____________________ HOUSING AUTHORITY

EMPLOYEE EVALUATION PROFILE
Employee Name:   ____________________________________________                      
Position:                    ____________________________________________________                            

Purpose of Evaluation: 
Period of Evaluation: _____________ How Long In Position _________

Date Evaluation Presented: _____________________________________

Each of the following rating factors has a two-tire rating system.

The first-tier rates the employee’s overall performance within a rating factor as:

(a)  Below Average, (b) Average  or (c) Above Average. 

The second-tier rates the employee within  the rating factor of the first-tier.

For example, the rating of 4 indicating a slightly less than the Average Performance, 5 indicating the Average Performance, and 6 indicating the slightly above Average Performance.  The same rating format is true for both a Below Average Performance and the Above Average Performance.

· A short paragraph and/or comment is required within each rating factor block.

· The Employee’s Performance Evaluation is averaged on the single page Employee Evaluation Profile.

· The Employee’s Career Development Plan Sheet describes the supervisor’s recommendation for both formal and informal personal guidance and training.

Merit Comment:
“I, as Supervisor, do recommend this employee for a merit increase of:

1%___ 2%___ 3%___   Signed________________________________”

“I, as Supervisor, do not recommend this employee for a merit increase.

Signed _______________________________”

Additional Comment: ____________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
RATING FACTORS
1.    TIME AND ATTENDANCE
	(a)   Lax in attendance and/or reporting for work on time.  May also include the abuse of 
       telephone privileges for personal use and excessive and frequent personal breaks.

 
	 1
	2
	3

	(b)   Faithful in coming to work daily and conforming to work hours.  Usually present and
       Generally abides by break and lunch time periods.


	 4
	5
	6

	(c)   Very prompt and regular in attendance.  Volunteers for overtime when needed.  Very
        prompt from breaks and lunch time periods.
	 7
	8
	9



	Comment(s):




2.    GENERAL JOB KNOWLEDGE
	(a)   Limited understanding of some work assignments.  Some knowledge of the skills or
        techniques or principles, but sometimes experiences difficulty in applying knowledge

          of job situation.


	 1
	2
	3

	(b)   Understands each of the duties and responsibilities of the position and displays a satisfactory 
        ability to apply the related skills or techniques or theories.


	 4
	5
	6

	(c)  Thoroughly understands the parts of his/her job and it’s relationship to the work or co-workers
       Work always demonstrates ability to apply skills and general job knowledge.  Is willing to

         update and learn new skills.  Keeps abreast of latest developments in technique and theory.


	 7
	 8
	9

	Comment(s): 




3.    QUANTITY OF WORK
	(a)   Sometimes slow or erratic in producing useful work.
	 1
	2
	3

	(b)   Volume or output of work is sufficient for job requirements.

	 4
	5
	6

	(c)   Consistently produces superior volume of useful work.


	 7
	8
	9

	Comment(s): 




4.   QUALITY OF WORK
	(a)   Work is sometimes incomplete or incorrect.
	 1
	2
	3

	(b)   Careful, conscientious, makes minimum of errors.

	 4
	5
	6

	(c)   Invariably turns out work and outstanding in accuracy and completeness.  Work reflects 

       exceptional ability to view assignments within the overall objectives of the Authority.


	 7
	 8
	9

	Comment(s):

 


5.   AMOUNT OF SUPERVISION REQUIRED
	(a)   Dependent upon supervisor to assign work in clearly definable terms, to suggest procedures

        or formats to follow, to counsel over trouble spots, and to impose deadlines and priorities. 
	 1
	2
	3

	(b)  Completes assignments on time and with a minimal need for assistance.  Periodically checks 
       progress with Supervisor.
	 4
	5
	6

	(c)   Develops own work plans and schedules in conjunction with or for approval of Supervisor.

       Works largely in absence of direct supervision.  Measures own progress against plans and

         makes necessary adjustments while soliciting minimal feedback from Supervisor.


	 7
	8
	9

	Comment(s):  




6.    SENSE OF PRIORITIES
	(a)   Compartmentalizes problems; tends to rely heavily on procedures and precedents as

         substitutes for judgment.  
	 1
	 2
	3

	(b)  Recognizes the relative urgency of assignments and paces work accordingly with little
       supervision.
	 4
	 5
	 6

	(c)   Applies sound priority to work load; has no difficulty in adjusting work around top priority 
       assignments or in picking up lesser projects in times of reduced pressure.
	 7
	 8
	 9

	Comment(s): 




7.    JUDGEMENT
	(a)   Compartmentalizes problems; tends to rely heavily on procedures and precedents as      

       substitutes for judgment.  Work may at times reflect personal bias. 
	 1
	 2
	 3

	(b)   Generally displays good judgment in meeting both normal and unusual situations.  Carefully

         considers facts and weighs alternatives against feasibility and compatibility with long term

         organizational goals.  Work is consistently objective and unbiased. 
	 4
	 5
	 6

	(c)   Displays excellent judgment, timing, and insight, even in the most difficult and sensitive

        situations.  Judgment unimpaired by work pressures.   
	 7
	 8
	 9

	Comment(s): 




8.    SPECIFIC KNOWLEDGE OF RULES, REGULATIONS, AND OPERATING POLICIES
	(a)   Generally aware of sources of authority, types of regulations, etc.  Inconsistent application
        May at times result from error or oversight.
	 1
	 2
	3

	(b)    Good understanding of the provisions of specific guidelines.  Applies them consistently and

          and uniformly.  
	 4
	 5
	 6

	(c)   Thorough appreciation for the provisions, background, intent, and current interpretations of
        specific regulations.  Is sensitive to needs to modify or waive certain situations.
	 7
	 8
	 9

	Comment(s

 


9.    RESOURCEFULNESS
	(a)   Willingness to make routine determinations within prescribed guidelines but shies away
       from anything which might be new or complex.
	 1
	 2
	3

	(b)    Prefers conventional solutions to problems, but at times displays creativity and imagination

       on absence of precedent. Willingness to defend personal views, to challenge or to offer 
       constructive criticism.
	 4
	 5
	6

	(c)   Willingness to develop and apply original solutions to complex problems, to challenge

        precedents, to offer and to solicit constructive criticism.  A change agent.

	 7
	 8
	9

	Comment(s): 




10.    ORGANIZATIONAL AND PROGRAM KNOWLEDGE
	(a)   Informed as to the general functions and major responsibilities of the area and department.

	 1
	2
	3

	(b)  Understanding of the work and problems of various related areas and departments.


	 4
	5
	6

	(c)   Ability to obtain and use specialized types of information through understanding of
       Problems and processes in other parts of the Authority and/or City offices.
	 7
	8
	9

	Comment(s

 


11.   ORAL COMMUNICATION
	(a)   Effectiveness of oral communication sometimes lessened by defects such as wordiness,

        imprecision, poor grammar, or rambling.
	 1
	 2
	3

	(b)   Gets ideas across clearly in oral communication.  Able to disseminate general information

          or simple instructions.
	 4
	 5
	6

	(c)  Can draft complex material with clarity, precision, conciseness, and good organization.


	 7
	8
	9

	Comment(s):




12.   WRITTEN COMMUNICATION
	(a)   Can do simple drafting, but composition usually requires extensive editing or revision.
	 1
	2
	3

	(b)   Writes clearly and effectively; work requires little editing.  Can compose letters or memos

        and disseminate written information and instructions satisfactorily.
	 4
	 5
	6

	(c)  Can draft complex material with clarity, precision, conciseness, and good organization.


	 7
	8
	9

	Comment(s): 




13.   ANALYTICAL ABILITY
	(a)   Tends to accept statements or events with little critical thought. 
	 1
	2
	3

	(b)   Generally identifies the facts or underlying events, ideals, or problems and interprets them
        with reasonable accuracy.
	 4
	 5
	6

	(c)   Thoughtfully and successfully examines the essential elements of difficult problem situations

       and reaches valid conclusions.
	 7
	8
	9

	Comment(s): 




14.    ACCEPTANCE OF RESPONSIBILITY
	(a)   Sometimes reluctant to acknowledge or accept responsibility, and then only within well

       defined areas. 
	 1
	 2
	3

	(b)   Generally acknowledges responsibility willingly.  Follows through adequately.
	 4
	5
	6

	(c)   Invariably regards self as fully accountable for own actions and those of subordinates, if any.

       Invariably follows through on all responsibility assumed.

	 7
	8
	9

	Comment(s): 




15.    DECISIVENESS
	(a)   Slow at making decisions or jumps hastily to conclusions.

	 1
	2
	3

	(b)   Makes sound decisions with reasonable promptness.

	 4
	5
	6

	(c)   Decisiveness, even under acute pressure, is rapid and sound. 

	 7
	8
	9

	Comment(s): 




16.    TECHNICAL RESOURCE
	(a)   Fairly competent in specialized field, but specific advice or advisory techniques are marginal.
	 1
	2
	3

	(b)   Qualified in specialized field; provides sound and timely advice in a constructive manner.

	 4
	5
	6

	(c)   Superior advisor in technical field, understands the ramifications of problems and the
       implications of advice.  Inspires action.
	 7
	 8
	9

	Comment(s

 


17.   INITIATIVE
	(a)   Waits to be told what to do and then requires prodding on work not wanting to do.  Relies on 

         others to assume responsibility.  Acts voluntarily on routine matters.

	 1
	 2
	 3

	(b)   Acts voluntarily on most matters; plans order of work well.      

	 4
	5
	6

	(c)    Definitely a self starter; initiative results in frequent savings of time and resources.

	 7
	8
	9

	Comment(s): 




18.   APTITUDE AND ABILITY TO LEARN
	(a)   Slow to learn; cannot easily adjust from one job to another. Requires excessive

        instructions to complete new tasks.  

	 1
	 2
	3

	(b)   Learns fairly rapidly; handles new tasks with minimum instructions and/or errors.        

	 4
	5
	6

	(c)   Learns very rapidly and masters new tasks easily.    


	 7
	8
	9

	Comment(s




19.   ATTITUDE TOWARD PUBLIC
	(a)   Little tact, courtesy or resourcefulness; personality not favorable to good public contact.  

         Secures limited cooperation.

	 1
	 2
	3

	(b)   Good personal attitude toward the public; uses tact and resourcefulness.


	 4
	5
	6

	(c)   Applies all principals on good public contact; extremely rational and sensible in dealing

       with the public.  


	 7
	 8
	9

	Comment(s):




Employee’s Career Development Plan

The Employee’s Career Development Plan Sheet describes the supervisor’s recommendation for both formal and informal personal guidance and training.

Recommended Guidance for Career Improvement Opportunities:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommended Training and/or Education:

It is recommended that the ____________________ Housing Authority allow the employee to attend the following training and/or education as in the best interest of the PHA. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
It is recommended that the employee take initiatives in self improvement to either attend/study/improve educational level/learn additional available proficiency  in the below as in the best interest of the employee and continued employment with the ____________________ Housing Authority:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYEE EVALUATION PROFILE

                                                                          Below                                       Above                                                             
                                                                            Average           Average          Average

	1.    Time and Attendance
	  1    2    3            4    5    6         7    8    9  

	2.    General Job Knowledge
	  1    2    3            4    5    6         7    8    9   

	3.    Quantity of Work
	  1    2    3            4    5    6         7    8    9   

	4.    Quality of Work
	  1    2    3            4    5    6         7    8    9   

	5.    Amount of Supervision
	  1    2    3            4    5    6         7    8    9   

	6.    Sense of Priorities
	  1    2    3            4    5    6         7    8    9   

	7.    Judgment
	  1    2    3            4    5    6         7    8    9   

	8.    Knowledge of Rules, etc.
	  1    2    3            4    5    6         7    8    9   

	9.    Resourcefulness
	  1    2    3            4    5    6         7    8    9   

	10.  Organization & Program Knowledge
	  1    2    3            4    5    6         7    8    9   

	11.  Oral Communication
	  1    2    3            4    5    6         7    8    9   

	12.  Written Communication
	  1    2    3            4    5    6         7    8    9   

	13.  Analytical Ability
	  1    2    3            4    5    6         7    8    9   

	14.  Acceptance of Responsibility
	  1    2    3            4    5    6         7    8    9   

	15.  Decisiveness
	  1    2    3            4    5    6         7    8    9   

	16.  Technical Resource
	  1    2    3            4    5    6         7    8    9   

	17.  Initiative
	  1    2    3            4    5    6         7    8    9   

	18.  Aptitude and Ability to Learn
	  1    2    3            4    5    6         7    8    9   

	19.  Attitude Toward Public
	  1    2    3            4    5    6         7    8    9   


	              Overall Average Rating

 1     2    3           4    5    6         7    8    9   


Employee Agrees with Rating         Yes       No      (if no, attach employee’s statement)

Reviewer Agrees with Rating          Yes       No

Reviewer Comments: _____________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature Evaluator: _________________Date___________ 

Signature Employee: _________________Date___________ 

Signature Evaluator: _________________Date___________ 
