Nevada State College

Instructions for Administrative Faculty

Employee’s Self-Report of Key Accomplishments & Goals - 2010
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Complete all required elements of the self-report form to maintain consistent and proper documentation:  

1. On page one, insert:

· your name

· your title

· your department

· your division

· the name of the individual conducting your evaluation

· generally your supervisor

· if more than one person, list all parties

· the title of your evaluator

· the date on which self-report was completed and submitted to your evaluator  

2. On page two of your self-report, be sure to insert your name into the “footer section” of the document where it says “Employee’s Name.”
Section I: Self-Report of Accomplishments & Competencies
· Complete this section by reflecting on your regular duties, goals, and accomplishments during the evaluation period. Write 1-2 brief paragraphs addressing each of the competencies. 
· Provide specific examples that demonstrate the level at which you performed. Include examples of how each competency applies to your job responsibilities, ongoing duties, special projects, etc.
· You do not need to assign a rating or level to your performance.
Section II: Self-Report of Supervisory, Managerial, and Leadership Skills 
· Complete in the same manner as Section I only if you have supervisory and management responsibilities for professional staff or classified staff. 
· This section can apply to temporary workers if they are retained for over one month or are performing duties assigned to vacant positions.
· This does not include student workers. 

Section III (a): Progress Towards Pre-Established Goals for Current Evaluation Period

· The current evaluation period is January 1 – December 31, 2010.
· Copy and paste the goals from your previous evaluation into this section.  Do not alter the goals in any way.
· Provide an update on the 3-5 major goals previously established during last year's evaluation. Include an analysis of your level of success in reaching agreed upon goals. If more were established, insert additional rows into the document as necessary by placing your cursor into the left margin and right clicking your mouse.  You may need to manually adjust the numbering.
· If goals were not established during your previous evaluation but were established at another time (i.e., upon hire or transfer into the position), insert those goals and provide an update.

· If no goals were established last year due (i.e., upon hire or transfer into the position), do not complete this section.
Section III (b): Proposing/Identifying Goals for Upcoming Evaluation Period

The upcoming evaluation period is January 1 – December 31, 2011.  Propose new or ongoing goals in support of your school/department’s and/or the College’s mission/strategic goals for the coming year(s).  
· Goals should follow the SMART model:  

· Specific

· Measurable

· Attainable/Achievable






· Relevant and 

· Timeframe

· Short-term (6-12 months)

· Mid-term (1-2 years)

· Long-term (3-5 years)

Your evaluator will review and discuss your proposed goals during your evaluation discussion.  Your evaluator may adjust your goals after reviewing the goals of all direct reports.

Section IV:  Additional Information and Comments 

This section contains four sections:

1. Service ( if applicable)
· Campus

· Community

· Professional Organizations

2. What was your most significant contribution during the past year?
· Briefly respond with a short sentence or bullet points
3. What would be the most significant contribution that you could make during the current year?
· Briefly respond with short sentence or bullet points
4. Additional Information/Overall Comments    
· Briefly respond with short sentences or bullet points. Include information that you would like to provide which has not been covered in the previous areas.  Examples include:
· Additional professional or departmental accomplishments
· Unusual or extraordinary obstacles
Miscellaneous Information 

· You are encouraged to submit your self-report to your evaluator electronically.  You may insert a scanned image of your signature into the Employee Signature box.  Names typed in a script font will not be accepted.
· Your evaluator will submit your self-report to the Office of Human Resources along with your completed and signed performance evaluation. 

Your completed and signed documents need to be submitted to the Office of Human Resources no later than Friday, March 11.

For additional information or assistance regarding any aspect of your annual performance evaluation, please contact:
· Nicole Norian, Director of Human Resources


992-2322
BW1, Suite 231
· Matt Garland, Assistant Director of Human Resources 
992-2323
BW1, Suite 231

Page 1 of 2
Instructions

