
Staff Talent Review 
(TO BE COMPLETED BY THE EMPLOYEE) 

SECTION 1: EMPLOYEE SELF ASSESSMENT 

The Employee’s Self-Assessment should be completed as a part of the Talent Review process. The Self-Assessment 
encourages you to be candid regarding your accomplishments and your opportunities for improvement and 
growth. Your feedback is important. Complete this Self-Assessment and return to your supervisor prior to the 
performance appraisal meeting. 

1. What were your most significant accomplishments in your position this review period? This must include
established goals, completion of projects, serving on college committees, and other contributions during the
performance appraisal period. This does not include your routine/regular functions.

Employee Name:  Date:  

Department:  Manager Name:  



2.   What were your most significant opportunities for growth and what professional development or training 
did you complete to address those needs? This could include self-development, special projects, cross training, 
interim assignments, etc. 
      

3.   What goals, projects, committees or other activities will you participate in on behalf of your department 
and/or the college this coming year? 
      



Staff Talent Review 
(TO BE COMPLETED BY THE EMPLOYEE’S MANAGER) 

There are five rating categories for the Talent Review. 

Exceedingly Successful 
This rating is seldom used 
(5%). 

Employee is leading performance and their work has a far-reaching impact in 
moving the department ahead on significant goals. Performance far exceeds 
position standards and expectations. Performance is exemplary and 
demonstrates a mastery level of skill and competency. 

The supervisor must provide a supporting statement within the competency. 
Highly Successful  
Some employees will 
receive this rating (10%). 

Employee accomplishments exceed expected department goals and results. 
Performance fully achieves, and frequently excels in, position standards and 
expectations. Performance is outstanding and demonstrates a robust level of 
skill and job competency.  

Successful 
 Most employees will 
receive this rating (70%). 

Performance fully achieves position standards and expectations. Performance is 
strong and demonstrates a high level of skill and job competency. Employee's 
contribution to the success of the department is valuable in achieving the 
department’s goals. 

Somewhat Successful 
Some employees will 
receive this rating (10%). 

For new employees or new to the position, this rating can be used to 
demonstrate that the employee is still getting acclimated to the position and 
job duties. 

For established employees, performance sometimes meets job standards 
and/or expectations. Meets most performance objectives and job expectations 
but there are areas that fall short of being fully successful. 

Unsuccessful  
This rating is used for 
performance that requires 
improvement (5%). 

Performance is at a level below established job standards and expectations. 
Demonstrates a lack of adequate job knowledge and job competency. 

Supervisor must contact Human Resources before administering this rating. The 
supervisor must provide a supporting statement within the competency and 
place the employee on a Performance Improvement Plan. 

Employee Name: Position Title: 

Manager Name: Division/Dept: 

Appraisal Type:  Annual  6-Months  Other Period of Review:  From:  To: 



SECTION 2: COMPETENCIES 

JOB KNOWLEDGE & ACCOMPLISHMENTS 

Demonstrates knowledge, skill and experience necessary to perform the duties of the job. Acquires and applies 
knowledge, skills and experience to accomplish departmental and organizational goals. 

 Exceedingly Successful (supporting statement required) 
 Highly Successful 
 Successful 
 Somewhat Successful 
 Unsuccessful (supporting statement required) 

ACCOUNTABILITY & RELIABILITY 

Takes responsibility for actions, and for quality and timeliness of work. Contributes to the effectiveness of the 
department and the overall mission of the college. Adheres to laws, policies and procedures, work schedule and 
leave timelines. 

 Exceedingly Successful (supporting statement required) 
 Highly Successful 
 Successful 
 Somewhat Successful 
 Unsuccessful (supporting statement required) 



COMMUNICATION 

Communicates effectively to enhance productivity. Actively and attentively listens. Appropriately shares 
information with others. Adapts readily to changing organizational needs, conditions, work responsibilities, and 
policies and procedures. 

Exceedingly Successful (supporting statement required)  

Highly Successful  

Successful  

Somewhat Successful  

Unsuccessful (supporting statement required)  

 
      
 

 

RESPECT & INCLUSION 

Creates a hospitable and welcoming environment. Interacts appropriately and professionally with others. Upholds 
the College’s commitment to equal opportunity/equal access.  

Exceedingly Successful (supporting statement required)  

Highly Successful  

Successful  

Somewhat Successful  

Unsuccessful (supporting statement required)  

 
      
 

 

 

 

 



MANAGEMENT & COACHING (complete for supervisors only) 
Gives direction. Provides opportunities for continuous learning and feedback. Communicates openly and directly 
about expectations and performance. Provides necessary focus, guidance and direction for achieving 
team/department and individual goals. Manages employee concerns in an effective manner. Holds direct reports 
accountable for actions that impact the effectiveness of college operations. 
 

 Exceedingly Successful (supporting statement required) 
 Highly Successful 
 Successful 
 Somewhat Successful 
 Unsuccessful (supporting statement required) 

 
      
 

 

OVERALL EVALUATION 

 Exceedingly Successful (supporting statement required) 
 Highly Successful 
 Successful 
 Somewhat Successful 
 Unsuccessful (supporting statement required) 

 

SUPERVISOR COMMENTS  

      
 

 

 



SECTION 3: GOALS AND ACTION PLAN 

List the goals, objectives, projects, committees and professional development activities, etc. you and the employee 
have established for the next performance appraisal period. 

SECTION 4: ACKNOWLEDGEMENT 

Employee’s signature does not indicate agreement with what has been documented in the talent review. A 
signature below only indicates that the review was discussed with the employee. 

Employee’s Name (Please print) Employee’s Signature 

Supervisor’s Name (Please print) Supervisor’s Signature 



SECTION 5: EMPLOYEE COMMENTS 

Employees may make comments here within fourteen (14) working days after the discussion of the talent review. 
All employee comments will be attached to this review.   

REVIEW BY NEXT LEVEL MANAGER 

Reviewer’s Name (Please print) Reviewer’s Signature 
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