STAFF

SELF EVALUATION FORM

PRESBYTERY OF NEW HOPE

EMPLOYEE'S NAME: ___________________________DATE: ____________

POSITION:  _______________________________________________________
THE PURPOSE OF THIS EVALUATION…

is to provide a time of self reflection.  This exercise is intended to be a learning experience in which you gain insight into strengths and areas that need improvement and agree upon a practical improvement program.  Periodically conducted, these evaluations will provide a record of development and progress.

INSTRUCTIONS

SECTION I

It is a given that we can all improve on every aspect of our lives.  We should strive constantly not to do less than we are capable of; however, for purposes of this evaluation, think I terms of being either "Effective" or "Need Improvement" on each aspect of your job description. Please refer to the following job description covering your position and reflect on how well you feel that you are fulfilling each of your specific duties and responsibilities as listed; (PLEASE SUPPORT YOUR RESPONSE WITH EXAMPLES WHERE POSSIBLE.  ALSO, IT IS IMPORTANT TO NOTE WHERE JOB DUTIES HAVE CHANGED SO THAT THE JOB DESCRIPTION CAN BE UPDATED).  If it is determined by you and your reviewer(s) improvement needs to be made, decide what needs to be done and how and when a follow-up date should be set to assess progress.  Also, Please outline the "game plan " in writing and attach to this evaluation.  Again, THIS IS INTENDED TO BE A LEARNING EXERCISE AND ONE OF SELF-REFLECTION FOR YOUR BENEFIT!

PURPOSE: To provide assistance and support to The Presbytery of New Hope in fulfilling duties/responsibilities as outlined in this position description
(Mark each item as either "Effective" or "Need Improvement."  Feel free to use abbreviations "Eff" or "NI".



 SELF



 EVALUATION  

RESPONSIBILITIES:

1. Support staff person to Executive Presbyter/Stated Clerk and the committees with which 

she is involved.  Handle all correspondence and materials as assigned related 




to this position.
_________


2.
Oversee office routines and duties and coordinate work flow.
___________
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2. Liaison for the Presbytery to the General Assembly and the Synod Office 

regarding the work of the Nominating Committee (Synod & G.A. Commissioners) 

and Committee on Ministry.
__________

3.
Keep official Presbytery Calendar with appropriate meeting dates.
___________

4. Maintain files of ministers and churches and process forms related to these files.

Maintain historical files of ministers that have served and are currently under the

Care of the Presbytery of New Hope.
___________

5. 
Prepare the Presbytery Dockets, and oversee its production and mailing.
___________


6.
Prepare the annual Minutes of Presbytery and have produced.
___________

7.
Oversee the sorting and mailing of the Annual Statistics and record data reported.
___________

8. Coordinate registration at the meetings of the governing bodies and prepare certificates 


of retirement, anniversaries, and ordination.
___________

9. Order office supplies, check prices for bargains and try to keep enough envelopes, 


stationary and office supplies on hand that we use daily.
___________

10. Assist in maintenance of the web site for the Presbytery with updates, changes,

Weekly information updates, additional information.  
____________

11.  Attend monthly staff meetings.
___________

(REMEMBER TO SUPPORT YOUR RESPONSES WITH EXAMPLES WHERE POSSIBLE.  ALSO, IT IS IMPORTANT TO NOTE WHERE JOB DUTIES HAVE CHANGED SO THAT THE JOB DESCRIPTION CAN BE UPDATED.  ATTACH ADDITIONAL SHEETS OF PAPER WITH COMMENTS.)
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SECTION II

Listed below are a number of traits, abilities and characteristics that are important factors for success in each of our ministries.  As in Section I please evaluate yourself and indicate how well you feel that you reflect these factors in your ministry.  If it is determined by you and your reviewer(s) improvement needs to be made, decide what needs to be done and how and when a follow-up date should be set to assess progress.

(Mark each item as either "Effective" or "Need Improvement".  Feel free to use abbreviations "Eff" or "NI".) 



     SELF



   EVALUATION

ABILITIES AND CHARACTERISTICS:

1. FRIENDLINESS is the sociability and warmth which an individual


imparts in his/her attitude toward other individuals including ministry 


staff, other church employees, his/her supervisor and the persons he/she


 may supervise or interact with. 
 ___________




2. ACCURACY is the correctness of work duties performed.  Do you 



strive to do work accurately with minimum supervision? 
___________


3. CREATIVITY is talent for having new ideas, for finding new 



     better ways of doing things and for being imaginative.  Do you feel 



that you seek new and better ways of doing things?  Are you open for 



suggestions for improvement?
__________

4. PERSONAL APPEARANCE AND HABITS is the personal 



 impression you make on others.  Do you have any personal habits 



that you need to change?
__________

5. DEPENDABILITY is the ability to do required jobs well with a 



minimum of supervision. Can you be counted on to get the job done 



and get it done on time?
__________

6. JOB KNOWLEDGE is the information concerning work duties which 




an individual should know for a satisfactory job performance.  Do you




feel confident with most aspects of your job?  What areas do you feel that 




you need to improve on as far as your job knowledge is concerned?
___________







7. LEADERSHIP reflects the quality of getting others to follow.  Do you 



feel that you provide leadership as needed to communities and your



fellow staff members?
___________

(SUPPORT YOUR RESPONSES WITH EXAMPLES WHERE POSSIBLE.  FEEL FREE TO ATTACH ADDITIONAL SHEETS OF PAPER WITH COMMENTS.) 
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SECTION III

1. In reviewing your job description what do you consider to be your strong points?

2. Of all the things you've done during the past year, what's the one accomplishment you're most satisfied with?       Why? 

3. Of all the things you've done during the last year, what's the one accomplishment you're least satisfied with? Why?  

4. Based on what you've experienced during the last year, what's a situation you'll handle differently when you encounter it again?  How is this new approach better?

5. What have you learned about your job that you didn't know 12 months ago?

6. What have you learned about yourself that you didn't know 12 months ago?  

7. When it's time for your next review, what's one thing you would like to have accomplished?       Why?  

8. In working toward that goal, what resources do you feel are available to you? That is, what here will help you meet your goal? 

9. In working toward that goal, are there any obstacles (for example, time, money, lack of expertise) that you feel you face?  If so, how can you overcome them.  

10. How can I, as your manager, help you meet that goal? 

11. What has been your biggest job-related frustration during the past 12 months? 

12. What ideas do you have for alleviating the frustration? 

13. How are you more valuable to the organization than you were 12 months ago?  

