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This evaluation is prepared in accordance with Article 10 of the agreement between the 
CSU and CSUEU and stipulates that each employee in CSUEU Units 2, 5, 7 and 9 must 
have a five-day opportunity to review this evaluation and provide input and have a 
discussion with their supervisor.  The supervisor will consider the input before drafting 
and approving a final performance evaluation for inclusion in the personnel file.  New 
employees are evaluated at the 3, 6 and 11 month cycle. 
 

Employee Name: Department: Evaluation Period: Type of Appraisal: 
Ekho Dolphin VPSA office 05/01/15 to 11/01/15   3 Month 
Classification: Employee Status:  X 6 Month 
Administrative Support Assistant II   Temporary  Permanent   11 Month 
Working Title:  X Probationary   Annual 
Administrative Assistant to the VPSA 
office 

  

 
 
 

 (5) 
Outstanding 

(4) 
Exceeds 

Expectations 

(3) 
Meets 

Expectations 

(2) 
Needs 

Improvement 

(1) 
Failed to Meet 
Expectations 

Job Skills/ 
Knowledge 
Consider the 
knowledge of 
job and the 
supervision 
required. 

Shows exceptional 
skills and 
knowledge on the 
job. Has strong 
understanding of 
all aspects of 
department. 

Very well informed 
on all phases of the 
position.  Requires 
little or no 
supervision. 

Has a good 
understanding of all 
aspects of job.  
Requires standard 
supervision. 

Has minimal 
knowledge of the 
essentials.  Needs 
close supervision. 

Unacceptable job 
knowledge.  
Requires 
maximum 
supervision in 
most or all areas 
of job 
responsibilities. 

           X     
COMMENTS:  

 
Ekho’s performance thus far has required a vast amount of close and detailed supervision.  While willing to do the 
work, Ekho routinely seeks guidance on tasks; many of which are routine tasks and should have a level of familiarity 
and routine to them after six months in his position.  While he has undergone all of the necessary training elements 
of his position, Ekho still requires guidance and approval for many of his job functions; he is not confident in his 
actions and close attention is required by his supervisor and fellow office staff to ensure accuracy.  This is an area 
that desperately needs improvement for Ekho to serve successful as the main support staff for the VPSA office and 
allow his supervisor and other staff to focus their efforts on their own job functions. 

 
Quality 
Consider 
accuracy and 
reliability of 
results and 
wasted time in 
rework. 

5 
Exceptionally 
accurate.  
Produces top 
quality and 
thorough results.  
Sets example.  
Work is 
consistently error-
free. 

4 
Produces results 
that exceed 
requirements.  
Seldom necessary 
to check work. 

3 
Produces good 
quality work.  
Results are 
generally accurate, 
but may require 
occasional rework. 

2 
Quality of work 
sometimes below 
standards.  
Requires frequent 
review. 

1 
Produces 
unreliable results 
with frequent 
errors.  Requires 
constant 
checking. 

           X     
COMMENTS: 

 
Ekho has the desire to produce quality work; however, his lack of job skills and knowledge prove to offer obstacles 
in his ability to provide the level of accuracy and reliability that are necessary to produce quality work on a consistent 
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basis (see above Job Skills/Knowledge section).  There are certain isolated functions which Ekho is responsible for 
(e.g. production of the weekly flash report), which is always done well; however, his lack of consistency in other 
areas force frequent review from his supervisor and fellow staff members.   
 

      
Quantity 
Consider 
expected 
volume of work 
produced. 

5 
Consistently 
produces a high 
volume of work.  
Capable of 
performing a 
number of diverse 
tasks.  Generally a 
top producer in 
unit. 

4 
Consistently 
produces more than 
expected.  Capable 
of taking on extra 
work and 
assignments. 

3 
Meets volume 
requirements.  
Completes all 
assigned tasks. 

2 
Volume not 
always at 
expected level.   

1 
Does not 
complete work 
assignments.  
Amount of work 
produced is 
Unacceptable. 

           X     

COMMENTS: 
 

Ekho has the desire to complete his tasks and works diligently to try to ‘get the job done;’ however, the routine errors 
and the high level of supervision he requires slow down his production levels (see above Quality and Job 
Skills/Knowledge sections).  Ekho’s work often requires review and needs re-work, which slows down his production 
speed drastically.  Also, before moving forward on assigned tasks, Ekho often needs to wait for guidance/direction 
and the level of support he is seeking also impacts his work volume due to the busy workloads of others who are not 
always available to assist Ekho at the moment of his request. 

 
Service 
Orientation 
Consider 
overall internal 
and external 
service 
commitment 
and behavior.  
Clients may 
include 
customers, 
peers and 
supervisors. 

5 
Provides 
exceptional 
service.  Initiates 
suggestions for 
overall service 
improvement.   
Feedback from 
clients indicates an 
extraordinary level 
of commitment to 
service. 

4 
Provides consistent 
top quality service. 
Consistently 
exceeds clients’ 
service 
expectations. 

3 
Displays positive 
service orientation. 
Clients are satisfied 
with level of service 
provided. 

2 
Occasionally 
displays positive 
service 
orientation. 

1 
Rarely displays a 
positive service 
orientation.  
Immediate 
improvement 
necessary. 

        X        
COMMENTS: 
 
Ekho displays a positive service orientation on a consistent basis.  He serves as the front line of support for the 
office and offers a high level of service to students, visitors, and campus community members.  Ekho is always 
willing to offer others a helping hand and never appears to be put-off or bothered by last minute requests for 
assistance from others that may or may not be part of his primary job functions.  If I were to note areas for 
improvement with Ekho’s service orientation, it would be with respect to his inability to offer a certain level of service 
to the other staff and supervisors within the VPSA office.  This inability is not due to unwillingness, but often a result 
of his inability to act independently without direction.  With an increased level of job skills/knowledge, Ekho will be 
able to better offer assistance to the others around him. 

 
Judgment 
Consider 
success in 
organizing 
work and the 
ability to 
differentiate 
between 
decisions that 
should be 
made or 
deferred. 

5 
Thinks quickly and 
logically. Decisions 
made are 
extremely reliable 
and sound.  
Exceptionally well-
organized. 

4 
Shows consistently 
sound judgment.  
Very well-organized. 

3 
Displays sound 
judgment.  Good 
organizational 
ability. 

2 
Minimum ability to 
organize daily 
work.  Some 
improvement may 
be required in 
judgment.  

1 
Work is not 
organized.  
Consistently 
poor judgment. 
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              X  
COMMENTS: 
 
Ekho does not display a competent level of independent judgment or decision making skills.  While in the sixth 
month of his position, he still routinely defers decisions that should be an integral part of his daily job function to his 
co-workers and supervisor.  Such decisions should be made by Ekho at his level and not involve the participation of 
multiple other staff members.  Conversely, decisions that should be deferred, Ekho often handles independently, 
which has caused numerous problems when his supervisor is not consulted.  As a result of Ekho’s poor judgement, 
his work does not appear to be well organized and the workflow of the office is impacted; tasks that should run 
smoothly through Ekho do not and tasks that should be deferred are not, which require re-work and correction later 
on. 

 
      

Adaptability 
Consider 
willingness to 
learn new 
practices and 
adjust to 
changes in 
assignments or 
working 
conditions. 

5 
Adapts to change 
rapidly and 
displays positive 
attitude.  May help 
others adapt to 
change. 

4 
Quickly learns new 
practices.  Has 
positive attitude 
about change. 

3 
Competently learns 
new practices and 
adjusts well to 
change.  

2 
Learns new 
practices after 
much instruction.  
Accepts change 
with hesitancy. 

1 
Does not retain 
instructions.  
Resistant to 
change. 

              X  
COMMENTS: 

 
Unfortunately, despite the great deal of training that Ekho has received, he has been unable to retain the instructions 
provided to him.  While he is willing to learn; he does not absorb instruction despite near daily attempts at retraining.  
Ekho’s inability to adapt to office and campus procedures and instructions is proving to have a negative impact on 
the productivity and reputation of the office.  The amount of time that has to be dedicated to oversee Ekho’s work 
volume is unacceptable and does not meet the expectations of his position. 

 
 

Communication 
Consider verbal, 
written and 
interpersonal 
communication 
skills.  

5 
Exceptional 
communication 
and interpersonal 
skills.  Interacts 
extraordinarily well 
with all levels of 
employees and 
managers.  May 
be used as an 
expert service 
resource or act as 
an example for 
others. 

4 
Very strong 
communication 
and interpersonal 
skills.  Interacts 
very well with all 
levels of 
employees and 
managers. 

3 
Fully competent 
communication and 
interpersonal skills. 
Interacts well with 
others. 

2 
Communication 
and interpersonal 
skills need 
improvement in 
some areas.  May 
interact well with 
some, but not all, 
levels of 
employees and 
managers. 

1 
Interpersonal 
and 
communication 
skills are 
Unacceptable.  
Does not 
interact well with 
others. 

           X     

COMMENTS: 
 

While Ekho interacts well with his co-workers, the interpersonal communication skills he utilizes with his managers 
and supervisor need improvement.  Ekho often requires and requests the assistance of his supervisor with projects 
and tasks; however, he is unable to clearly articulate the issues he is having and the questions he is faced with.  
Without Ekho’s ability to clearly express his confusion and the assistance he is requesting, it can become frustrating 
for his supervisor and also cause a delay in the productivity of the office. With respect to his written communication, 
Ekho is often unable to articulate in writing the message he is attempting to convey.  He also routinely submits work 
with a high level of grammatical errors; which require others to double check his work.  Both of these areas require 
improvement for Ekho to serve successfully in his position. 
 
Ekho does display strong verbal communication with customers and campus community members and this should 
be noted; he does an excellent job of communicating in an articulate, helpful, friendly, and welcoming manner to 
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those outside of the office to whom he is providing assistance. 
 
 

Attendance 
Consider 
punctuality and 
unscheduled or 
unapproved 
absences. 

5 
Always arrives on 
time.  All absences 
are approved in 
advance.   

4 
Consistently arrives 
on time.  Absences 
are approved in 
advance with rare 
exception. 

3 
Generally arrives on 
time. Absences are 
often approved in 
advance. 

2 
Excessive amount 
of tardiness and 
unscheduled or 
unapproved 
absences. 

1 
Unacceptable 
amount of 
tardiness and 
unscheduled or 
unapproved 
absences. 

        X        
COMMENTS: 

 
With respect to attendance, Ekho meets the expectations of his position.  He generally arrives on time and comes 
prepared to work and completes his shift(s) appropriately (i.e. never requesting to leave early, etc.).  There have 
been a few instances where Ekho has requested to be out of the office without the notice required per our internal 
office procedure (i.e. providing a time off request at least two weeks in advance); however, these instances have not 
proven to be routine and when they did occur, Ekho ensured that appropriate front office coverage was made while 
he was out of the office. 

 
Safety 
Compliance 
Consider 
safety 
practices in 
work area. 

 
Numerical value is 
not assigned and 
should not affect 
any statistical 
average analyses. 

  
Complies with 
emergency 
procedures and 
safety programs. 

  
Does not comply 
with emergency 
procedures and 
safety programs 

        X        
COMMENTS: 
 
Ekho complies with all emergency procedures and safety programs required for his position. 
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Employee Name: Ekho Dolphin 

 
 
 

OVERALL PERFORMANCE EVALUATION 
 
Using the following standards, please select the summary description that most closely describes the employee’s 
overall performance for this entire review period: 
 
 
{  } Outstanding (5):  Performance and results far exceed the position’s requirements and expectations.  
Incumbent consistently integrates a wide variety of skills to outstandingly and effectively solve problems and carry 
out duties, responsibilities and objectives well beyond the expectations of the position.  Outcomes and solutions are 
routinely excellent and seldom matched by others.  Incumbent demonstrates the highest level of performance 
standards in handling all assignments.  Incumbent’s performance is consistent with the behavior associated with the 
selected critical performance factors.  Overall, performance demonstrates a very high degree of expertise and 
serves as a model of excellence for others.  Incumbent adds value to the organization well beyond what was 
expected.  Incumbent’s high level of sustained performance merits special recognition and compares with the best 
the CSU has seen.  Very few employees achieve this level of competency, particularly in an overall 
evaluation. 
 
 
{  } Exceeds Expectations (4):  Accomplishes considerably more than required or expected. Incumbent 
frequently demonstrates the ability to integrate a variety of skills to effectively solve problems and carry out duties, 
responsibilities and objectives beyond the expectations of the position.  Incumbent’s performance is consistent with 
the behavior associated with the selected critical performance factors.  Incumbent adds value to the organization 
beyond what is expected and is one of the key contributors within the organization. 
 
 
{  } Meets Expectations (3):  Performance is solid and consistently meets the position’s requirements 
and expectations necessary to further the University mission.  Critical goals, tasks, and projects are achieved 
within acceptable standards.  During the review period, there may have been some accomplishments that exceeded 
expectations, some that may have met expectations and, possibly, some areas where results may not have fully 
met expectations. Overall, the incumbent demonstrates the ability to handle projects or assignments within the 
scope of the position and demonstrates the ability to integrate a variety of skills to solve problems and carry out 
duties, responsibilities and objectives.  Incumbent’s performance is generally consistent with the behavior 
associated with the selected critical performance factors.  Incumbent adds value to the organization and is a fully 
competent performer. 
 
 
{ X } Needs Improvement (2):  Performance and results meet some, but not all, of the position’s 
requirements and expectations; however, overall performance needs improvement.  The need for further 
development and/or improvement in one or more of the critical performance factors is recognizable.  Incumbent 
requires more than normal amount of guidance and follow-up to assure that assignments were progressing 
adequately.  Performance is occasionally consistent with the behavior associated with the selected critical 
performance factors.  Sustained progress and improvement are required in one or more of the critical performance 
factors. 
 
 
{  } Failed to Meet Expectations (1):  Performance and results are consistently below expectations and 
are not acceptable.  Performance is below the minimum needed to fulfill principal duties, responsibilities, objectives 
and expectations of the position.  Incumbent requires an unreasonable amount of direction and guidance.  
Performance must improve to an acceptable level or corrective action will be taken, up to and including notice of 
termination. 
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Employee Name:   Ekho Dolphin 
 
 
ADDITIONAL SUPERVISORY COMMENTS: 
(Include comments on Overall Performance Evaluation rating and future goals and objectives.)  
 
Ekho has a desire to do well in his position.  He has a positive service orientation and can be relied upon to be 
present and offer assistance.  Unfortunately, due to Ekho’s underdeveloped job skills, he is often unable to serve 
effectively in his position.  A great amount of guidance is required (on a near daily basis) by his co-workers and 
supervisor; this impacts the work flow and completion of many assignments and projects within the VPSA office; 
those which Ekho is primarily responsible for and also slows down the work of others (who are often taken away 
from their work to assist Ekho with his tasks).  Immediate attention and improvement is required in various aspects 
of Ekho’s job performance if he is to serve successfully and remain in his position.  The office is prepared to offer 
support to Ekho through various training elements, but there must be marked improvement and effort on his part 
in the near future in order for Ekho to ensure success in his position.  He is a valued member of the VPSA office 
staff and the office looks forward to Ekho recognizing his necessary areas of improvement and communicating the 
assistance he needs in order to improve. 
 
 
EMPLOYEE’S COMMENTS: 
(May also attach a separate sheet of paper) 
 
 
 
 
 
 
I certify that this evaluation has been discussed with me.  My signature does not necessarily indicate that I agree 
with the evaluation. 
 
 
 

Employee’s Signature 
 

 Date 

 
 

  

Supervisor’s Signature 
 

 Date 

 
 

  

Reviewer’s Signature 
(Appropriate Administrator) 

 

 Date 

 


