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Self-Assessment Questions 

1. When presented with feedback or constructive criticism, how well do I receive, assess, and 
incorporate it into my future actions? 
I believe feedback and/or constructive criticism to be vital to the success in any organization.  I 
am appreciative of individuals when they offer suggestions for improvement, and am often one 
who will go out of their way to request feedback in my work, because I truly believe that 
everyone is on the same team and that feedback is not personal, but rather made in an effort to 
improve the overall result.  I believe that I am open to feedback and do my best to provide a 
safe space for people to offer alternative perspectives.  Once received, I try my best to 
objectively evaluate the suggestions to ensure that the cause is being improved and apply 
changes, as necessary.  
 

2. How well do I collaborate with colleagues? 
In order to be successful within my role, it is necessary to collaborate with an array of individuals 
on a daily basis.  I feel that I have formed positive and productive working relationships with 
those I interact with routinely, as well as those I have worked with in more temporary 
capacities.  I feel that in group situations, my perspective is valued and heard and that I also 
make the effort to appropriately respond to the contributions of others.  I feel that I am a strong 
collaborator and enjoy working with others to learn new perspectives in my daily work. 
 

3. How effective are my verbal and written communication skills? 
I believe that I have exceptional communication skills.  My written correspondence is always 
well-written, thoughtful, and audience appropriate.  I strive to provide whomever I am 
communicating with not only information they request, but to also go the extra step in 
providing them with additional helpful resources and instruction.  I feel comfortable interacting 
with all levels of employees, and feel that I do so appropriately and effectively.  I have also 
worked with fellow staff members and students in my office to provide them with guidance and 
direction when they are communicating (written and verbally) with others in more difficult 
situations.  I feel this displays that I serve as a resource and/or example in this respect.  In my 
position, I am also routinely tasked with editing and offering “a second set of eyes” on materials 
drafted by colleagues and supervisors.  I feel this demonstrates a level of trust and respect in my 
abilities.  My direct supervisor, Dr. Sawyer, also routinely comments that my communication 
skills are exceptional and effective. 
 

4. How well do I adapt to unexpected situations? 
Having not always worked within the within the Division of Student Affairs at CI, I feel that I am 
often able to provide a “fresh perspective” in many situations.  In my role, I try my best to be 
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extremely open to whatever practices exist, and offer ways to improve current processes.  I 
work diligently to learn new practices and am often invigorated by doing so; I also strive to 
provide any needed motivation to others regarding potential change. 
 

5. How impactful are my contributions to the organization? 
While I have only served as the Special Assistant to the Vice President for Student Affairs (VPSA) 
for one year and there is still much to learn, I feel that I have been extremely successful in 
“hitting the ground running” and have made great contributions to the Division of Student 
Affairs and CI.  The skillset and knowledge base I have developed over the years have served me 
greatly in this capacity, providing me with a solid foundation and understanding of university 
operations and what is needed to support the VPSA.  I feel that I am able to approach every task 
in a competent manner and my actions contribute to the process, rather than impede its 
success. 
 

6. How well do I critically analyze and address issues or obstacles in my work? 
I believe critical thinking to be one of the skills that has served me the most in being successful 
in my role.  I am able to objectively assess a situation and often am the one around the table 
who can provide alternate perspectives or play “devil’s advocate” to ensure that multiples 
perspectives and all possibilities are being taken into account so that we may be prepared for 
any consequences.  I routinely am charged with finding ways to address obstacles in my daily 
work and approach each one with a fresh perspective and positive attitude, while finding the 
best and most efficient way to tackle the situation.  I am not often discouraged by obstacles, but 
rather find them to be challenges in which I find opportunity.   
 

7. Please describe my ability to provide consistent and effective customer service. 
I consistently strive to offer exceptional service to all (students, peers, supervisors, community 
members, etc.).  I do my best to be responsive and accommodate all requests, often creating 
additional work for myself in order to fulfill a request.  I do this without hesitation and with a 
positive attitude.  I also routinely offer assistance for areas within the Division of Student Affairs 
that are lacking support or staffing; I am always happy to offer a helping-hand in an effort to get 
the job done and ease the burden of others.   
 

8. How well do I resolve conflicts or concerns when they arise? 
I am not one who takes differing perspectives personally in the work place; however, when a 
conflict does arise, I do my best to approach the situation with a “how to we fix this” attitude.  I 
strive to create an environment where the work and efforts of others is appreciated and valued 
which aids in limiting conflicts, but when I am presented with a conflict I do my best to listen to 
the other person’s feelings and reason how my actions could best contribute to a solution.  I am 
at work to work and do not want to be in an environment where unnecessary conflict get in the 
way of my person productivity or the productivity of the office. 
 

9. What is one area in which I could improve the most? 
I feel that I am often so concerned with being productive and “getting the job done” that I often 
miss opportunities for professional growth/development or education of other staff members.  I 
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EDPL 624 Human Resource Management in Education Settings 
Assessment for Dorothy Ayer 

Let me start out by saying that I don’t have a lot of critical feedback for you – this is probably a good 
thing in many respects, but on the other hand, I may not see as many things as someone who works 
more closely with you might. 

Please provide detailed responses to the following questions: 

1. When presented with feedback or constructive criticism, how well do I receive, assess, and 
incorporate it into my future actions?  

I believe that you are quick to receive and incorporate feedback.  I don’t know if I’ve very had any for 
you personally – it’s been more organizational and offering suggestions like in Exec Team or on 
committees.  I do notice that you often explain why things are the way they are or why you did 
something in a certain way which is fine.  Almost all of the environments that we are dialoguing in are 
not super formal, either, so there is familiarity and freedom to share frustrations/obstacles that might 
not be shared in a cross-divisional task group, for example. 

2. How well do I collaborate with colleagues? 

I think you do this very well.  I’ve appreciated your contributions, leadership, and participation. 

3. How effective are my verbal and written communication skills? 

I think your written and verbal communication is very strong.   

4. How well do I adapt to unexpected situations? 

Hmm – I assume that you do it well since you work for the VP, but I don’t see it in our settings as much.  
In situations where I observe you responding to a change of plans like most of us around the exec team, 
you may share your displeasure at the issue and then move on and handle it.  Again I say this because 
we are in a safe environment where it’s OK to say you wish it were or thought it would be different and 
then move past that to get the work done. 

5. How impactful are my contributions to the organization? 

Thus far, my observation is that your contributions make us more efficient and effective.  It’s hard for 
me to tell what your personal contributions are with respect to new directions – my assumption is 
generally your position is not structured to ideate and move forward new ideas and initiatives (though 
maybe this reveals some ignorance I have about your role as it is currently structured).  In every 
situation that I’ve had opportunity to work with you on a problem or issue directly you’ve been 
responsive and professional.  And perhaps in this respect, I’d say that your contributions are positive – 
you help us do our work better and more effectively.   

6. How well do I critically analyze and address issues or obstacles in my work? 

From what I’ve observed, you do it well and with a high degree of professionalism.  I don’t know what all 
your obstacles are but I think you are very good at seeing a problem, sizing up a proper solution, 
garnering feedback where needed or appropriate, and taking action.  I also think that with your limited 
experience in Student Affairs, you have been a very quick study.  I do understand that working anywhere 
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in a University sets you up well for success in your role, but sometimes transitioning from a different 
kind of job could be part of the challenge in transition to a new role.  I always felt that you handled this 
well. 

7. Please describe my ability to provide consistent and effective customer service. 

From what I am able to ascertain from your description of things, I believe that you do this well. 

8. How well do I resolve conflicts or concerns when they arise? 

I believe you handle this well, though this might be where I have the least amount of feedback.  I 
suspect they could arise regularly in your job and that you must address them on behalf of the VP.  
However, that is something that seems to happen “behind the curtain” so I don’t see much of it 
personally. 
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Please provide detailed responses to the following questions: 

1. When presented with feedback or constructive criticism, how well do I receive, assess, and 
incorporate it into my future actions?  
I believe Dottie is able to take criticism, reflect on it, and make improvements when needed. She 
does not take the criticism as a personal attack, but rather as something that she can improve 
upon for the betterment of her work. 

2. How well do I collaborate with colleagues? 
Dottie has been able to foster meaningful relationships with colleagues across campus which 
allows her to collaborate in a positive and effective manner. As a result of these relationships, 
her colleagues feel comfortable working with her and are able to focus on the task at hand. 

3. How effective are my verbal and written communication skills? 
Dottie is able to communicate her thoughts and ideas clearly and effectively. Her written 
communication is very clear and to the point while still including the often times required 
niceties. Dottie is often involved in difficult conversations and she is able to address the 
concerns while diffusing the situation.  

4. How well do I adapt to unexpected situations? 
The ability to adapt in any situation is a must in our profession. No day is the same and Dottie is 
able to efficiently and effectively adjust to new situations. She is able to quickly assess a 
situation and provide ideas on how to move forward. 

5. How impactful are my contributions to the organization? 
Dottie has made significant contributions to the Division of Student Affairs as well as the campus 
community. She has been tasked with several high level projects which have required her to 
work with her colleagues. Two examples of include Parent and Family Programs and the NUPF 
program. She has completed expensive research for both of these programs and has worked to 
start these programs from the ground up. While these are two very different programs, they will 
provide much needed services to the students as well as their families. 

6. How well do I critically analyze and address issues or obstacles in my work? 
Dottie is able to analyze issues in objective manner. This allows her to work through the obstacle 
and examine the options for moving past it. 

7. Please describe my ability to provide consistent and effective customer service. 
Something I appreciate about Dottie is her dedication to helping others. She is willing to put in 
the extra work in order to ensure that the person in front of her is taken care of and has been 
provided with the information they were seeking. 

8. How well do I resolve conflicts or concerns when they arise? 
One of Dottie’s many strengths is her ability to objectively assess situations and provide ideas 
and solutions to the conflict or situation.  She is able to take in the concerns of the parties 
involved and contribute to the conversation in a way that helpful to the situation. 
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Please provide detailed responses to the following questions: 

1. When presented with feedback or constructive criticism, how well do I receive, assess, and 
incorporate it into my future actions? I have always found you to be open in receiving feedback, 
asking follow-up questions when necessary and incorporating the feedback when appropriate. 
 

2. How well do I collaborate with colleagues? I have always found you firm with your thoughts and 
ideas, at the same time collaborative with colleagues and willing to always assist when possible. 
 

3. How effective are my verbal and written communication skills?  Your skills are very effective and 
as a result I regularly ask you to review my written communication. 
 

4. How well do I adapt to unexpected situations? I believe you adapt quickly with intentionality. 
 

5. How impactful are my contributions to the organization? Your contributions are general beyond 
initial expectations. Of course now that we know you are expectations are higher for you. 
 

6. How well do I critically analyze and address issues or obstacles in my work? In my experience 
with you I find you to always analyze the issues and provide an analysis that is consistent with 
our values and philosophy. 
 

7. Please describe my ability to provide consistent and effective customer service.  High level 
customer service is critical in your role and I have found you to be fair, consistent and attentive 
to the needs of our students. 
 

8. How well do I resolve conflicts or concerns when they arise? I really can not think of a situation 
where you had to resolve a conflict in my presence so I cannot answer this question. 
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Please provide detailed responses to the following questions: 

1. When presented with feedback or constructive criticism, how well do I receive, assess, and 
incorporate it into my future actions?  

• Ms. Ayer has always proven to be the consummate professional in the Division of 
Student Affairs.  She is always quick to receive information and provide solutions to 
address concerns that she is confronted with.  She is a resource and will serve as a 
sounding board for many divisional issues, not because of her position, but because of 
her ability to think critically and objectively on various issues. Her assessment of current 
and future indicators is one of her strongest attributes. Ms. Ayer will always ask how she 
is able to assist on a situation and prepares a follow-up to make sure that the situation is 
resolved.  

2. How well do I collaborate with colleagues? 
• In the past year, the Dean of Students office moved in close proximity to the Vice 

President for Student Affairs office.  During this transition, Ms. Ayer reached out to the 
Coordinator of Special Projects, Russ Winans. Ayer scheduled regular meetings between 
the two areas to coordinate effective and consistent services so that both areas could 
be represented accordingly.  This forward thinking has created a sense of unity and 
common respect for both areas. 

• I also believe that when tasked with a responsibility from the Vice President’s office, Ms. 
Ayer develops a consensus from the members of the DSA Executive team and will 
collaborate with all members to make sure that ideas and suggestions are validated and 
facilitated. 

3. How effective are my verbal and written communication skills? 
• Ms. Ayer is definitely a resource in the area of communication.  I have recently 

requested her to proof read material for my area and received critical and constructive 
comments to better my programs and publications. 

• She is a great communicator and I am in awe of her ability to speak with a variety of 
difficult personalities and still maintain her composure and integrity.  

4. How well do I adapt to unexpected situations? 
• These situations will always be challenging, but Ms. Ayer will always represent the VPSA 

office with compassion and honesty. 
5. How impactful are my contributions to the organization? 

• I appreciate the impact that Ms. Ayer has on the division.  From my perspective, she 
brings to the VPSA office a critical eye based on her various work experiences.  She 
respectfully offers a different perspective that can ask others involved to think critically 
and retrospectively over the situations presented. 

6. How well do I critically analyze and address issues or obstacles in my work? 
• Working in the office that she does, comes with natural challenges and obstacles as 

students, parents, active community members and faculty will likely want their issues 
addressed by the VPSA.  With that said, Ms. Ayer will gather information from all 
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perspectives and constituents to provide that information to the Vice President for 
Student Affairs so that an effective decision can be made. 

7. Please describe my ability to provide consistent and effective customer service. 
• Regardless of her role, Ms. Ayer is the go-to person for the Division of Student Affairs 

office.  She provides a calm, cool, collected demeanor that represents the office and the 
VPSA in a respectful and effective manner. 

• More times than I can count, she has been in situations where she has to manage 
difficult personalities on the spot and the student(s), parent(s), a faculty member, a staff 
member or a community liaison left her office being heard and feeling validated. 

8. How well do I resolve conflicts or concerns when they arise? 
• As stated earlier, she is calm, cool and collected. In her demeanor, she actively informs 

the campus entities what needs to be addressed when confronted with an initial 
concern and begins the process to develop solutions for resolution.   
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Please provide detailed responses to the following questions: 

1. When presented with feedback or constructive criticism, how well do I receive, assess, and 
incorporate it into my future actions?  

a. I believe you receive feedback very well.  A key to this is that you do a great job 
investing in and managing your relationships.  By doing this you are create an 
environment where colleagues feel comfortable providing feedback.  I personally feel 
that I can approach you with concerns or questions at any time and not feel that you will 
react thoughtlessly or negatively.  I know that you will process/assess the information 
and provide a thoughtful, educated response that is in the best interest of the 
campus/organization/students etc.   In our interactions you regularly incorporate prior 
feedback by recalling from past experience to inform current decisions.  I’m always 
impressed by your willingness and desire to consider other perspectives when making 
decisions.  
 

2. How well do I collaborate with colleagues? 
a. Who wouldn’t want to work with you?!  You are an excellent collaborator.  In fact I 

believe everyone looks forward to having you on the team, task force, committee etc.   
You always follow through on commitments and often go above and beyond 
expectations.  You are insightful and dependable.  You bring confidence to your 
collaborations with a wealth of knowledge and experience and at the same time you are 
also humble and open to others point of view.  You treat colleagues with respect and 
make them feel valued and appreciated for their efforts.  Again…who wouldn’t want to 
work with you?  You are a true team player.   
 

3. How effective are my verbal and written communication skills? 
a. I look to you as an example and role model for how to best communicate with staff, 

faculty, administrators, community members and students.  Whether written or verbal, 
you are clear and concise in your delivery.   For me personally there is no guess work 
involved to figure out what you are saying.  You have a unique ability to break down 
messages that are difficult to deliver (or just difficult to interpret) and share in a way 
that is understandable to the person receiving the information.  When faced with an 
opportunity to deliver sensitive or difficult information, I regularly think to myself, “how 
would Dottie communicate this information?”   
 

4. How well do I adapt to unexpected situations? 
a. In your role I believe you experience unexpected situations daily (if not hourly).  You are 

always calm and composed regardless of the situation.  If you are stressed or anxious 
you do not show it on the outside.  I believe you play a large part in providing direction, 
confidence and reassurance to other staff members in the midst of unexpected 
situations.  You are a go to person within the division and looked to for leadership and 

dorothy.ayer
Text Box
Russ Winans



guidance in all situations.   As a side note, I hope that if you do experience stress, 
frustration or anxiety in the many unexpected situations you are faced with that you 
have colleagues or people outside of work to process those situations with.  It’s 
important to take care of yourself in addition to taking care of the office and entire 
division.  
 

5. How impactful are my contributions to the organization? 
a. I dread the day you would decide to leave the Division of Student Affairs!  It’s an 

understatement to say that your contributions are valued and have a positive impact on 
the organization.  In many ways you are the glue that keeps not only the VPSA office 
together but the entire organization together.   Your daily work impacts the decisions 
and direction of the division.  Whether leading a small team or delivering information to 
a larger audience your contributions regularly have a significant impact on the 
organization. Your contributions are meaningful, important and very much valued and 
appreciated.  
 

6. How well do I critically analyze and address issues or obstacles in my work? 
a. Similar to the thoughts already shared, I believe you do a wonderful job evaluating each 

and every aspect of your work.  You are thoughtful in your decisions and recognize the 
impact and influence you have within your role.  I know that when you share a directive 
or an opinion that it is a researched and informed opinion/decision.   
 

7. Please describe my ability to provide consistent and effective customer service. 
a. You are the example for us all to follow.  It’s clear the staff and students in your office 

follow your lead and example and strive to deliver excellent customer service.  You are 
genuine in your concern for others needs and professional in your delivery.  You have a 
positive spirit and demeanor that people are naturally attracted to.  When faced with 
delivering difficult news or information you do so with compassion and care.  You 
always seek resolutions for those you are serving and ensure that their voice has been 
heard.  You are always willing to listen and provide support and encouragement.  These 
are all traits that I greatly admire and respect about you.   
 

8. How well do I resolve conflicts or concerns when they arise? 
a. You are a trusted and respected colleague and leader within the division and campus 

community.  When conflicts or concerns arise you are a go to person. You consistently 
take appropriate and necessary steps to evaluate and assess the best course of action.  I 
appreciate your calm and professional demeanor in the face of adversity.  You seek out 
perspective and information from multiple constituents and call upon your own 
experience and insight.  You aim to bring resolution to conflicts and address concerns as 
quickly as is reasonable to do so.  You also are in a unique role where sometimes the 
ultimate resolution is out of your control but you still play an important and critical role 
in moving towards resolution.  Whether the messenger or the decision maker, in all 
situations you are extremely effective at ensuring concerns are heard, understood and 
taken seriously.   
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