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	Student Employee Performance Evaluation




Student: ___________________________________ Job title: __________________________________ 
Supervisor: _________________________________ Department: ______________________________
Guidelines: This evaluation should be completed by the student employee’s direct supervisor. The purpose of the form is to facilitate communication between the student employee and the supervisor regarding the employee’s successes and potential areas to enhance their skills and abilities.
While comments are encouraged for every category, supervisors are required to include comments and specific examples when performance is marked as “exceeding expectations” or “needing improvement.”
Oral and written communication skills
Effectively communicates accurate information over the phone and in-person. Expresses thoughts clearly. Demonstrates listening skills. Able to differentiate between situations requiring professional communication and more informal situations. Writing demonstrates basic grammar skills.
___ Exceeds expectations          ___ Meets expectations           ___ Needs improvement
Comments:
Critical thinking and problem solving skills

Ability to identify problems within area of responsibility, evaluate objectively, and choose an appropriate course of action; includes problem-solving, decision making, applied knowledge, innovation, and creativity. Exercises good judgment. Offers suggestions for improving methods of operation. When appropriate, attempts to solve problems before asking for assistance.
___ Exceeds expectations          ___ Meets expectations           ___ Needs improvement
Comments:
Collaboration and team work skills
Demonstrates relationship building and interpersonal social skills. Works harmoniously and effectively with other college employees, students, and the public. Provides friendly, tactful, and helpful customer service. Actively seeks to assist others. Diplomatic and displays sensitivity when interacting with individuals of different cultural backgrounds. 
___ Exceeds expectations          ___ Meets expectations           ___ Needs improvement
Comments:
Effectively utilizes information, technology, and resources
Understands and follows department policies and procedure. Demonstrates effective technology skills appropriate to the position (computer programs, copy machine, etc.). Demonstrated success when learning new technology and procedures. Economically uses department resources; does not exploit campus resources for personal use.
___ Exceeds expectations          ___ Meets expectations           ___ Needs improvement

Comments:
Implements self-management skills

Ability to manage time and prioritize responsibilities. Utilizes time efficiently leading to dependable performance at work. Meets deadlines. Demonstrates punctuality and reliable attendance. Notifies supervisor when unable to report to work. Displays ability to work independently under minimal supervision.
___ Exceeds expectations          ___ Meets expectations           ___ Needs improvement
Comments:
Overall quality and quantity of work produced
Demonstrates understanding of day-to-day work assignments. Displays thoroughness, accuracy, and orderliness in completed work. Attentive to details. Completes tasks in a reasonable amount of time with minimal errors. Appropriate volume of work completed. Demonstrates positive attitude; enthusiasm. Displays interest and takes initiative in performance of job duties.
___ Exceeds expectations          ___ Meets expectations           ___ Needs improvement
Comments:

Professionalism
Conducts oneself in a dignified, business-like manner. Personal appearance is appropriate for the position. Respects privacy of others and follows department guidelines for confidentiality. Shows interest in learning new tasks and taking on additional responsibilities. Appropriately accepts direction and constructive criticism. Strives to continually improve performance.
___ Exceeds expectations          ___ Meets expectations           ___ Needs improvement
Comments:

Additional comments from supervisor:

Comments from student employee:

NOTE: By signing this form, the student employee acknowledges only that this evaluation was discussed and a copy has been received. It does not necessarily signify that the employee agrees with the evaluation.

___________________________________        _______________
Supervisor’s signature



Date

___________________________________        _______________
Student employee’s signature


Date
