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Completing Your Self-Evaluation

O You’ll begin from the UNMJobs welcome page. If you need help to
get there, please access this job aid.

O In the middle of the screen, you’ll see a box titled ‘Performance
Evaluation Tasks’. Click on ‘Complete Performance Evaluation’.

” Performance Evaluation Tasks
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| Complete Performance Evaluation I 32018
n On the overview page, click ‘Get Started’.
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Overview

Click the "Get Started” button below to begin. You can also use the links on the left hand side of the page to navigate to later
sections in the evaluation.

Job aids, FAQSs, and additional materials to help you navigate this pilot process are available by clicking here.
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[ Complete your self-evaluation by selecting ‘Successful’ or

‘Not Successful’ for each of the job responsibilities listed on
this page.

ruiting Resources
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Job Responsibilities Evaluation

Employee: Complete your self-evaluation of each of the job responsibilities listed below. You can use the comment section to
describe exceptional performance. If you selected "Not Successful” for any job responsibility, please address in the comments
section.

Manager: Complete your evaluation of each of Leonard Lobo's job responsibilities below. If the employee was exceptionally

successful in any area, please describe in the provided comment section. If you rated one or mare job responsibilities Not
successful, you must enter an explanation in the comments area,

Job Knowledge: Demonstrates proficiency in knowledge and skills required of the job: contributes to the goals and
mission of the department.

2]

Successful -

Productivity: Successfully completes regular assignments in a timely and efficient manner.

7]

Select =

Successful

rurk is of proper quality; checks for accuracy.

I—w—..no

[ You can use the first comment box to describe exceptional
performance. If you select ‘Not Successful’ for any job
responsibility, please address in the second comment box. Once

you’ve entered your comments, click ‘Save and Continue’ to move
on to the goals evaluation section.
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Successful

g | If employee was exceptionally successfullfn any area(s) above, you may provide additional feedback here:

Job Responsibilities Ev... | Comments
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| am consistently complimented on my ability to work well with others, building and maintaining relationships that make it
easier for us to successfully partner with other departments to serve the customer

If 'Not Successful' was selected f@r any of the above areas, enter comments addressing each area identified:

Comments:
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R EEHE @@=

| know proklem selving is an area | can improve. | need to spend more time wrestling with the problem before | ask
someone for help.

a
Back Save and Exit Save and Continue

[ Complete your self-evaluation by selecting ‘Exceptional’,
‘Successful’, ‘Not Successful’ or ‘Deferred or In Progress’ for each
of the goals. You can enter comments about your performance in
the comments box. After you’ve completed rating each of your
goals, click ‘Save and Continue’ to move on to the overall self-
evaluation section.

[ Tip: If you do not see your goals listed, or if they are
incomplete/incorrect, choose “Save and Exit” and proceed to edit
your goals according to the directions in this job aid.
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2017 Goeal Evaluation |

2017 Goal Evaluation

Employee: Complete your self-evaluation of each of the goals listed below. You are required to select a drop-down rating for
each goal. You can use the comment section to describe how goals were accomplished

Manager: Complete your evaluation of each of Leonard Lobo's goals below. You can also enter comments to mare fully explain
your ratings. If you rated one or more goals Not Successful, you must enter an explanation in the comments area

If the list of goals below is incomplete or any of the goals require madification, please choose "save and exit” and edit your goals
according to these instructions.

2017 Goal #1

This is a sample goal description for 2017.

Status: On Track
Start Date: 1/1/2017
Due Date: 12/31,/2017
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Defarred/In Progress

[ On this page, you’ll select a self-evaluation rating for your
overall performance on your Job Responsibilities and on
your Goals. Once you’ve made your selections, click ‘Save
and Continue’ to move on to the 2018 goal planning section.
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Self-Evaluation

Select an overall rating for Job Respansibilities and 2017 Goal Evaluation. The next step is to complete goal planning far 2018,

Overall Job ibilities Rating (Self

Successful

Overall Goal Rating (Self-Evaluation)

Select e

Back Save and E: Save and Continue
Not successtul

(3 You’ll use this section to develop and propose your goals for
2018. Your manager will review and discuss them with you
during your performance discussion. Consider using SMART
goals (Specific, Measureable, Achievable, Results-Focused,
and Time-Bound). Click ‘Add Goals’ to get started.

iting Resources

2018 Annual Performance Evaluation and Options ™
Planning

Leonard Lobo

. Accountant 3
1/1/2017 - 12/31/2017 75%

2018 Goal Planning | 2018 Goal Planning Add Goals

Employee:Use this section to develop and propose your goals for 2018. Your manager will review and discuss these with you
during your performance discussion.

Manager: Review the goals that Leonard Lobo has submitted for 2018 below. You may edit, add, or delete goals as needed. Once
complete, click submit to prepare for the next step in the evaluation process, the performance discussion.

Consider using SMART goals (Specific, Measurable, Achievable, Results-focused, and Time-bound), and include objectives and
measures for the employee to meet his/her goals. Download our goal planning tips by clicking here.

Back Save and Exit m
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[ Enter a name for your goal (for example, ‘Sample 2018 Goal
#1), then enter a goal description (for example, ‘This is a
sample goal for 2018’). Click ‘Save’ once you’ve entered your
information for each goal. Repeat this process by clicking
‘Add Goal’ until you have entered all your 2018 goals.

UNMJobs Recruiting Resources

Create Goals

Add your goal using the form below.

All fields marked " are required

Goal Name *

Sample 2018 Goal #1

Goal Description

BIUSTIL i=: k2

This is a sample goal for 2018

Start Date Due Date *

1/1/2018 12/31/2018

[ You'll have an opportunity to review your goals before
submitting them. Once you’re confident that your goals are
entered correctly, click ‘Submit’.
6
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Sample 2018 Geoal #2 i

Here's a description of a second sample goal for 2018,

2018 Goal Planning Status: On Track
Start Date: 1/1/2018
Due Date: 12/31/2018

Comments:
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4
Back Save and Exi

[ After you click ‘Submit’, you’ll see the following confirmation
screen. Click ‘Submit’ again.

Submit Review

3 You’ll know you have completed the process successfully when

you see the following screen. We’d very much appreciate if you
select the link to our short survey, which will help us understand
your experience with this online process and determine where
we can change things for the better.
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o Thank you for your participation in this pilot of our new Performance Evaluation process. Your review has been successfully
submitted and is now complete.
Your feedback on this new prodss is important to us, and essential o a successful university-wide launch next year. Please
click here to access a brief survey rfpgarding this process.
Thank you!
Pov
’ne AllRi

(J The next step in the process occurs when your manager sets up
a time to have a discussion about your performance. If you have
guestions about that meeting and what will be discussed, please
contact your manager directly.

If you have followed these directions but are still experiencing
difficulty with the process, please contact the HRIT Help Desk.
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