AGENCY FOR INTERNATIONAL DEVELOPMENT

WASHINGTON, DC 20523

IDI PERFORMANCE EVALUATION

REPORT FOR AID/W TRAINING




INSTRUCTIONS TO SUPERVISORS:  supervisory evaluation of

employees play a vital part in identifying areas in which improvement,

counseling and additional training are needed, and in determining

retention in the program, promotions, tenuring and on‑going

assignments.  Your appraisal should be frank and sincere, and include

constructive criticisms.  Return this completed form to the Career

Development Office, PFM/PM/FSP/CD.





1. Employee's Name





2. Beginning/Ending Assignment Dates


3. Organization/Division


     




     


     



PART I ‑ LIST OF SPECIFIC ASSIGNMENTS RELATED TO IDI TRAINING PLAN UPON WHICH EVALUATION WAS MADE










     











 PART II ‑ PERFORMANCE EVALUATION










The employee is to be rated on all listed elements by checking the appropriate column.










An OUTSTANDING employee would be among the top 10% of employees you have observed at this grade in this kind of work.










A SUPERIOR employee exceeds the usually expected level of ability, skill or knowledge of employees at this grade in this line of work.










A SATISFACTORY employee meets job requirements as well as most employees at this grade in this type of work.










A MARGINAL employee needs to improve.










An UNSATISFACTORY employee is totally inadequate.










FACTORS




Outstanding
Superior
Satisfactory
Marginal
Unsatisfactory

A.
Acquired knowledge of organizations, regulations, procedures and subject matter encountered in assignments.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


B.
Followed instructions and completed assignments accurately and thoroughly




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


C.
Planned, organized and coordinated resources effectively.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


D.
Analyzed problems thoroughly and effectively.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


E.
Worked without excessive supervision and guidance.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


F.
Met deadlines.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


G.
Composed written reports clearly, concisely and effectively.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


H.
Expressed himself/herself effectively orally.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


I.
Established and maintained effective relationships with colleagues at all levels, officially and unofficially.




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


J.
Carried out equal employment opportunity responsibility (rate only if applicable)




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


K.
Management skills




 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
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PART III‑ PERFORMANCE CHARACTERISTICS






Indicate your evaluation of the degree to which the employee has demonstrated the listed performance characteristics by checking the appropriate column.







CHARACTERISTICS
Outstanding
Superior
Satisfactory
Marginal
Unsatisfactory

A.
INITIATIVE — The degree to which the employee takes action beyond what is necessarily called for, or originates actions rather than responds to events.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


B.
JUDGEMENT — the extent to which the employee discriminates between relevant and irrelevant details and arrives at logical solutions to problems
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


C.
FLEXIBILITY  — the extent to which the employee accepts new ideas, or adapts to changes in procedures and/or policy.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


D.
RESOURCEFULNESS  — The extent to which the employee solves problems that arise in the course of his/her work by trying a variety of alternatives, or by meeting unusual situations
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


E.
ORIGINALITY  — the extent to which the employee suggests new approaches or ideas to improve the efficiency or effectiveness of his/her work.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


F.
TACT AND COURTESY  — The extent to which the employee deals with people in difficult situations without offending them and with a delicate sense of what is fitting.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


G.
STRESS AND TOLERANCE  — The extent to which the employee maintains stability of performance.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


H.
COOPERATIVENESS  — The degree to which the employee is able to work with others to attain a common goal.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


I.
ADAPTABILITY  — The degree to which the employee is willing and able to adjust rapidly to job environment.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


J.
ATTEMPTS TO IMPROVE  — The extent to which the employee tries to learn new things that will aid in his/her work and career development.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



PART IV - NARRATIVE COMMENTS






Discuss significant performance factors, especially those rated high or low.  Give concrete examples.  Include constructive criticisms as appropriate.
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PART V — CAREER POTENTIAL


Comment on employee's potential to (a) successfully complete the idi program; (b) succeed in his/her target occupational category; and (c) manage a program.

     



PART VI - ADDITIONAL TRAINING NEEDED


Please indicate if you feel additional training is needed and what type.

     


I have  FORMCHECKBOX 
 have not  FORMCHECKBOX 
 discussed this report with the employee


Supervisor's Signature:
Date:

Typed Name:       
Title:       


Employees are encouraged to comment on this report, and may do so by attaching a separate sheet.


Employee's Signature:
Date:
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