customers and gains their trust and respect.

Functional Technical Skills and Job Skills —— w

Has the functional and technical knowledge and skillz to de the job.

Quality of Work Qutput [ w

The quality of goods and services produced in terme of errors, waste, and
rework required to meet standards.

1 | Productive Work Habits [ Ev

The extent to which overall work style iz effective and productive in terms
of time managemsnt, s&tting ebjectives and prioritiez, and following up on
commitments acress a variety of work challenges.

Peer Relationships [ £V

Can guickly find common ground and solve problems for the geod of all; can
represent histher own interezts and yet be fair to other groups; can solve
problems with peers with a minimum of noise; iz seen as a team player and
iz cooperative; easity gains trust and support of peers; encourages
collaberation; can be candid with peers.

Self-Knowledge v

Knows perzonal strengths, weaknezses, opportunities, and limits; seeks
feedback; gains inzights from mistakes; is open to performance fesdback; is
not defensive; iz receptive to talking about =hortcomings; leoks forward to
balanced performance reviews and career discussions.

T:, Attach Feedback

Read the instructions for evaluating Job
Success Factors.

You have 4 ratings possible: Exceptional,
Exceeds, Meets, or Does Not Meet .

Click on
Job Success Factors — Rating Guide for
help applying a rating.

Rate each of the 6 Job Success Factors.

Add a comment for each Factor.




Employee Questions

Answer the following questionz for the currsnt review period.

WWhat were you most proud of in this past appraisal period?

r; Attach Feedback

Do you have skills that you aren't using now, or that you feel are underused, that you would
like touse?

E Attach Feedback

What projects or assignments would you be interested in during the upcoming year?

E Attach Feedback

What do you need to be more effective?

E Attach Feedback

Answer the four employee questions

1. What were you most proud of in this
past appraisal period?

2. Do you have skills that you aren’t using
now or that you feel are underused
that you would like to use?

3. What projects or assignments would
you be interested in during the
upcoming year?

4. What do you need to be more

effective?




Development and Career Advancement

Please select the statement that is most true about your development plans at this time.

¢~ Ready for career advancement now - Given my high performance and preparatien, | am ready to dizcuss career advancement.

i~ Ready for career advancement soon - | may be ready for career advancement in the next two to three years and want to discuss
development.

¢~ Satisfied with current position - | am satizfied with my current position and wizh to continue to develep in my current capacity at this
time.

e

r; Attach Feedback

There are two =ave options that appear above the form.
If you have completed the self-appraizal and do net need to make additional editz, click "|,ave and Submit".

If you have not completed the self-appraisal and would like to continue edtting at a later time, click " Save as Draft".

HOTE: Pleazs et your supser r know when you've completed yvour self-appraizal You will be able to access and print the completed self-appraizal
undsr KMy Psrformance = Evaluations.

Select the statement that best describes
your development plans.

Follow the instructions for saving the form.

Print a PDF copy for yourself.




