HUMAN RELATIONS is the dealing smoothly & effectively with others by displaying friendliness courtesy & cooperation.


JOB KNOWLEDGE is the information about job duties & safety procedures for satisfactory job performance.
	GRADING PERIOD
	1
	2
	3
	GRADING PERIOD
	1
	2
	3

	Often blunt, discourteous
	
	
	
	  Has little knowledge about job duties
	
	
	

	Friendly, but sometimes tactless
	
	
	
	Lacks knowledge of some phases of job
	
	
	

	Pleasant & friendly
	
	
	
	Moderate knowledge; answers most questions
	
	
	

	Usually polite, outgoing & willing to help
	
	
	
	Usually understands all phases of job
	
	
	

	Inspiring, courteous, friendly, shows goodwill
	
	
	
	Exceptional understanding of all phases of job
	
	
	


DEPENDABILITY is doing jobs well with minimum supervision.

	GRADING PERIOD
	1
	2
	3
	GRADING PERIOD
	1
	2
	3

	Requires close supervision to complete tasks.
	
	
	
	Absent without excuse and/or frequently tardy.
	
	
	

	Sometimes needs direction to complete tasks.
	
	
	
	Poor attendance; frequently tardy.
	
	
	

	Routinely takes care of job tasks.
	
	
	
	Ordinarily present & on time.
	
	
	

	Requires little supervision to complete tasks.
	
	
	
	Usually on time; regular in attendance.
	
	
	

	Exceptionally dependable at completing tasks.
	
	
	
	Superior attendance; works overtime as needed.
	
	
	


ATTENDANCE is working daily & conforming to work hours.
JUDGMENT is the ability to make sound decisions.

ACCURACY is the correctness of job duties performed.

	GRADING PERIOD
	1
	2
	3
	GRADING PERIOD
	1
	2
	3

	Frequently makes poor decisions.
	
	
	
	Frequent errors; careless; needs constant direction.
	
	
	

	Occasionally makes sound decisions.
	
	
	
	Recurrent errors; requires frequent supervision.
	
	
	

	Routinely makes sound decisions.
	
	
	
	Usually accurate; requires some supervision.
	
	
	

	Usually confident; skilled in decision making.
	
	
	
	Usually accurate; requires little supervision.
	
	
	

	Exceptional ability to make sound decisions.
	
	
	
	Usually accurate; minimum supervision required.
	
	
	


ALERTNESS is the ability to meet change & to solve problems. 

	GRADING PERIOD
	1
	2
	3
	GRADING PERIOD
	1
	2
	3

	Slow to "catch on".
	
	
	
	Does not meet minimum requirements.
	
	
	

	Requires more than normal directions.
	
	
	
	Doles just enough to get by.
	
	
	

	Grasps instructions with average ability.
	
	
	
	Average volume of work.
	
	
	

	Usually quick to understand & learn.
	
	
	
	Usually industrious, does more than required.
	
	
	

	Exceptionally keen & alert.
	
	
	
	Superior work production record, enthusiastic.
	
	
	


	GRADING PERIOD
	1
	2
	3
	GRADING PERIOD
	1
	2
	3

	Disorderly and/or unclean
	
	
	
	Untidy; inappropriate attire.
	
	
	

	Tendency to be careless and unclean.
	
	
	
	Sometimes untidy & careless; questionable attire.
	
	
	

	Normally keeps work area fairly clean.
	
	
	
	Neat & clean; satisfactory attire.
	
	
	





DIRECTIONS: Check one indicator box for each competency. Use the column of the current grading period.
HOUSEKEEPING is keeping work area orderly & clean.

PERSONAL APPEARANCE is the impression one makes on others grooming cleanliness neatness attire .


INDUSTRIOUSNESS is the amount of work done daily.








