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Employee’s Name________________________

Annual Staff Reviews are performed for the purpose of evaluating past performance and establishing objectives for the future. This review process is a tool for managers, supervisors, and employees to help measure performance and assists in identifying needs within the organization in the areas of training, communication and equipment.

The effectiveness of this review depends on clear honest communication of expectations, establishment of obtainable objectives, and honest dialog.  

Please complete the attached documents and arrange to meet with your Staff member this month. 

Send completed reviews (in a confidential envelope) to the member of the Executive team that you report to no later than the end of this month.

Supervisor Signature_______________________

Executive Team Signature___________________

Kert Parsley______________________​​​​​​________

[image: image2.png]JamesRiverAssembly




Non-Leadership Performance Review

EmployeeName:_______________________Department/Title:_________________________

Date: _____________  Pastor/Director:________________________________

1. Effectiveness in dealing with people:  Interacts with others in a manner that builds rapport, gains confidence and puts others at ease.  Maintains sensitivity to the concerns of others and adjusts behavior accordingly.  Appreciates individual differences and is able to capitalize and learn from others talents.  Cooperates with and effectively influences those with whom he/she comes in contact.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

2. Job knowledge:  Understands and displays thorough knowledge of the job and department.  Has working knowledge of company procedures, methods, systems, and equipment related to the job.  Consider degree of job knowledge relative to length of time in position.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

3. Accuracy/Quality of Work:  Completes work in an accurate, neat and thorough manner.  Able to meet all standards of quality for the job; quality of work establishes credibility.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

4. Efficiency and time management:  Plans and organizes to complete work within needed timelines, keeps pace with overall demands of job.  Evaluates the importance of alternative tasks, establishes appropriate priorities and allocates time accordingly.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

5. Judgment/discretion:  Evaluates situations, draws appropriate conclusions, develops and implements practical approaches which solve problems.  Able to sift through somewhat ambiguous information and logically draw conclusions.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

6. Initiative:  Works diligently and applies full effort on the job.  Anticipates needs and takes necessary steps without being asked or told.  Requires minimal supervision and is a self-starter, seeks work when things are slow, strives to improve processes on ongoing basis.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

7. Attitude in job:  Exhibits a positive outlook, enthusiasm, and general interest in the company and the job. Has personal integrity, is open and honest, and earns trust of co-workers.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

8. Adaptability:  Adapts to new situations and demands of the job.  Able and willing to learn new tasks and understand new assignments.  Maintains openness to new methods and procedures.

Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

9. Dependability:  Reliable in all aspects of job, able to carry out instructions properly, dedicated to meeting expectations and requirements of the job, demonstrates commitment to get the job done.
Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

10. Attendance:  Reliable, regular attendance.  Arrives and departs on time and communicates schedule changes to supervisor.
Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

11. Job Description  Review job description with employee.  Does the attached job description reflect the current status of the employee's job?
Comments:___________________________________________________________
__________________________________________________________________
__________________________________________________________________
Areas to improve:  __________________________________________________________________

__________________________________________________________________

__________________________________________________________________

List  two accomplishments that you have seen in this staff person this past year:  

1.  ___________________________________________________________________________

    _______________________________________________________________

              2.   ___________________________________________________________________________

                    _______________________________________________________________

What two goals would you like to see met in the coming year that would enhance the success

of your department?


1.  ____________________________________________________________________________

                   ________________________________________________________________
              2.  ________________________________________________________________

     ________________________________________________________________
Additional Comments by the Supervisor:
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

At all times, employment with James River Assembly is considered to be "at‑will," and the employer/employee relationship may be terminated at any time for any lawful reason by either party.  A good performance appraisal is not a promise of continued employment.

Your signature acknowledges that this review was presented to you. It does not imply that you agree with the comments, evaluation, or the overall rating.

____________________________

______________________________

Supervisor’s Signature


Employee’s Signature
Date: _______________


Date: ______________
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