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	Success Factor
Average

	Level 1
Minimal
	Level 2
Adequate
	Level 3
Good
	Level 4
Excellent
	Rank

	Technically Proficient in Specific Job assignments


	Low energy or inefficient, no process or attention to detail, barely gets by. Not a hard worker.
	Does not always apply available tools or work efficiently, limited process, some attention to detail. Needs training and supervision.
	Hard worker, Solid attention to detail + process. Comfortable using technology. Meets productivity goals.
	Extremely efficient, minimal mistakes, always looking to improve. Sets new standards. Creative. Exceeds productivity goals.
	

	Dependable &
Reliable


	Unreliable, clock watcher, can’t depend on them in a pinch.
	Attendance track record is spotty but works well once when here. Seldom goes above and beyond. 
	Shows up on time everyday ready and willing to work. Strong contributor. Hard worker and quick study. Keeps commitments and meets deadlines.
	Willing to go above and beyond, assists others and works overtime as needed.
	

	Learns Quickly/Willing to be Cross-trained


	No ability or desire to learn new technical products, services or procedures.
	Learns new information only when pressured/ required. No evidence of initiative on learning processes or on  new tech.
	Learns products /services and procedures well. Uses knowledge appropriately. Technically capable. Curious.
	Quick study. First to master new products and procedures. Leader in product knowledge and tech skills. Can teach others.
	

	Works Effectively with a Diverse Team


	No evidence of teamwork – shows little desire to collaborate  and often ‘Lacks empathy for fellow team members’ Prefers to work alone.  
	Is a reluctant team player and sees limits of job defined by official duties, individualistic.
	Solid team player – looks to help others. Enjoys learning from others and sharing knowledge. Willingly jumps in to help.
	Outstanding team player with clear evidence of taking initiative in other areas. Leadership potential. Elevates team spirit.
	

	Problem Solving



	Struggles to solve problems related to job responsibilities.
	Understands many issues and challenges, develops okay solutions. Needs support. Acts before understanding.  Needs structure and direction to succeed.
	Develops good solutions and workarounds. Logical approach. Involves others. Prioritizes well and considers all issues.
	Seeks out best solutions. Understands issues clearly, develops innovative solutions, & new insights. Sees cause & effect. 
	

	Communicates
Effectively

	Poor communicator. Does not understand when communication is needed or how to communicate appropriately.
	Communicates only as needed. Prefers to be behind the scenes. 
	Solid communicator, logical arguments and persuasive approach. Engaging. Let’s management know what tools and support are needed.
	Highly effective in all settings, logical, sensitive to audiences, Influential. Communicates aspirations and future plans.
	

	Motivated to Work




	“Not my job” attitude - Lazy, or passive, Doesn’t want to work hard. Will do the work if urged, pushed. Not a good fit for this work.  This is just a job.
	Generally, completes work most tasks. Still requires intensive supervision and sometimes avoids issues – inappropriately reactive
	Self-motivated to do the work w/ normal supervision. Proactively handles key issues. strong work ethic. Views job and company as a good career and a place to contribute.
	Totally committed. Wants to excel. Constant self-improvement. Will not fail attitude. Innovative. 
	

	Character &
Values
	Demonstrates questionable character and lacks integrity. Self-centered, untrustworthy, and does not align with company values or team needs. Behavior is often detrimental to the team and company culture.
	Shows some alignment with company values but may still prioritize personal needs over the team’s goals. May be inconsistent in integrity or ethics. Has the potential to become a distraction if not managed closely.
	Demonstrates strong character with clear alignment to company values and team needs. A stabilizing presence.  Actively engages with the team and contributes positively. Acts with integrity and is viewed as a reliable team member.
	A role model of integrity and character. Clearly aligns personal values with those of the company and the team. Acts as a positive influence, setting high ethical standards for others. Takes initiative to impact the team and organization positively, 
	

	Culture &
Environment



	Causes conflict, ultra-independent, or not open to coaching or feedback. Blames others. No evidence of going the extra mile.
	Okay match on culture and environment, but not perfect fit. Needs improvement. Collaborative, customer-focused, and results-driven environment may be challenging.
	A positive attitude consistently demonstrates ownership and desire to learn. Naturally helpful and collaborative. Seeks and accepts input. Embraces challenges. 
	Perfect fit. Thrives in the customer-focused, collaborative, results-driven environment and culture. Coaches others. Sets ideal example.
	

	
	
	
	
	
	




	Appraisal Summary and Justification

	









	Career Goals, Hopes and Aspirations Discussion:





	Development Goals/MBOs for Next Year (SMART)
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