
SELF EVALUATION

ADMINISTRATIVE/SUPERVISORY STAFF 

(2011-2012 only)

Administrative/Supervisory Staff _______________________________  Date __________________

This form is a vehicle for sharing your own analysis and self-reflection about your performance with your immediate supervisor. This is the same form that your colleagues are asked to complete.

Please consider each item carefully and respond honestly and completely. 

Response Scale:

1 – Strongly Agree




2 – Agree




3 – Disagree




4 – Strongly Disagree




N/A

	I.  MANAGEMENT SKILLS – ORGANIZATIONAL
	Response 

(1-4 or N/A)
	Comments

	1. Effectively organizes his/her responsibilities
	
	

	2. Plans effectively for short- and long-range instructional/ departmental/divisional needs
	
	

	3. Approaches and resolves problems in a timely manner
	
	

	4. Consults with the staff in important decisions and in establishing instructional/departmental /divisional guidelines
	
	

	5. Delegates authority and responsibility and practices the tenets of participatory management
	
	

	6. Shows the ability to make decisions in a timely manner based on gathered information
	
	

	7. Maintains a general knowledge of departmental curriculum, if applicable
	
	

	8. Prepares effectively for meetings


	
	


Response Scale:

1 – Strongly Agree




2 – Agree




3 – Disagree




4 – Strongly Disagree




N/A 

	II.  MANAGEMENT SKILLS – PERSONAL
	Response

(1-4 or N/A)
	Comments

	9. Communicates effectively and constructively 
	
	

	10. Establishes a professional rapport 
	
	

	11. Shows initiative in investigating and solving problems  
	
	

	12. Demonstrates independent initiative and creates a collegial and professional atmosphere 
	
	

	13. Is effective, fair, and reasonable in strategically reviewing programs and resources.
	
	

	14. Acknowledges the good work of others and provides constructive criticism in a professional manner
	
	

	15. Is flexible, receptive to the ideas of others and willing to compromise.  
	
	

	16. Enters a new situation with an open mind and is receptive to constructive suggestions for change
	
	

	17. Demonstrates a commitment to professional growth and development
	
	

	18. Understands relevant policies and procedures and applies them fairly and consistently
	
	

	19. Serves as an effective spokesperson for the division 
	
	

	20. Shows good judgment based on available information
	
	

	21. Engages appropriately and effectively in college-wide planning and initiatives
	
	


III.
OVERALL EVALUATION

Please consider the qualities that you feel are essential to the effectiveness of an administrator  in carrying out his or her assignment.  Using those qualities, place an X below to reflect your overall evaluation of your own performance.

_____________*__________________*________________*__________________*__________________

   Superior       Above Average       Satisfactory       Below Average      Unsatisfactory

IV.
GENERAL COMMENTS

Please add any additional comments that you feel would be helpful to your supervisor in developing your evaluation.
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