


 

Section 3b: Development/Individual Goals (pull from standard performance factors for topics) 

As you consider your role and contributions at Dominican, consider the following questions: 

How are you contributing to the university mission and its commitment to justice, equity, and 

inclusion? 

What are your goals for the coming year? How could your supervisor support you in achieving 

these goals? 

What skill building or development opportunities would be helpful to you as continue to perform 

exceptionally in your role and/or consider opportunities for promotion or transfer? 

 

Section 4: Expectations/Institutional Goals 

How are you going to help meet a critical goal for the department? 

How will you help the university achieve one of its broader goals? 

 

Section 5: Additional notes 

Please add any comments you want to make your supervisor aware as they relate to your job, 

your performance or your participation in the life of the university community. 

Identify any outlying areas of concerns not addressed in other sections. 

Share any acknowledgement/praise you have received that you want to formally note to your 

supervisor as part of your appraisal. 

 
3. Supervisor Review of Assessment with additional written comments: Supervisors should review the 

employee’s self-assessment and provide written comments in response. 
 

Section 1: Role Review 

Assess the existing job description and the employee comments to determine any updates that are 

needed for the job description. In addition, consider the following questions: 

Are there any responsibilities that are no longer applicable? 

Are there any responsibilities that should be amplified? 

Are there tasks that have emerged as new responsibilities that should be added? 

Are there tasks that should be added to allow the employee to achieve professional growth? 

Section 2: Appreciation 

Identify and acknowledge areas of strength, significant contributions made by the employee. In 

determining areas of strength – consider the following questions: 

What accomplishments were achieved? 

How did the employee grow and demonstrate innovation or suggest new ideas? 

What areas of exceptional performance should be noted as exceeding expectations? 

Section 3a/b: Development/Individual Goals 

Pull from standard performance factors for topics) Identify areas where the employee could grow and/or 



How can you help them meet their professional goals? 

How might you help mentor or prepare them for advancement within the university either through 

promotion within the unit or by transferring to another department? 

How do you affirm their demonstrated commitment to the 





 

Quality/Accuracy 

of Work 

Produces work that is comprehensive in scope, complete in detail, and 

accurate in content. 

 

Field or 

Departmental 

Knowledge 

Demonstrates knowledge of his/her functional area including policies, 

procedures and regulations that guide the department or unit; keeps 

current in the field. 

 

Attendance / 

Punctuality 

Consistently reports to work on time with minimal unplanned absences; 

manages breaks, lunch hour and early departures appropriately. 

 

Time 

Management 

Sets priorities, goals, and timetables to achieve maximum productivity. 

Manages priorities effectively based on needs of the department/unit. 

Delivers results by stated deadlines. 

 

 
Communication 

Exhibits good listening and comprehension skills; effectively expresses 

his/herself in written and oral communication; keeps others adequately 

informed; responds to others with tact, diplomacy and composure. 

 

 
Leadership 

Motivates and encourages employees to achieve success. Inspires 

confidence in people.. Fosters open communication. Establishes and 

clearly communicates priorities. Guides others through change 

effectively. 

 

 
Problem Solving 

Assesses and defines situations. Establishes solutions and decides on 

effective action while demonstrating an understanding of 

consequences and impact. Demonstrates creative thinking. 

 

other job specific 

factors 

(ex: people or 

financial 

management) 


