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AMERICAN SAMOA COMMUNITY COLLEGE

ADMINISTRATOR PERFORMANCE EVALUATION FORM

Name Employee D No.

Position Title Division

Current GS/Step

Type of for Evaluation  [] Annual Evaluation Performance Period

] Probationary Evaluation
] Special Evaluation

Directions: Supervisor and employee will use this form to evaluate the performance of the employee for the period indicated.
I'he rating system below shall be used by the supervisor in rating/ranking performance pertaining to employee’s skills.

knowledge and abilities in carrying out duties of position for performance period.
The five point Likert scale applies:

I-Unsatisfactory *', 2 Needs Improvement, 3 Satisfactory, 4 Above Average, 5 Exceptional =,

This form must be returned to the Office of Human Resources by (performance evaluation due date ). If the form is not

received by this date. employee rating may default to Satisfactory.

A. Leadership Responsibilities 2137375 T VA
l. Supportsthe Mission of the CoUER v vcnsams s mime i B .
2. Establishes goals/objectives of division that support College’s mission ............. | |2]314]5(NA
3. Implements and assesses progress of goals/objectives via divisional plans. 1[2]3]4]5|NA

T OB T DIOTIE wsnmsoscvosmtssossdse s 5 8 R A S R S SRR S R 1 ]2]3]4]|5 N/A
4. Uses annual evaluation results to improve division and or leadership capabilities 112[3]4]5]|N/A
5. Demonstrates effective problem solving and decision making techniques ........... 1[2]3]4]5]NA
6. Involves staff and/or faculty members in the decision making process .............. L[2]3]4]5]NA|
7. Demonstrates effective leadership in the administration and/or - —

SUPEEVISION R dIVISION versnamnnnnynnmisnsin s annaaimsms =| : | Al l 4]5 I\U
8. Prepares and/or adheres to establish budgetary procedures and policies in 121372715 WAl

accordance with established federal. state or local regulations ........................ = f | ﬁ : _A ?
9. Incluges staffifaculty miembersiin fiscal plARKING .covvvmermmesamann s s MICEERE \ B
10. Is an effective team builder within division/department ................................ 112 2 f415 PR
I'1. Demonstrates effective organizational skills ...................ooii L P]2]3]4]5 | NA|
12, 0verall leadership ..o 1 [2]3]4]5]NA|
13. Contributes to Student Learning and assessment for accountability.,

sustainability and continuous institutional effectiveness ! | 2]3 l 4 l S[N "\,‘
Employee agree O or disagree O with above ratings.
Comments: - Employee Initial l_ B
B. Management of Personnel & Customer Service 12131315 NA|
I. Participates in the hiring process of personnel .........ooooiiiiiiiiiiiiiiiiiinnnn. T2 3 a5 A
2. Adheres to the college’s procedures and timelines when evaluating staft/faculty .. T T —.
3. Demonstrates appropriate supervisory skills ..........coooiiiiiiiiiiiiiiiiiii ALK | Al ,
4. Leads through works within the proper protocol/chain of command ................. A2 [%]|s | N/A |
5. Foster a positive and professional working relationship with those

LT B | 11273 4 ‘ 5] N/A |

" Action Plan Required
~ Action Plan Required
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6.

9.

Promotes. monitors and reinforces the importance of customer friendly

behavior from all employees who are supervised ..................................
The office. division, dcpaﬂnu.nl being responsible for demonstrates the highest
level OF CUSLOMET SEIVICE ...uuuiiiie i,
Ensures that new personnel are fully trained in specific areas of performance .......
Ensures that complaints are handles and resolved in a professional manner .........

Employee agree [ or disagree [J with above ratings.

Comments:

C.
I

(%]

5

e

Lh

Professional Development

Participates in professional development that will lead to

PRrSOnal prolessIOnal BIOWAR .o s s T S R
Promotes professional development opportunities

as a means o improve respective division ...,
Reaches professional development goals ..o,
Encourages the professional development of those employees supervise(s) .........
Values. attends and promotes professional development activities ....................
(i.e participates in professional organizations. publishes in professional

Journals, or presents ol CONTEIBNBERY «vs s s o s s o i

Employee agree O or disagree O with above ratings.

Comments:

[([2[3[4]5]WA]
12345 NA
L[2]3[4[5]NA
[1]2]3[4]5][NA

[ 1]

[T[Z[5[2[5[VA]
1[2]73[4]5NA]
12335 NA
12345 NA
|I 2314 SIN-'}'\
[1]2]3]4]5[NA]

[ 1]

D. Communication and Teamwork ’wl | 213(4](5 | N'AJ
1. Is sensitive to the needs of those currently supervised and other ....................... -
2. Uses appropriate verbal and non-verbal techniques to communicate

effectively with students. parents, colleagues. and others in a customer (12737475 | N/A |

ALY WaY L I R RS ‘]'f’.
3. Write and speaks clearly and grammatically correct ..............oooviiiiiiiinin., 12(3]4]5[NA|
4. Supports administrative/institution decision and works to carry out such decisions I T2[374]5 NA
_ina |).mtc.ssmnal manner ........ AR s e s 2153 a5 A
5. Readily accepts constructive Criticisn ......o.ovniuineieeeie e = T
6. Demonstrates effective team building skills within unit/division/department ....... 1123 |4 3 N/A |
7. Is a positive and contributing team member ... 1]2[3]4]5]NA
8. Demonstrates and communicates a positive attitude in the workplace ............... I ]2]3]4][5]|NA
9. Shows respect and consideration toward other’s ideas. viewpoints, positions ...... [1]2]3]4|5]|NA
10. Seclects appropriate channels for comnmnicatingircsolving concerns ‘

and problems ... . ‘ 1] 2 [ 3[4 | 5 | N/A
11. Demonstrates L”LLII\t means 0[ 1880]\ mg, con !’]ILI‘? IhIOlI"h appl opt mle .

chain of commAand/ProfoCol s m s Tr s e s W| 2 ‘ 3 | E [ N"f“ﬂ
12. Demonstrates effective mediation skills when handling internal conflicts

between and among staft/faculty ... [ | ] 2 [ 3 ‘ 4 | 5 N/A |
Employee agree [J or disagree O with above ratings.
Comments: Employee Initial [4

(]2 [3]4]5]NA]
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E. Professional Responsibilities 12 ]3]4]5[NA]
|- Performs essential functions and other job related responsibilities effectively... ... IL[2 |3 |4]5|NA
2. Readily identifies work related problems and implements effective solutions ...... 11213145 | NA
3. Is self-motivated and takes initiative to carry out job responsibilities ................ 1|2 [3]4]5]NA |
4. Accepts ownership and responsibility for job related tasks ...........oooooiviinii. .. 12130415 | NA
5. Demonstrates effective organizational skills...................coiviiiiiiiiiniiininannn, T2 3135 [ NA |
6. Follows policies and procedures .............oooviiiiiiiniiniiiiiiii e ERER L N
7. Pay attention to detail and accuracy when completing job related tasks .............
8. Adheres to FERPA guidelines when handling student information/ -
eMPLoYee INFOFMIATION v v srammmis s e o R v 121345 N/A
9. Submits departmental. division or administrative documents/reports on time ...... 112]3]4|5]N/A
10. Submits high caliber work ... 112131415/ N/A
I'T. Uses annual institutional data on department/division to improve area .............. 12137415 NA
12 Reportsito:work eeguldtly and: 0ntimelcrms i nrammmanpesi e s 11213145 N/A |
I3. Attends required college functions (ie. Graduation, ceremonies. in-service etc) ... 112131415 1 NA|
I4. Actively participates on assigned cOMMIICES .........o.ooiuiiiiiniiei i, 12131215 N/A |
I5. Maintains professionalismiat Al MES ... onssas s aimams s b —
1]2]3]4]5]NA
Employee agree O or disagree [0 with above ratings.
Comments: Employee Initial |

Action Plan (i.e Professional Development, Training etc.) for Next Performance Period to meet Divisional
Outcomes

Action Plan (i.e Professional Development, Training etc.) for Next Performance Period to meet Institutional

Outcomes )

Employee Review Supervisor Review
(] Iam in agreement with performance evaluation (] I'am in agreement with performance evaluation

[ I disagree with the performance evaluation as noted. [] | disagree with performance evaluation as noted.

Comments Comments

Eligible for Next Step Increment Yes [] No[] Not Applicable []

Signatures: 1. Date 2 Date
Supervisor: President/Vice President/Dean Employee
Reviewed by: 3. Date 4. Date
President/Vice President Human Resources Officer
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