	
	
	Performance Review – Professional/Technical


	employee name

Zelenka, Radek
	employment date

26/1/2003

	employee department

Science/Engineering
	reviewing manager

McKay, R.
	date of last review

N/a

	current review date

29/1/2006
	position title

SeconD-In-Command, “Avoiding Horrible Death” Department
	date of present assignment

16/7/2004


SECTION I:
Describe Assignments And Major Responsibilities For Review Period.
	1. Making sure things don’t blow up/fail to blow up (as applicable)

2. Advancing the cause of scientific knowledge in the least boneheaded way possible

3. Not dying horribly in any one of a myriad ways


SECTION II: Summarize The Status Of Key Goals.  Indicate Whether Goals Were Achieved Or Not Achieved.

	GOALS
	COMPLETION COMMENTS

	Goal 1
Achieved
NOT Achieved
	Demonstrated ability to both blow things up and stop things from blowing up; accurately assessed situations to determine which was necessary. 

	Goal 2 
Achieved
NOT Achieved
	Scientific output is less idiotic than could be expected.

	Goal 3 
Achieved
NOT Achieved
	Still breathing.

	Goal 4 
Achieved
NOT Achieved
	

	Goal 5 
Achieved
NOT Achieved
	


	
	
	Performance Review – Professional/Technical


SECTION III:
General Comments And Summary Relating To The Status Of Above Goals, Attainment, Difficulty Of Goals, And Impacting Factors
	Isolation from homeworld. Constant threat of horrible death from life-sucking space vampires. Coffee ran out after month 3.


SECTION IV:
Evaluate And Describe Performance And Accomplishments Using The Following Perfromance Groupings:

	The sub-headings for each group are suggested criteria to be evaluated and are not intended to be all-inclusive and may be changed, deleted or added to as required.  The comments area for each should be used for expansion, explanation, description of strengths and/or problem areas for each grouping.  Specific improvement actions, however, should be described in the following section. Select the appropriate term below to describe performance for each category and select the appropriate rating number. Enter "N/A" where the category does not apply to this position.

	Consistently, over time, performs all duties in an exceptional manner; significantly exceeds expectations with exceptional quality, quantity and timeliness of work; significantly exceeds all objectives, always achieves exceptional results well beyond those expected of the position.  Note – usage of this category is highly limited.

	Consistently exceeds the normal expectations for the position; exceeds expected criteria for quality, quantity and timeliness of work; consistently exceeds goals and objectives; achieves results beyond those expected for the position.

	Consistently performs all duties of the position in a fully capable manner; meets all expected criteria for quality, quantity and timeliness of work, including meeting goals and objectives.

	Performs many duties in a capable manner; meets some goals and objectives, but requires improvement in quality, quantity and timeliness of work to achieve overall satisfactory performance; may require more supervision than expected for assignment.  Could be the performance level of those new to a position.

	Unacceptable performance suggesting lack of willingness and/or ability to perform the requirements of the position. Separation or reassignment is indicated unless performance improves significantly.  Requires excessive supervision.
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	PERFORMANCE RESULTS

	1. QUALITY OF WORK

Completes high quality work with thoroughness and accuracy to achieve results. Thoroughly follows standards and procedures. Keeps complete records. Pays adequate attention to detail.

Comments: Zelenka is less of a moron than many of his peers. He can complete a variety of tasks without needing his hand held or his chin wiped. 
	Rating:

(1-5)

	2. QUANTITY OF WORK

Completes assignments by or before deadline.  Produces acceptable quantity of work.  Maintains control of work regardless of environmental pressures. Manages priorities. Accepts new responsibilities.

Comments: Zelenka correctly identifies his main priority as “not dying horribly in some previously-unforeseen catastrophe” and is able to take the necessary steps to achieve this goal. 
	Rating:

(1-5)

	PERFORMANCE FACTORS

	3. JOB KNOWLEDGE AND TECHNICAL APPLICATION

Applies technical, professional knowledge to job requirements. Keeps job knowledge and technical skills current. Uses past experience to solve problems. Applies department and industry information.

Comments: Lack of contact with Earth makes keeping up with scientific journals impossible. However, he does not utterly ignore the materials available to him. Also, suspect he has smuggled back issues of Engineering Quarterly on DVD; however, he refuses to share.
	Rating:

(1-5)

	4. ORGANIZATION AND PLANNING

Sets priorities to optimize time usage. Engages in short and long term planning. Proposes milestones which allow progress to be adequately measured. Adheres to schedules and plans.

Comments: Schedules? What schedules? 
	Rating:

(1-5)

	5. ANALYTICAL AND PROBLEM SOLVING

Understands and defines problems clearly. Formulates realistic solutions. Participates constructively in group problem solving. Anticipates and prevents problems.

Comments: Thinks quickly and on his feet. However, in group problem solving situations, needs to recognise that I am always correct. 
	Rating:

(1-5)
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	6. JUDGEMENT AND DECISION MAKING

Considers relevant alternatives before making decisions. Shows timeliness and conviction in making recommendations and decisions that withstand critical examination.

Comments: He’s still alive and has resisted all this galaxy’s attempts to change this status. And by the way, what moron devised these categories and this form?
	Rating:

(1-5)

	7. SELF IMPROVEMENT AND INITIATIVE

Responds with constructive activities after manager’s feedback. Participates in professional societies. Attempts to keep knowledge current in the field. Resourceful in accomplishing tasks.

Comments: Really. Who wrote this form? Blah blah occasionally brilliant blah blah thinks fast blah blah competent blah. I could be recalibrating the city’s power consumption curve right now, but no, I’m filling in these boxes. 
	Rating:

(1-5)

	8. INNOVATION AND CREATIVITY

Generates workable ideas, concepts, and techniques. Willing to attempt new approaches. Simplifies and/or improves procedures, techniques, and processes.

Comments: If I’d written this document, it would consist solely of one box: “Did employee utterly disgrace the name of science during the review period? (Y/N)”
	Rating:

(1-5)

	INTERPERSONAL SKILLS

	9. COMMUNICATION

Articulates ideas in a clear, concise, and appropriate assertive manner. Produces readable, concise, and accurate written documentation. Provides professional service to both internal and external clients.

Comments: Needs to stop swearing under his breath in Czech at me; I understand more than he thinks I do. Does get credit for being able to apparently read my mind.
	Rating:

(1-5)

	10. SUPERVISION

Executes directions and plans from manager. Accepts constructive criticism and feedback. Keeps manager involved and informed on a timely basis.

Comments: “Go away and let me finish what I am doing or you will never have heat or hot water in your quarters again” is not acceptable response to requests for status reports, even if those requests occur every fifteen minutes.
	Rating:

(1-5)
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	11. TEAMWORK

Assists others when needed. Participates effectively in the work team by offering ideas. Listens to others’ suggestions or ideas. Prevents or resolves conflict. Effectively manages team when needed.

Comments: Don’t think I’m not aware of the fact that everyone else in the department is too spineless to confront me directly and makes him do it for them instead.
	Rating:

(1-5)

	SECTION V:  Summary and Overall Evaluation


	Overall Rating:


SECTION VI:  Future Goals And Suggested Improvements

	· Don’t die horribly.

· Try not to let anyone else die horribly, either.




SECTION VII:  Comments Of Employee

	


Approvals

	direct supervisor

R. McKay
	date

29/1/2006
	employee
	date


	next level management
	date
	Human resources
	date


Employee signature acknowledges receipt of review and does not necessarily indicate agreement.
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Total Points _35_ / 10* = _3.5_ Overall Rating


*(use number of categories rated)
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