Marion Soil & Water Conservation District

MANAGER PERFORMANCE EVALUATION


Period of Time: 
____ 6 Month Introductory
 
____ Annual

____ Other

__________________________________________________________________________________________


Name




Position Title



Date of Last Review

__________________________________________________________________________________________

Office Location (City, State)







Hire Date

Instructions:  Circle the level that best applies to the level of performance the manager has reached during the evaluation period.  Note any comments related to the decision on the lines below.  Areas rated “1” will be included in a development plan for the employee, so that corrective action can be taken to bring the performance up to a satisfactory level.


1
-
NEEDS IMMEDIATE IMPROVEMENT - Not performing to the requirements of the job.  Needs a high degree of supervision and direction.  May not have background to grasp the work.  Needs to be aware of performance deficiencies and work immediately to correct.


2
-
APPROACHING STANDARDS ‑ Usually performs at or close to job requirements, however, needs supervision for complete and on time results.  Could result from being new to the position.


3
-
CONTRIBUTORY PERFORMANCE ‑ Performance is what is expected of a fully qualified and competent person in the position.  Sometimes performs with excellence, but not consistently.


4
-
OUTSTANDING ‑ Far exceeds normal expectations.  Seldom equaled in overall contribution to Marion SWCD and/or its programs.

The prompts shown next to the numerical ratings are meant to be a guide, and should not be used as strict or explicit statements.  Evaluators must add comments regarding each criterion to explain or illustrate the job behavior. 

JOB KNOWLEDGE, SKILLS, AND ABILITY: Consider the depth and breadth of information concerning work duties, processes and Marion SWCD procedures which are required for competent performance.


1
‑
Lacks understanding of many aspects.  Makes little effort to upgrade self.


2
‑
Lacks knowledge of some procedures and/or duties.  Makes an effort to improve.


3
‑
Has necessary knowledge level and works to keep it current.


4
‑
Has broad knowledge base of own job and Marion SWCD as a whole.  Takes advantage of every opportunity to improve self.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MANAGING: Develops efficient methods of tracking District activities and effectively utilizes resources.  Establishes guidelines and sets priorities to direct staff.  Delegates proper authority with responsibility for  workload to be performed.


1 -  Poor utilization of resources, both personnel and physical.


2 -  Delegation and work results can improve to meet District needs.


3 -  Work is well distributed and completed as scheduled.


4 -  Results of efforts are more than expected; efficiency and effectiveness are at highest level.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MOTIVATING EMPLOYEES: Gives constructive feedback.  Seeks information from staff when problems arise.  Gives clear and logical reasons for decision.  Handles emotional behavior effectively.  Gives recognition for positive results.


1 -  Little effort expended to motivate or recognize people.  Insensitive to others’ needs.  Staff do not see supervisor as role model


2 -  Does not take sufficient responsibility for motivating staff.  Needs improvement.  Needs to strengthen supervisor/staff relationship.


3 -  Understands the need to provide motivational atmosphere for employees to achieve good work and creates good work environment.


4 -  Creates positive and highly effective work environment.  Encourages self and employees to give best effort.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

DEVELOPING EMPLOYEE PERFORMANCE: Clearly tells employee what is expected and how their work will affect business goals.  Allows time for, and encourages, career development and job-skills training.  Recognizes employee limitations and uses coaching and delegation to encourage improvement.  Takes corrective action promptly when needed.


1 -  Spends no time with and makes no effort to develop staff.


2 -  Seldom spends time with individuals except to give instructions and correct problems.


3 -  Understands the responsibility and takes staff development seriously.


4 -  Highly skilled at focusing on individual performance and encouraging employees to do their best.  Helps employees take responsibility for improving their performance.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

BUDGET/FISCAL RESPONSIBILITY: Develops realistic budgets, manages within established parameters.


1 -  Does not comprehend budget responsibility.


2 -  Needs improvement relative to budget process and expense management.


3 -  Develops budget guidelines and has minimal variance.


4 -  Exceptional ability to forecast and manage expenditures without compromising results.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ACCURACY/QUALITY: Consider correctness and thoroughness of work results when compared to established procedures and methods.


1
-
Makes errors in judgment and work is inconsistent with desired quality.


2
-
Usually accurate.  Makes occasional mistakes that require immediate response.


3
-
Requires little checking for work to be complete and accurate.


4
-
Requires virtually no checking.  Accuracy and quality of work are a priority.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

COMMUNICATION SKILLS: Consider level of communication skills.  Also consider ability to adjust skills to multitude of personalities and circumstances.


1
-
Exhibits poor communication skills.  Needs substantial improvement to be effective.  Fails to notify others of critical issues or incidents.  Has difficulty maintaining emotional balance.


2
-
Communication requires effort.  Is not comfortable with some interactions.  Unsure when others should be notified of events.  Retains even emotional keel in most circumstances.


3 
‑
Effective in expressing and understanding ideas and instructions.  Communicates clearly with staff, management, partners, and customers.  Maintains good behavior balance even when situation is difficult.


4 
‑
Exceptional communication skills.  Relates positively with everyone.  Outstanding capacity to maintain sense of humor, perspective, and is a calming influence.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ORGANIZING/PLANNING: Consider level of planning, organizing information, prioritizing tasks, and utilizing resources to meet needs; level of dependability in meeting deadlines.


1
‑
Crisis work style.  No planning evident.  Poor utilization of resources.  Misses important deadlines.


2
‑
Deals with current situation only.  Needs more planning to meet deadlines and handle multiple tasks.


3
‑
Not only thinks ahead, sees needs and reacts quickly to new priorities.  Good at planning for future situations.  Work is completed on time.


4
‑
Thinks strategically and is able to combine resources and information with exceptional skill to deal with current and future work.  Efficiency and effectiveness at the highest level.


Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MANAGING CHANGE/INNOVATION: Explains to employees why change is necessary and what will be required.  Asks for employee input to clear up misunderstandings.  Seeks and uses employee ideas on how to make change go as smoothly as possible.  Monitors and reinforces progress.


1 -  Contributes to an environment where people are fearful of change.


2 -  Resists change and promotes the status quo.  Needs to recognize value of change and be less resistant.


3 -  Recognizes that change is part of the work process and takes responsibility for working with employees to make the changes.


4 -  Creates and sustains a climate that accepts change as part of the work process and stresses the importance of working smarter.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

COOPERATION/TEAMWORK: Consider willingness to assist others, contribute to harmony, and work toward common goals.


1
‑
Exhibits unwillingness to work with others.  Not seen as a team player, can be obstacle to accomplishing goals.


2
‑
Prefers to work independently.  Not quick to share information, resources, or efforts, but will when asked.


3
‑
Understands and supports concept of teamwork and is quick to volunteer to assist others.


4
‑
Exceptional at building work teams and consensus.  Always has time and energy to give to others.  Creates very harmonious work environment.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SERVICE ORIENTATION: Consider relationship with staff, management, partners, and customers.


1
‑
Does not demonstrate interest in others’ needs, concerns, or work.


2
‑
Occasionally places operational tasks above others’ needs or concerns.  Needs to value people more highly.


3
‑
Interacts well with others.  Acts effectively and cooperatively to solve problems in a timely fashion.  Knows value of good service and positive interactions.


4
‑
Treats others as top priority.  Clearly communicates their importance.  Demonstrates effort to meet all requests and needs.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MAKING DISTRICT IMPACT: Maintains effective relationship with appropriate District management personnel.  Maintains a constructive relationship and confronts issues to achieve positive District results.  Understands the business and generates ideas to improve overall operations.


1 -  Makes no effort to build positive relationships with board members and peers, seldom offers any ideas.


2 -  Seldom collaborates with other departments or people.  Needs to get more involved with whole business.


3 -  Recognizes the value of peer and management support in getting the job done.  Offers ideas and participates in overall District processes.


4 -  Takes initiative to effectively build trust and creates allies in all parts District work areas.  Is highly interested and committed to District goals.

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

NARRATIVE SUMMARY: ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________

OVERALL RATING: Put an “X” where the description most closely approximates this manager’s total impact on the Marion SWCD.  Do not average; rather consider the overall contribution.

___ Falls below standards



___ Contributory performance

___ Approaching standards



___ Outstanding

MANAGER COMMENTS:  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MANAGER’S GOALS FOR NEXT REVIEW:  (Provided by Manager and Reviewer) List mutually agreed upon areas which represent opportunities for improvement or growth in performance.  Discuss the action steps and resources needed to accomplish each objective.  

TARGET AREAS



OBJECTIVES/TRAINING NEEDED 

_____________________________________    ____________________________________________________ _____________________________________    ____________________________________________________

_____________________________________    ____________________________________________________

_____________________________________    ____________________________________________________

Recommend for Pay Raise (If funds are available):  (   Yes   to Range: _______  Step:_______           

                                                                                      (   No   If No, state reason:__________________________

___________________________________________________________________________________________ 

___________________________________________________________________________________________  

___________________________________________________________________________________________


INTRODUCTORY BASIS ONLY:

Recommend to Hire as a Regular Employee:          ( Yes    ( No   If No, state reason:___________________

___________________________________________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

Recommend for Pay Raise (If funds are available):  
( Yes   to Range: _______  Step:_______     

(  No   If No, state reason:_______________________

___________________________________________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

By signing this document below, I acknowledge that this evaluation has been reviewed and discussed with me.  Your signature does not imply that you agree with any or all of the evaluation remarks, only that you have been given an opportunity to participate in the process and seen this review.

Signature:  _______________________________________

Date: ____________________

                                       Manager

Signature:  _______________________________________

Date: ____________________
                   Board Member
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