[image: image1.jpg]COLAISTE NA TRIONOIDE, BAILE ATHA CLIATH | TRINITY COLLEGE DUBLIN
Ollscoil Atha Cliath | The University of Dublin




Executive Officer Probation Review Form

Confidential

	Review Date
	
	
	

	
	
	
	

	1st Review
	
	or 2nd Review
	
	
	

	
	
	
	
	
	

	Employee Name:
	
	Job Title:  Executive Officer


Rating Descriptions:

1 - consistently not meeting performance expectations

2 - performing in some areas only, needs improvement

3 - satisfactory performance, meeting required standard

4 - exceeds performance expected at this level

5 - consistently exceeding performance expectations

SECTION A

Please rate the employee’s performance against the following core competencies:

	Communication
	Effectively apply written and oral communication to provide information, gain understanding and maintain effective working relationships e.g., can explain complicated procedures well.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Organisational Skills:
	Ability to manage a variety of tasks efficiently and in a timely manner.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Conscientious:
	Focusing on getting things finished, persist until the job is done.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Interpersonal Skills:
	Ability to interact effectively with staff and students both within the school and across the wider College community; fosters good working relationships; is helpful to others.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Teamwork:
	Work co-operatively with others within College, accomplish objectives on schedule and to the required level of quality.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Professional / Technical Skills:
	Competency in computer industry or professional skills required for the position. Displays desire to develop new skills

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Innovative:
	Demonstrates creativity, thinks of original solutions, generates new ideas and shows initiative in implementation

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Flexibility:
	Adaptable to the requirements of the post, shows commitment to the job and team members at all times.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Timekeeping and Attendance:
	Adheres to the time-keeping and attendance requirements of the section as outlined in the employment contract, prompt/on-time for required meetings.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Supervisory Skills 
(if applicable):
	Use of appropriate methods, styles and skills to move others towards task achievement, provide feedback on performance matters and offer opportunity for training and development.

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Title
	

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


	Title
	

	Rating
	Please tick appropriate box
	
	1
	
	2
	
	3
	
	4
	
	5

	Comments
	


SECTION B

	If any of the above competencies have been rated 1 or 2 please specify the agreed action plan to be taken to address and improve performance:

	

	Please indicate any training (mentoring, on the job, or formal courses) undertaken during the review period and identify any additional training needs required:

	


SECTION C

Review Outcome - Please indicate the outcome of this review period by ticking one of the following:

	
	I confirm that the performance is currently satisfactory.

	
	There are weaknesses apparent in performance which I believe can be overcome with further guidance and/or additional time. 
I have set specific goals aimed at achieving satisfactory performance and progress will be reviewed again on (specify date)…………………………. 
The employee has been advised that failure to reach satisfactory performance within 9 months of the start of probation period could result in the contract of employment being terminated. 
Please contact the Human Resources for further advice at this stage.


	Date of next Review:
	


SECTION D (To be completed if this is final review)

I do/do not recommend that the appointment be confirmed.

SECTION E

	Appraiser’s Summary:
	Appraisee’s Comments:

	Appraiser’s Signature:
	Appraisee’s Signature:

	Date:
	Date:


Completed forms (signed by both parties) should be returned to: Recruitment and Contracts Section, Human Resources, House 4, College.
1

