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The Guild Associates Performance Evaluation Criteria

(To be used in preparing staff evaluations)


Rating 
(5)
(4)
(3)
(2)
(1)

Elements
Excellent
Good
Satisfactory
Needs Improvement
Unsatisfactory


Knowledge of Job - How well the employee is suited by education and experience to know the duties of the current position and how to carry them out.

5
Has exceptional understanding of all essentials and details.

4
Well-informed. Knows essentials and details well.

3
Sufficient for position. Understands requirements with working knowledge of duties.

2
Weak in some pertinent areas. Not well informed. Narrow interest.

1
Poorly prepared. Weak background. Little or no interest.

Quality of Work - Accuracy, thoroughness, neatness, clarity and adherence to standards.

5
Consistently excellent work. Seldom makes errors. Always conscientious. Pays attention to all details.

4
Work is very neat and well organized. Conscientious. Generally catches own mistakes. Good, useable work.

3
Acceptable. Work is usually accurate and presentable, with few errors. Sensible approach.

2
Makes mistakes. Work needs constant minor revisions. Occasionally work must be redone. Not up to standards

1
Careless. Inattentive. Makes many errors. Sloppy work. Impractical. Lacks important detail and quality.

Quantity of Work - The amount of acceptable work done in one day.

5
Unusually high output. Meets emergency demands well. A top producer.

4
Consistently turns out more than average. Works hard.

3
Average output for experience and training. Finishes allotted amount.

2
Meets minimum recognized standards most of the time.

1
Consistently fails to meet recognized minimum standards.

Written Communication - Ability to write well to the extent that the position requires, whether in informal memoranda, records pertaining to work, or specifications, reports, correspondence, etc.

5
Talented, with flair. Proficient.

4
Accurate and creative. Convincing.

3
Generally correct and technically complete. Style can be improved.

2
Poor grammar. Not concise.

1
Inadequate. Needs constant correction.

Oral Communication - Ability to discuss work competently using correct English. Awareness of importance of courteous and businesslike manner of speaking. If position requires participation in meetings, effectiveness of presentations.

5
Persuasive. Motivator.

4
Clear and concise. Well stated. 

3
Organized. Good delivery. Understandable.

2
Tedious. Long-winded. Verbose. Monotonous. Dull. Poor grammar.

1
Speaks with difficulty. Poor enunciation. Unorganized

Initiative - Degree to which employee is a self-starter, recognizes new needs as they arise, and takes independent action to extent warranted by responsibilities of position.

5
Self starter. Very active in making useful suggestions. Able to make decisions and work around problems.

4
A self starter on all regular duties. Consistently offers useful suggestions.

3
Solves ordinary problems. Periodically may suggest useful ideas for improvement.

2
Needs direction. Slow starter. Procrastinates. Too cautious. Too precipitous. Impulsive. Accepts leadership reluctantly.

1
Waits for instructions and assignments. Relies heavily on others. Offers no suggestions.

Adaptability - Willingness to try other skills and/or difficult jobs.

5
Versatile. Enjoys challenge. Imaginative. Inquiring mind. Adjusts easily to new conditions and procedures.

4
Willing to learn new duties, approaches or routines.

3
With average instructions, able to learn and perform responsibilities and routines.

2
Reluctant to change. Occasionally interested. Does not adjust easily to changes or new conditions.

1
Very inflexible. Does not adjust to new  conditions.

Working without Supervision - Follows instructions independently and may be relied upon to self-check. Does not need close and continued supervision by superiors.

5
Has earned utmost confidence of supervisor. Practically no supervision.

4
Applies self well. Requires an occasional check. Minimum supervision.

3
Needs and responds to normal supervision.

2
Needs considerable supervision.

1
Unreliable. Needs constant direction and monitoring.

Ability to Supervise or Train - Ability to pass on to others the knowledge gained in education or on the job; readiness to take on the role of trainer and evaluator, and to direct and influence others without loss of mutual respect.

5
Effectively uses firm’s staff and resources. A leader. Individuals who work under him/her appreciate the work relationships, and learn methodology. Follows up on work delegated.

4
Recognizes the need for coordination of every aspect of the activities involved in the individual jobs of the firm. Instills confidence. Good teacher and coach. Has and maintains firm grip on direction and quality of work.

3
Makes effort to establish proper relationships in coordination of various aspects of job. Assigns work with some confidence. Tends to hold too tight a rein.

2
Not a team person, but will cooperate. Lacks confidence in others and is unsure when to delegate. Does not issue clear instructions.

1
Unable to appreciate need for team work. Won’t release or does not follow up.

Ability to Plan and Organize - Effectiveness in setting realistic goals, establishing priorities and organizing resources to achieve them; habit of organizing for a day’s work as well as long range; and participation in developing the necessary organizational structure.

5
Systematic. Well balanced. Complete programmer of assigned portion or full project. Develops teams or team to resolve allotted work in excellent manner.

4
Good interpreter and forecaster. Anticipates trouble and resolves problem. Accurately estimates work required, loads, firm’s abilities and scope of projects.

3
Understands scope. Usually anticipates trouble. Sets priorities and deadlines. Has ability to estimate work loads and requirements, but fails occasionally due to over optimism.

4
Reinvents the wheel. Does not recognize possible serious situations. Needs considerable coaching.

5
Poor comprehension of projects and of needs for others.

Human Relations Ability - Ability to get things done through people. Ability to keep information channels open both to subordinates and superiors (including listening skills). Ability to manage personnel problems consistently and fairly.

5
Highly effective in working with fellow employees. Keeps information flowing well. Displays sensitivity and excellent judgement in managing personnel problems.

4
Good degree of effectiveness in working with fellow employees. Effective managing of personnel problems. Sensitive to employee needs.

3
Acceptable ability to get things done through others. Good flow of information. Usually manages personnel problems fairly.

2
Could be more helpful to others. Tends to be opinionated;  somewhat difficult to work with.

1
Shows a reluctance or inability to work with others.

Knowledge of Client Policies & Procedures - Effectiveness in dealing with present and potential clients, and in maintaining their respect for Guild Associates and its staff. Understanding of policies and procedures of each client.

5
Clear understanding of each client’s policies and procedures. Understands purpose of each association and society. Able to explain policies and procedures in professional manner to members when required.

4
Grasps client’s needs well.

3
Able to explain basic procedures to members.  

2
Able to explain basic procedures to members but is not always clear and concise. 

1
Does not demonstrate understanding of needs of each client.

Self-Improvement Activity - Recognition by the employee that he or she should have personal goals and objectives and should devote reasonable effort to attaining them; maintaining and improving competence in field of interest through self-study and formal courses.

5
Has made outstanding effort to improve. Shows initiative and drive.

4
Shows continuing advancement in administrative areas. Identifiable active progression. Welcomes opportunity to learn more.

3
Recognizes need and welcomes the opportunity to develop. Expects to progress and takes some action.

2
Responds to suggestion of need. Slow to make progress.

1
Not interested in need for self-improvement. Does not recognize limitations.

Punctuality and Attendance - Arrives to work on time and puts in full time on the job except for scheduled breaks. Makes up time when late.

5
Near perfect attendance and punctuality.

4
Seldom late and/or absent. Calls in in a timely manner.

3
Occasionally tardy. Usually notifies in advance of unscheduled absence and tardiness.

2
Frequently late and/or absent.  Has on occasion difficulty in this area.

1
Excessively absent and /or tardy.

Team Commitment - Ability to be a team contributor; to apply individual effort as to achieve company and project objectives, recognizing that there is sometimes a need to subordinate personal objectives in order to benefit team cohesiveness.

5
A team worker who is sought out by others for advice and counsel.

4
Good team worker, easy to work with, appreciates others problems, and is cooperative.

3
Gets along well with others and is willing to listen. Willing to meet others halfway.

2
Could be more helpful to others. Tends to be opinionated; somewhat difficult to work with.

1
Shows a reluctance to work with others.

Professionalism - Presents self through dress, attitude and speech in professional manner.

5
Always professional in appearance and mannerisms towards co-workers and members both in person and on the phone. Good representative of company.

4
Normally presents self in professional manner. Neat appearance. Considerate attitude towards members and co-workers.

3
Meets minimum standards of dress for office. Normally speaks and behaves respectfully.

2
Needs to work on being professional - neat appearance; attitude; or being polite.

1
Is unprofessional.

