Employee: ____________________                                      Annual Appraisal

Period: _______________________                              Job Title:  Executive Director


	Major Job Elements/associated performance factors
	Description of performance factors
	Rating 
	Annotation

	
	
	
	

	
	
	
	

	A. Finance
	
	
	

	    1. Judgment/decision making
	Ability to think logically and practically before making decisions.  Ability to prioritize work and timely implementation of workable solutions.
	
	

	    2. Quality of Work
	Thoroughness, accuracy in work.  Ability to work under pressure and learn from previous mistakes.
	
	

	    3. Initiative
	Voluntarily start projects, make significant contribution with little direction, energy, enthusiasm, ingenuity.  Self starting and proactive.
	
	

	    4.  Dependability
	Thoroughness in follow through in assignments in a reliable, trustworthy and timely manner.
	
	

	    5. Professionalism
	Display of appropriate attitude, actions, and work attire for the position.  Flexibility; commitment to professional growth. Skill level that inspires respect and confidence.
	
	

	    6. Planning
	Ability to think proactively.  Ability to identify strategic actions and prioritize their implementation.
	
	

	
	
	
	

	B. Member Services
	
	
	

	    1. Judgment/decision making
	
	
	

	    2.  Quality of work
	
	
	

	    3.  Initiative
	
	
	

	    4.  Dependability
	
	
	

	    5.  Professionalism
	
	
	

	    6.  Planning
	
	
	

	
	
	
	

	C.  Public Relations
	
	
	

	    1. Judgment/decision making
	
	
	

	    2.  Quality of work
	
	
	

	    3.  Initiative
	
	
	

	    4.  Dependability
	
	
	

	    5.  Professionalism
	
	
	

	    6.  Planning
	
	
	

	
	
	
	

	D.  Communication with members
	
	
	

	    1.  Judgment/decision making
	
	
	

	    2.  Quality of work
	
	
	

	    3.  Initiative
	
	
	

	    4.  Dependability
	
	
	

	    5.  Professionalism
	
	
	

	    6.  Planning
	
	
	

	
	
	
	

	E.  Human Resources Activities
	
	
	

	    1.  Judgment/decision making
	
	
	

	    2.  Quality of work
	
	
	

	    3.  Initiative
	
	
	

	    4.  Dependability
	
	
	

	    5.  Professionalism
	
	
	

	    6.  Planning
	
	
	

	
	
	
	

	F.  Non Member Services
	
	
	

	    1.  Judgment/decision making
	
	
	

	    2.  Quality of work
	
	
	

	    3.  Initiative
	
	
	

	    4.  Dependability
	
	
	

	    5.  Professionalism
	
	
	

	    6.  Planning
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Rating Schema
	
	
	

	3-Exceeds expectations:  Consistently achieves results superior to expectations
	
	
	

	2-Meets expectations:  Normally achieves expectations; occasionally exceeds requirements.
	
	
	

	1-Below expectations/Needs improvement:  Work is below average, not of quality expected.  Requires improvements
	
	
	

	0-Unsatisfactory/Far below expectations: unacceptable; considerable and immediate improvements are necessary
	
	
	



