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ADMINISTRATIVE PERFORMANCE EVALUATION 

(To be filled by the Staff Members) 

 

 

PART 2. EVALUATION  
 

KEY:  NA = Not applicable or not observed, UL: Unsatisfactory and lack of satisfactory progress over  

            time, U = Unsatisfactory, 3 - 4 - 5; Low, medium, high satisfactory performance range. 

 

Effective Leadership                                                       NA       UL        U        3        4       5 

 

Facilitates the development of a shared mission and vision 

 

 

 

 

 

 

Encourages and uses a variety of strategies to assess 

performance accurately 

 

Applies current principles and practices to encourage 

effective teaching / management / research. 

 

 

Applies organizational skills. 

 

 

Demonstrates communication skills that are clear, direct, 

and responsive. 

 

 

Creativity for ideas. 

 

PART 1. ADMINISTRATIVE DATA 

Administrator’s name  Title of position Grade of post At this post since  

 

Employed since Appointment type 

 

Department / Cell 

 

Period covered by report: From ____________ To    ____________                                                               
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Effective Relationships with the Staff Members                     NA        UL        U        3        4       5 

Good team player  

 

 

 

Interprets, clearly expresses, and promotes the vision, 

mission, programs, activities, and services of the 

university. 

Displays positive behavior to, peers and other staff 

Tries hard to assure learning opportunities for staff. 

Gives proper and generous credit to others for their 

contributions 

 

Fulfilment of Professional Responsibilities                            NA       UL        U        3        4       5 

Shows strong interest for his/her own learning. 
 

 

 

 
Effective mentor of personnel to attain promotion 

Takes personal keen interest in university matters 

Models ethical behavior. 

 

Effective Administration and Management                              NA       UL        U        3        4       5 

Carries out supervision, evaluation, and management 

functions for the university effectively.  

 

 

 

 Knowledge of policies, procedures, regulations and legal 

requirements within the scope of his/her responsibility. 

Applies current knowledge of additional programs (such as 

transportation, food services, maintenance, and facilities 

management) within the scope of his/her responsibility.  

Make sound and timely decisions 

Identifies and uses all available resources 

Maintains confidentiality 

Observance of work hours 

Deals effectively in crisis resolution 
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PART 3.EVALUATOR’S ADDITIONAL COMMENTS CONCERNING: 

  

3.1 Effective Leadership 

 

3.2 Effective Administration and Management 

 

3.3 Effective Relationships with the Community 
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3.4  Fulfilment of Professional Responsibilities 
 

 

ADMINISTRATOR’S COMMENTS::  

 

 

Evaluator’s Signature:       Date:     

 

Administrator’s Signature:      Date:     

 

_____________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


