EMPLOYEE __________________________________
DATE __________________

POSITION _____________________________
 REVIEW PERIOD ___________________
DATE OF LAST REVIEW _________________
 DATE OF HIRING ____________

Instructions:
Please indicate a rating in the blank to the immediate left of each item number as follows;
E - Excellent


G - Good

S - Satisfactory

N - Needs Improvement
P - Poor

I - Insufficient Information

JOB SKILLS:

___1. 
Thoroughly familiar with how to execute all aspects of job and interrelationship with 

            other jobs.

___2. 
Produces large amounts of work at a fast rate.

___3. 
Focuses on completing work with high degree of accuracy and excellence.

___4. 
Anticipates problems. Works and plans job effectively and efficiently.

___5. 
Judiciously utilizes staff time, equipment and supplies to maximum output.

Comments: _________________________________________________________________

______________________________________________________________________________________________________________________________________________________
ATTITUDES:

___1.
Displays a positive demeanor to coworkers, attorney and job.

___2.
Works cooperatively with attorney and/or other staff. Offers help.

___3.
Displays good judgement in problem solving; usually best under the circumstances.

___4. 
Accepts responsibility and can be relied on to complete duties in a timely manner.

___5. 
Does more than necessary to get by. Displays ambition through extra effort.

Comments: _________________________________________________________________

______________________________________________________________________________________________________________________________________________________
PERSONAL ATTRIBUTES:

___1. 
Very conscientious of other’s feelings and rights. Always polite.

___2. 
Able to perform well under pressure.

___3. 
Works well without supervision or direction. Will rarely quit until objective is reached. 

___4. 
Able to understand new information and situations with minimum of instruction.

___5. 
Is always presentable, neat and well groomed with no offensive habits.

___6. 
Always starts and ends on time. Is rarely absent without good cause.

Comments: ___________________________________________________________________

____________________________________________________________________________________________________________________________________________________

Has this evaluation been discussed with the employee?
 YES
 NO

General Comments/Recommendation: ______________________________________________

_____________________________________________________________________________

_______________________________________________


Signature of Evaluator

Action Taken: _________________________________________________________________

_____________________________________________________________________________

Compensation Change: ___________________________________________
