
GUIDELINES

WHEN COMPLETING PERSONAL ASSISTANT PERFORMANCE EVALUATION

	EXCEPTIONAL = 5
Performance is far above the defined job expectations.  The personal assistant consistently does outstanding work, regularly going far beyond what is expected of employees in this job.  Performance that exceeds expectations is due to the effort and skills of the personal assistant.  Any performance not consistently exceeding expectation is minor or due to events not under the control of the personal assistant.  Personal Assistant consistently asks for the preference of the student employer within all aspects of the job.

	SUPERIOR = 4
Performance meets the defined job expectations and in many instances, exceeds job expectations.  The personal assistant generally is doing a very good job.  Performance that exceeds expectations is due to the effort and skills of the personal assistant. Personal Assistant consistently asks for the preference of the student employer within all aspects of the job.

	MEETS EXPECTATIONS = 3
Performance meets the defined job expectation.  The personal assistant generally performs according to the expectations doing a good job.  The personal assistant is doing the job at the level expected for employees in this position.  The good performance is due to the personal assistant’s own effort and skills.  Personal Assistant asks for the preference of the student employer within some aspects of the job, but not all.

	NEEDS IMPROVEMENT = 2  (PA needs to be retrained/counseled with Student and Associate Director)
Performance may meet some of the job expectations, but does not fully meet the remainder.  The personal assistant generally is doing the job at a minimal level, and improvement is needed to fully meet the expectations.  Performance is less than a good job.  Lapses in performance are due to the personal assistant’s lack of effort or skills.  Personal Assistant seldom asks for the preference of the student employer within some aspects of the job.

	UNSATISFACTORY = 1  (PA needs to be retrained/counseled with Student and Associate Director)
Performance generally fails to meet the defined expectations or requires frequent, close supervision and/or the redoing of work.  The personal assistant is not doing the job at the level expected for employees in this position.  Unsuccessful job performance is due to the personal assistant’s own lack of effort or skills.  Personal Assistant never asks for the preference of the student employer within aspects of the job.


	NOT APPLICABLE
Due to the jobs/tasks the Personal Assistant performs, this particular item is not part of his/her job functions while working with you.  
OR
You are not able to evaluate this Personal Assistant on this item because you have not used the services of this particular Personal Assistant.  Basically, you do not have enough information to fairly and adequately evaluate this person. 


EXAMPLES
	EXCEPTIONAL = 5
· PA shows up to work on time ALL the time, is never late, in fact, may sometimes arrive a little early for his/her shift.
· Floater/Night Clerk assists you in a way that you request ALL the time.  Consistently asks your preferences for how you would like assistance before performing the task.

	SUPERIOR = 4
· PA shows up to work on time, the majority of the time (90% of the time), when late, will call and let you know that he/she is running late. 
· Floater/Night Clerk assists you in a way that you request the majority (90%) of the time.  Consistently asks your preferences for how you would like assistance before performing the task.

	MEETS EXPECTATIONS = 3
· PA shows up to work on time, most of the time (80% of the time), when late, will call and let you know that he/she is running late.
· Floater/Night Clerk assists you in a way that you request most of the time (80%), however, sometimes he/she just does the task without asking you.  Sometimes asks if the task was done correctly after it is finished instead of asking for preference ahead of time. 

	NEEDS IMPROVEMENT = 2
· PA is consistently late for shifts, will call and let you know that he/she is running late.  Due to the PA being late, you have missed important deadlines or had to use the floater.
· Floater/Night Clerk hardly ever assists you in a way that you request.  Sometimes asks if the task was done correctly after it is finished instead of asking for preference ahead of time.

	UNSATISFACTORY = 1
· PA is continually late for shifts, will sometimes call and let you know that he/she is running late.  You never know if he/she is coming or not.  This is causing you to worry about whether you are going to make it to your classes.
· Floater/Night Clerk never assists you in a way that you request.  You have repeatedly asked him/her to do things differently, but he/she continues to ignore your requests.

	NOT APPLICABLE
· Due to the jobs/tasks the Personal Assistant performs, this particular item is not part of his/her job functions while working with you.  
OR
· You are not able to evaluate this Personal Assistant on this item because you have not used the services of this particular Personal Assistant.  Basically, you do not have enough information to fairly and adequately evaluate this person. 
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