Employee Performance Evaluation
Name: ______________________________________________________________________

Position: ____________________________________________________________________

Date of Hire: _________________________________________________________________
Date of Review: ______________________________________________________________

                 

Rating Scale

(1) Unsatisfactory- Results are significantly below the expected level of job performance

(2) Needs Improvement- Results are sometimes met, but are often below expected levels of performance

(3) Good- Results are consistently met and sometimes exceed expected levels of performance

(4) Very Good- Results consistently exceed the expected levels of performance
(5) Outstanding- Exceptional performance and significant results are clearly evident

	Job Performance

	(1)
	(2)
	(3)
	(4)
	(5)

	Possesses a clear knowledge of the responsibility of the position


	
	
	
	
	

	Consistently maintains a high degree of work quality and accuracy


	
	
	
	
	

	Maintains acceptable level of productivity
	
	
	
	
	

	Manages time effectively
	
	
	
	
	

	Comments:



	Communications


	(1)
	(2)
	(3)
	(4)
	(5)

	Listens attentively to patients with attention to both verbal and non-verbal messages


	
	
	
	
	

	Maintains confidentiality in all patient interactions


	
	
	
	
	

	Verbal and written communication is concise, clear, courteous and timely
	
	
	
	
	

	Communicates problems/concerns to appropriate person


	
	
	
	
	

	Comments:



	Personal Accountability


	(1)
	(2)
	(3)
	(4)
	(5)

	Acts in a professional manner with patients, peers and management

`
	
	
	
	
	

	Conscientious about beginning work on time


	
	
	
	
	

	Accepts responsibilities and demonstrates the ability to complete assigned tasks


	
	
	
	
	

	Shows self motivation in performance and completes necessary tasks independently


	
	
	
	
	

	Comments:



	Attitude-Teamwork and Cooperation

	(1)
	(2)
	(3)
	(4)
	(5)

	Treats coworkers with courtesy, consideration and respect


	
	
	
	
	

	Shows interest and enthusiasm in performing job duties


	
	
	
	
	

	Cooperates with other team members to achieve the practice goals


	
	
	
	
	

	Maintains a neat, well-organized work area


	
	
	
	
	

	Comments:




	Goals and 

Objectives: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Reviewers 

Comments: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Employees
Comments: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Reviewer  Signature
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Employee Signature
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Date: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Developed by the Office Managers’ Committee of the Monroe County Medical Society
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