Evaluation Form for Administrative Staff/Faculty
Introduction and Directions
This form is designed to afford all faculty/staff the opportunity to evaluate their immediate department head/supervisor on key supervisory skills.  Below is a section for several skill areas and an expandable box in which to write an evaluation of each of those skill areas.   Please focus on the following three items as you construct your response to each skill: 1) What are the key strengths of the supervisor in this area? 2) What are the key weaknesses of the supervisor in this area?  3) what suggestions can I make to assist the supervisor to improve in this area?.  The intent of this evaluation process is for you to provide constructive and clearly articulated ways for your supervisor to provide greater service to you and to the Institute.  Please consider your responses carefully and, where possible,  provide clear examples of strengths, weaknesses, and suggestions for improvement.  This form will be completed annually and is due in the Office of the Dean by 1 September for the evaluation period ending 16 May of each year.  Administrators will not receive the forms until employee evaluations have been submitted.  After completing the form, please print two copies; send one to the Office of the Dean and keep one for your records.

Supervisor’s Name




Supervisor’s Title

     






      
Is this administrator your direct supervisor? 
          FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No

If your answer above is “No,” what is your relationship with the supervisor?
     
On the following pages, please place each of your responses in the text boxes provided.  The text boxes will expand as you write to provide adequate space just as they did in the boxes above.  Again, when you have completed the form, please print two copies; send one to the Office of the Dean and keep the other for your records.
Basic Work Orientation

Use of Resources
Makes good use of resources including personnel and budget; promotes efficiency

     
Organizational Commitment
Is on the job and energetic in conducting office business; is not excessively absent;

conducts departmental business in a timely manner
     
Communication

Oral Communication
Speaks clearly and concisely; exchanges ideas well
     
Written Communication
Writes reports, memos, etc. clearly and with proper grammar and syntax
     
Interpersonal Skills

Skill at Interpersonal Relations
Shows sensitivity and concern for the needs of employees and constituents; works to reduce conflict
     
Leadership and Team-building Skills
Promotes productivity; facilitates employees working well together; creates a positive 
work environment; elicits the best from employees

     
Conceptual Skills

Job Knowledge
Has a thorough understanding of job procedures, skills, and responsibilities
     
Problem Solving and Creativity
Accurately analyzes tasks; creates alternative solutions; finds better ways to do things
     
Organizational Skills

Planning and Setting Goals
Sets realistic goals and priorities; develops effective strategies to accomplish goals
     
Coordination and Integration
Interacts well with others to communicate goals; places goals in the broader picture
     
Managing/Supervising Skills

Human Resources Use/Development
Assists employees in developing job-related skills; makes effective use of employee skills
     
Staffing/Budgeting/Work Allocation
Attempts to provide adequate funds/materials to perform tasks; allocates tasks

efficiently; understands staffing and budget needs
     
Further Comments

Add any comments you feel relevant to the evaluation.
(In this section please deal with additional issues which you feel may enhance or inhibit your working relationship with the supervisor.  Please feel free to deal with such issues as administrative hiring practices responsible for selection of the individual, situations which facilitate or debilitate the duties of the supervisor, etc.)

     
