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	Evaluator’s Title: Click here to enter text.

	Scoring Definitions
Exceeding—Individual frequently exceeds expectations of his/her position by demonstrating innovation, cost savings, or based on the scope and effect of his/her work product.  
Achieving—Individual is meeting all expectations of his/her positions.
Developing/Needs Improvement--Individual is performing at a level which suggests additional training or resources are necessary for the individual to be fully competent in their position.
Unsatisfactory—Individual is performing at a level which requires immediate improvement.  This individual is either at risk or currently on a Performance Improvement Plan necessary to satisfactorily meet in order to remain employed a UMH.


	Section 2: Core Competency Assessment



Directions: Please fill out the following assessment by checking off the appropriate box for each competency. Provide comments using examples of actual behavior.
	A. Core Behaviors
	Exceeding
	Achieving
	Developing/Needs
 Improvement
	Unsatisfactory
	



	1. Communication
	☐	☐	☐	☐	



	Writes, speaks and presents information effectively, clearly, and with brevity, adjusting language or terminology to meet the needs of the audience.  Understands the value of and exercises solid listening skills.  Communicates effectively with various levels of the organization.  Treats others’ opinions with respect.  Fosters open communication and candid discussions.  Shares information that helps others do their job well.  Communicates to improve understanding.  Thinks before speaking.  Probes to understand and confirms understanding of what is heard.  Fosters communication skills in others.  Maintains professional and ethical standards of confidentiality.

	Comments:



Click here to enter text.
	



	2. Diversity
	☐	☐	☐	☐	



	Recognizes and accepts each individual is a unique combination of thoughts, beliefs (religious, political and ideological), socio economic status, race (biological), ethnicity (cultural), age, gender, sexual orientation, and physical abilities, and values these differences through actions and interactions.  Supports a non-discriminatory and harassment-free work environment which contributes to a welcoming and inclusive college.  Works effectively and willingly with diverse co-workers, students, and customers.  Demonstrates awareness and sensitivity toward multi-cultural issues.

	Comments:



Click here to enter text.
	



	3. Flexibility
	☐	☐	☐	☐	



	Accepts new ideas and approaches to work and responds appropriately to constructive feedback and to suggestions for work improvement; displays a positive, cooperative attitude toward new work assignments and requirements; willingly and effectively adapts to a variety of situations and changes in the work environment; and adjusts well to any change in duties, procedures, supervisors or work environment.

	Comments:



Click here to enter text.
	



	4. Problem Solving
	☐	☐	☐	☐	



	Effectively analyzes problems; determines appropriate action for solutions; thinks logically; gathers and organizes information; weighs alternatives and makes decisions that reflect the facts of a situation; achieves logical conclusions in a timely manner;.  Knows when a problem can be solved without further involvement, and when finding a solution will require others’ input.  Maintains composure; demonstrates restraint and self-control in difficult situations; handles unexpected events professionally; navigates unintended consequences; identifies and manages stress effectively; helps co-workers thrive in stressful situations; acts with the highest level of professionalism and maturity during difficult situations; looks immediately for resolution rather than placing blame.

	Comments:



Click here to enter text.
	



	5. Reliability
	☐	☐	☐	☐	



	Arrives to work on time, is prudent in use of leave, and adheres to leave policies.  Monitors projects and exercises follow-through; adheres to time frames; arrives on time for meetings and appointments; responds appropriately to instructions and procedures; delivers on expected tasks without requiring follow-up; works hard and does what it takes to get results and meet deadlines; requires little direction.  Respectful of other’s time and institutional resources.

	Comments:



Click here to enter text.
	



	6. Service Orientation
	☐	☐	☐	☐	



	Provides quality service consistent with established expectations to a diverse group of individuals that may include students, colleagues, and the public, who have varying needs and approaches.  Offers assistance proactively.  Ensures a request has a timely and complete response.  Asks appropriate questions of customers so that the best response is more readily found.  Commits and follows through to find an answer when one is not immediately known.  Encourages customer feedback.

	Comments:
	Click here to enter text.




	7. Teamwork
	☐	☐	☐	☐	



	Works effectively and productively as a team member to accomplish organizational goals and identify and resolve problems.  Demonstrates consideration of others and is open to others’ ideas.  Supports team decisions.  Considers individuals’ unique strengths and diverse views and opinions.  Offers opinions constructively and meets all team commitments.  Demonstrates awareness of others’ objectives and responsibilities.  Pitches in to help wherever needed.  Builds and promotes team morale.  Contributes outside the scope of the job.  Shares knowledge and experiences.  Builds trust and rapport.  Practices and promotes involvement and cooperation.  Well accepted by others even under difficult circumstances.  Able to recognize and understand how he/she affects others.

	Comments:
	Click here to enter text.




	8. Workplace Safety
	☐	☐	☐	☐	



	Creates and maintains a safe/secure working environment by adhering to UM-Helena safety, security and health requirements.  Integrates injury, illness, and loss prevention into job activities by attending any necessary training and implementing best practices.

	Comments:
	Click here to enter text.
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