Horicon Public Library
Staff Evaluation

Thank you for participating in this performance evaluation.  You should have in your possession  a  5-page evaluation form and your job description.  Please carefully read over your job description and answer the questions below.  You will be given 1 hour of work time to do so.  Please schedule this time with Debbie or work it out with your coworkers (You may come in extra to fill it out in peace and quiet if that is needed.  Or you may do it at home and report the time on your time sheet.)

Geri will be looking at the same information and answering the questions about you from her perspective, as well.                  

At the scheduled time and date, you and Geri will meet to discuss your answers.  You  both may also refer to your last performance evaluation.

Alex Harvancik______________________________________________________Name 
4/16/04________________________________________Date Evaluation was handed out
3/9/05___________________________Date and time Evaluation meeting will take place
Questions

After looking over your job description, please tell me whether you think it accurately describes what you do here (circle one).

YES    

NO (If NO, please explain; what is missing from the description, or what can be added, or eliminated, or stated differently?  )
Pertaining to your job, what is/are your strength(s)?

Pertaining to your job, what, if any, is/are your weakness(es)?

How would you assess your performance in these areas:


--attendance/punctuality (This does not refer to illness.)
attendance

____I never miss work, including staff meetings

____I sometimes miss, but I believe that my reasons are unavoidable

____I sometimes forget to come to work/staff meetings

--or--

____(Please state your answer in your own words)

punctuality

____I’m never late

____I’m sometimes late

____I’m often late

--or—

____(Please state your answer in your own words)

Do you think that you could improve in this area?  
Yes

No
(If Yes, in what way?)

--public service

____The customer is always right

____I try to treat customers the way I would like to be treated, even when they may be 


wrong.

--or—

____(Please state your answer in your own words)

Do you think that you could improve in this area
Yes

No

(If Yes, in what way?)


--attitude

____I enjoy my work, the people I serve, and my coworkers, and it shows

____I know that I am sometimes grumpy, but I really try to be nice

--or—

____(Please state your answer in your own words)

Do you think that you could improve in this area?
Yes

No
(If Yes, in what way?)


--computer skills

____I feel confident in my ability with computers pertaining to my job

____I wish I had more training on computers (Please specify which skills/programs you     


feel you need help with)
Other comments pertaining to computer skills:


--accuracy
Please rate your accuracy on the job on a scale of 1 to 10, where 10 is a perfect score.
1   2   3   4   5   6   7   8   9   10

Do you think that you could improve in this area?
Yes

No
(If Yes, in what way?)

--speed
____Speed is everything.
____Speed is important, but I do it as quickly or as slowly as accuracy requires.
____I generally get the work done.

____I have trouble getting all my work done on time.
--or—

____(Please state your answer in your own words)

Do you think that you could improve in this area?
Yes

No
(If Yes, in what way?)

How do you feel you’ve improved at your job since your last performance evaluation?  (If this is your first evaluation, how do you feel you’ve improved since you began your job?)

After looking at these questions and answers, please write down some goals that you would set for yourself, on this job, in the next year.
Is there anything about your job or your performance that you would like to add?

Are there other areas that we could address in this performance evaluation?

I had ample time to complete this evaluation and these answers are my own.  

(employee signature on day of discussion with director)___________________________







date________________________________

Signature of director_______________________________________________________







date________________________________
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