CONFIDENTIAL

PERFORMANCE APPRAISAL FORM FOR EMPLOYEE

Name of Employee: 

Position:  ADMINISTRATOR

Date appointed to position:


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 do you rate your performance in the following key areas 

     related to the Job Description / Please tick as appropriate.
1.
General reception duties, communicating messages 
and dealing with the  Projects 
target groups and communities.


________ 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. 
Overall office management, dealing with correspondence and ensuring office is 
organized in an effective and 
efficient manner.





________ 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. 
Keeping accurate accounts, dealing with the wages, PRSI and PAYE, preparation 
for quarterly returns, preparing financial reports dealing with  the accountant and 
auditors as well as managing petty cash system 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.
Undertaking any work in relation to managing the premises, hiring rooms and 
organisation of maintenance 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  

5.
Working as part of a team and co-operating with the Co-ordinator, Finance Sub-
group and other staff in the overall management of 
the Projects resources and 
administrative tasks.



________ 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.
Understanding and operating from the core values and principles of community 
development practice:


________ Finding this area of work challenging / require additional support



________ Consistently performing well in this area of work 



________ Performing really well and core strengths

7.
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
8.       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 your own performance please provide more in depth information by answering the following questions:

2.1
What aspects of the Job have you performed most effectively in and 
how. (Give examples)
2.2
 What are you greatest strengths / skills in the work.
2.3
What do you  think have been your greatest challenges in the 


work 
and why. (Give examples)
2.4
What do you feel needs to happen for you to successfully overcome 
these challenges.


	Steps you need to take
	Supports the organisation could give

	
	


2.3 Agreed steps / actions. (To be filled in during Appraisal )
	Agreed actions by Employee
	By when

	
	


	Agreed actions by Employer
	By when

	
	


3. Feedback for the organisation.
3.1
What are the strengths of the Project in supporting you in your work.

3.2
Are there any aspects of the Project where things could be 
managed differently / if so, what and how.

3.3
Agreed actions that may be taken by the VBOM. (To be filled in at 
time of Appraisal)
