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Role Application Performance Evaluation & Development


For Full-Time Managers and Supervisors

Name:

Reports To:


Position:

Length of Time in Current Position


Rating Period:

to








Instructions for Completing the Role Application Performance Evaluation & Development Form

Part III:  Role Application Matrix
The Role Application Matrix evaluates a manager or supervisor’s performance in fulfilling the expectations with respect to the six supervisory roles.  The matrix is used to evaluate the behaviors within each role in five broad application categories (Customer Service, Operational & Organizational Improvement, Change Adaptability, Growth of Employees and Self, Planning for the Future)

The role expectations are measured on a five-point behavioral scale identical to the Competency Feedback Index five-point scale.  This scale measures whether a manager/supervisor is engaging in the specific behavior – 1-rarely, 2-once in a while, 3-sometimes, 4-fairly often, or 5-almost always.  The qualitative evaluation should come in the form of written comments and verbal exchange.

There are two rating scales.  The first scale is to target expected levels of performance and the second is to measure how what the manager/supervisor actually did during the evaluation period.  For each role, a determination should be made as to whether the manager/supervisor’s performance was unacceptable, fully successful or excellent.

It is important to note that the numeric ratings could vary based on specific job expectations, mission requirements or other factors that change from year to year.  It is therefore, critical that expectations are set clearly at the beginning of the evaluation period.  For example, due to certain mission requirements during the year it may be appropriate that the expectation for Change Adaptability under the Communicator/Listener role will be only a 2 (once in a while) or 3 (sometimes) rather than a 4(fairly often) or a five (almost always).  As a result an evaluation rating of 2 or 3 would be fully successful for that year.


Written comments for each role should be made as appropriate at a mid-year meeting and at the final evaluation meeting.

At the end of the Role Application Matrix a final judgment must be made which determines whether the overall role application performance for the evaluation period was unacceptable, fully successful or excellent.  This rating should then be transferred to Form 430.
Part II:  Learning and Development Section

This section is used to specifically outline individual development actions required of the manager/supervisor based on the evaluation for the current period.  For each role the rating of unacceptable, fully successful or excellent should be transferred from the role application matrix ratings in Part I. Then, specific plans and actions should be written with consultation of the manager/supervisor being evaluated.  At the end of the rating period an evaluation would be made of how well the plans/actions were accomplished.

NOTE:

These forms do not have to be attached to and forwarded with original form 430 to HRO.


Role Application Matrix
Circle the appropriate number* if you have observed the person applying the role behaviors: 1- Rarely, 2- Once in a while, 3-Sometimes, 4-Fairly often, 5-Almost Always









Roles
Customer Service (Internal & External)
Operational & Organizational Improvement
Change Adaptability
Growth of Employees & Self
Planning for the Future
Unacceptable
Fully Successful
Excellent

Communicator/Listener
Seeks and encourages feedback from customers, communicates importance of service to employees.
Listens to concerns and feedback from employees and acts appropriately, communicates expectations and directions to employees.   
Listens for signals, ideas or warning signs from employees during times of change and responds appropriately, makes meaning of the changes for people.
Stays abreast of current issues and developments and communicates those to staff.
Stays current in new developments in the field and helps to make meaning of the future for employees, customers and others.
(
(
(

Expectation*
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5


Rating This Period
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5



Mid Year Comments:


Final Comments:



Standards & Values Enforcer
Ensures that employees are aware of and behave consistently with the organization's Core Values to ensure quality customer service.
Enforces wing and AF standards to ensure the work environment is safe and free from hostility, harassment and fraud.
Helps people understand and assimilate changes in standards, encourages people to ask questions and provides support through the change.  
Builds accountability and responsibility among employees to adhere to organizational standards.  Encourages feedback and input related to standards.
Works to ensure that standards and values are consistently enforced and in alignment with wing direction and goals.
(
(
(

Expectation*
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5


Rating This Period
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5



Mid Year Comments:


Final Comments:



Coordinator/Enabler
Seeks to identify, correct, and eliminate problems that effect customers
Focuses on eliminating unnecessary procedures that cause problems/delays and works to improve processes
Does not just “fight fires” , is not afraid to make significant changes to eliminate problem areas.  Is skilled at balancing resources among many priorities.
Works with staff to ensure they have the proper skills and knowledge to solve problems on their own.
Learns from past problem areas and occurrences and incorporates that learning into their work  to avoid repeating the same mistakes.
(
(
(

Expectation*
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5


Rating This Period
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5



Mid Year Comments:


Final Comments:



Roles
Customer Service (Internal & External)
Operational  & Organizational Improvement
Change Adaptability
Growth of Employees & Self
Planning for the Future
Unacceptable
Fully Successful
Excellent

Planner/Innovator
Pays attention to the details when serving customers.

Consistently challenges self and others to provide better service.
Works to ensure there is alignment  between the work employees are focused on and the strategies/goals of the organization.
Helps to develop and implement specific strategies and plans to implement new programs, procedures and projects.  Develops change strategies.
Keeps self trained and up-to-date on best practices.  Measures and shares results with employees on a regular basis and challenges them to improve those results.
Challenges the status quo in an effort to improve.  Explores, develops and implements new and better ways of working.
(
(
(

Expectation*
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5


Rating This Period
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5



Mid Year Comments:


Final Comments:



Mentor/Developer
Sets a good example for the staff and "lives" the Core Values.  Encourages accountability to the customer among self and employees.
Continually strives to improve the organization in ways that will help newer, younger employees to better understand the organization.
Earns the trust and confidence of employees and senior management.  Is a role model for helping employees through change.
Serves as a resource and/or advisor to employees wishing to develop in their careers.  Helps employees "connect" with others in the organization to seek career advice.
Helps to develop sustainable capacity in the organization to ensure a skilled, committed workforce is in place for the future.
(
(
(

Expectation*
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5


Rating This Period
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5



Mid Year Comments:


Final Comments:



Coach/Teacher
Works with all employees in the section to develop and improve their skills in customer service.  Makes sure employees know the performance expectations for customer service.
Encourages team & individual creative thinking, works to ensure that employees have the skills to deliver on customer and organizational expectations.
Provides support for new ideas and creative thinking through team development in times of change.  
Provides sufficient and appropriate forums for employee learning, training and development.  Holds people accountable for continuous learning.
Works to ensure that the skills in the section are in alignment with the future direction of the organization's goals and plans.
(
(
(

Expectation*
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5


Rating This Period
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5
1        2        3        4        5



Mid Year Comments:


Final Comments:



Role Specific Learning and Development 
Date:


Summary of Results by Role

Role
Role Rating
Specific Areas for Development:

Communicator/Listener
( Unacceptable

( Fully Acceptable

( Excellent


Standards & Values Enforcer
( Unacceptable

( Fully Acceptable

( Excellent


Coordinator/Enabler
( Unacceptable

( Fully Acceptable

( Excellent


Planner/Innovator
( Unacceptable

( Fully Acceptable

( Excellent


Coach/Teacher
( Unacceptable

( Fully Acceptable

( Excellent


Mentor/Developer
( Unacceptable

( Fully Acceptable

( Excellent


Total evaluation of how well role application targets, expectations, goals and development were met 
( Unacceptable

( Fully Acceptable

( Excellent
Transfer rating to one job element on form 430

The above has been discussed and agreed upon by both parties.
Signatures
Manager/Supervisor:

Date:



Evaluator:

Date:
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