CONFIDENTIAL

 PERFORMANCE APPRAISAL FORM FOR EMPLOYER

Name of Appraiser:


Position:

Position of employee:
CO-ORDINATOR 
Period covered by Appraisal:

This is to acknowledge that this appraisal has been discussed and seen by the employee.

Signed (Employee) ____________________________________________________________

Signed (Employer)_____________________________________________________________

Date:  _______________________________________________________________________

1). How does the Project rate the employees performance in the   

     following key areas related to the Job Description / Please   

     tick as appropriate

1.
Building a positive working relationship  with and supporting the Voluntary 
Management Committee  to ensure that the aims, objectives and actions, of the 
Projects Three Year Workplan are implemented and carried out successfully



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

2. 
Making the relevant applications for funding to ensure that the Project has the 
resources to  carry out its work.





________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

3. 
Undertaking appropriate administrative work, such as: Writing relevant reports to 
funding agencies; ensuring yearly reports are written up and sent to the FSA; 


co-ordinating SPEAK; giving written reports to the VBOM on the progress of the 
work; dealing with appropriate correspondence etc..



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

4.
Positively representing the Project and promoting its work.


________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

5.
Working  with the Treasurer and Administrator in ensuring financial accountability, 
the paying of incoming bills, preparing for quarterly returns and the yearly audit 
etc.



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

6.
Participating in the building of good working relationships and networking at local, 
regional and national level with relevant agencies, organisations and other 
Projects for the betterment of the local community and the long term sustainability 
of the Project.



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

7. 
Bringing issues arising from the work on the ground to the appropriate policy 
arenas / engaging with local and regional decision making structures eg CDB / SIM 
Committees or County Local Development Co. structures
.



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

8.
Providing leadership / team building, support, supervision and annual appraisals 
to other staff within the Project in partnership with the VBOM’s Employment Sub-
group and dealing with Human Resource issues as appropriate. 



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

9. 
Working as part of an overall team within the Project and taking responsibility for 
the day to day running of the Centre as well as bringing relevant issues back to the 
VBOM for discussion. 



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths in this area of work  

10.
Ensure that community development, equality and anti-discrimination practice is 
promoted and practiced throughout the work of the Project.



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths 

11.
Maintaining good boundaries and confidentiality in the work.



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths
12.       Being accountable to the VBOM for work undertaken. 



________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths
2). Review of performance:

After marking the employees performance please provide more in depth information by answering the following questions:

2.1
What aspects of the Job has the employee performed most 
effectively in and how. (Give examples)
2.2
 What are the employees greatest strengths / skills in the work.
2.3
What do you think are the employees greatest challenges and 
struggles in the work and why. (Give examples)
2.4
What do you feel needs to happen for the employee to successfully 
overcome these challenges.


	Steps the Employee needs to take
	Supports the organisation could give

	
	


2.5 Agreed steps / actions. (To be filled in at time of Appraisal).
	Agreed actions by Employee
	By when

	
	


	Agreed actions by the Employer
	By when

	
	


3. Feedback from employee on management of the Project.

Any agreed actions to be taken by the VBOM as a result of feedback from the employee on the management of the Project. (To be filled in at time of Appraisal)

