CDS

Data Systems Manager

Performance Review & Competency Assessment Form
Self-Evaluation / Supervisor Evaluation

	Employee Name:
	
	Position:
	

	Rating Period:
	
	Date:
	

	
	


Review of Goals and Objectives from the last Performance Review & Competency Assessment Period
	Goal 1: (As noted on last performance evaluation.)
	

	
	Objectives/Action Steps to Meet Goal

(As noted on last performance evaluation.)
	Objective Met
(Indicate Yes or No)

	1
	
	

	2
	
	

	3
	
	


	Goal 2: (As noted on last performance evaluation.)
	

	
	Objectives/Action Steps to Meet Goal

(As noted on last performance evaluation.)
	Objective Met
(Indicate Yes or No)

	1
	
	

	2
	
	

	3
	
	


	Goal 3: (As noted on last performance evaluation.)
	

	
	Objectives/Action Steps to Meet Goal

(As noted on last performance evaluation.)
	Objective Met
(Indicate Yes or No)

	1
	
	

	2
	
	

	3
	
	


Using the review factors and definitions:

· Mark the appropriate rating for each category.

· Basis for Rating must be included for each factor rated “Needs to Improve” or “Exceeds Competency Expectations”.

	Needs to Improve
	Meets Competency Expectations
	Exceeds Competency Expectations

	Employee performance is inconsistent and fluctuates between a substandard and standard level.  Critical elements of performance are occasionally below the standards required for the position as outlined in the job description.
	Employee consistently performs at the level of efficiency and effectiveness for standards required for the position as outlined in the job description.  This is the performance of a fully trained, qualified and motivated employee.
	Employee regularly performs above the expected level.  Performance is above the standards required for the position as outlined in the job description.  This is performance beyond satisfactory standards, and requires additional work, which is beneficial to CDS, Inc.


1.
PROFESSIONAL DEMEANOR

 The ability to portray a professional image.

a) Responds to the needs of staff and contractors in a service friendly manner 

b) Sets and applies standards that result in a productive team environment

c) Develops and maintains networking relationships within the agency and with contractors and key vendors 

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


2.
KNOWLEDGE OF JOB

 Information obtained through experience, observation, on-the-job training and/or through verbal or written procedures or instructions.

a) Orients and facilitates the training of staff

b) Implements and applies department rules and structure

c) Complies with agency personnel policies

d) Coordinates with your supervisor and Human Resources regarding personnel matters 

e) Oversees the Data Department’s budgeting, contractual, and monitoring tasks

f) Oversees the Data Department’s automated management systems and reporting functions

g) Oversees the Data Department’s filing systems

h) Oversees the maintenance of CDS computer equipment

i) Oversees the maintenance of CDS phone systems

j) Oversees the maintenance of CDS intranet

k) Prepares and maintains corporate budget for planning purposes

l) Prepares and coordinates proposals and budgets for contractual purposes

m) Participates on an as-needed basis in contract negotiations

n) Stays informed of all contractual requirements to ensure contractual compliance

o) Coordinates monitoring reviews/audits as needed

p) Maintains CDS’s management information systems

q) Implements compliance procedures with, and maintain, contractually required state and federal data bases ( NETMIS, FSFN, HMIS, RHYMIS, JJIS and others)

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


3.
DELEGATION

The ability to work and relate with others to accomplish common goals.
a) Ensures data issues and activities are managed appropriately

b) Ensures that the program has necessary goods and materials 

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating: 




4.            INITIATIVE                                                                                                   

 The ability to display eagerness or aptitude in seeking new challenges, and successfully resolve problems.

a) Participates in the development of activities that increases the user friendly aspects of data collection, transmission and analysis

b) Participates in the coordination of information that would benefit Program Directors and Supervisors in performing their duties

c) Seeks out and engages in activities that assist staff responsible for data entry and submission

d) Facilitates and provides leadership for the creation and design of data and communication systems and special projects

e) Customize user-friendly  reports to meet the needs of staff and funding agencies

f) Recognizes the need for and generates Ad-hoc reports 

g) Develops and monitor systems and reports to ensure CDS’s revenues are maximized

h) Develops and monitors systems to ensure the timely and accurate submission of all internal and external reports and invoices 

i) Designs audit activities within the data department to maximize data integrity

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating: 




5.            SUPERVISING & MOTIVATING                                                                                                    

 The ability to oversee employees in a manner that promotes best practices and productivity.

a) Orients, trains, coordinates and supervises all staff assigned

b) Ensures that staff comply with job description and contractual requirements

c) Provides daily supervision and oversight of all aspects of services delegated to your authority

d) Supervises and monitors the quality and quantity of the work of staff under your supervision 

e) Recognizes staff achievements and participate in the creation of improvement plans and corrective actions as necessary

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating: 




6.
COMMUNICATION

The ability to convey knowledge and information effectively.  

a) Maintains an effective communication with other agency staff

b) Models communication that promotes a team attitude within the program and across the agency

c) Communicates in a manner that results in the best program management possible

d) Maintain and transmits data and information in a manner that protects data integrity and ensures confidentiality

e) Communicates up the chain of command about current and potential issues of concern in a timely manner

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


7.        DECISION MAKING

The ability to use sound judgment and reasoning to arrive at a solution. 
a) Responds to situations in a manner that is fair and reduces conflict

b) Troubleshoots issues and problems 

c) Seeks consultation and assistance as needed and appropriate

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating:  


8.            PLANNING, ORGANIZING AND QUALITY OF WORK                                                                        
 The ability to establish and meet deadlines in an efficient and qualitative manner.

a) Ensures that data and information needed by and from other departments and staff is received in a timely manner

b) Oversees the Data Department’s filing systems

c) Oversees the submission of reports to contractors

d) Maintain the following filing systems in an organized and timely manner

1)   Contract files
2)   Contract correspondence files

3)   Contract Monitoring files

4)   Contract Proposal files

	Needs to Improve 
	Meets Competency Expectations 
	Exceeds Competency Expectations 

	Basis for Rating: 




Summarize improvement plan and steps to be taken to attain competency improvement as applicable.

	Goal 1: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Goal 2: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Goal 3: (Specific job function, competency, or work requirement to be addressed.)
	

	
	Objectives/Action Steps to Meet Goal
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


Training Plan objectives for the coming year as applicable
	
	Training Needs/Goals: (Based on Goals of the Evaluation)
	Target Quarter

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


	
	Professional Growth/Career Goals:
	Target Quarter

	1
	
	

	2
	
	

	3
	
	


	Additional Comments:



The Employee and Supervisor signatures below also attest to the fact that the Employee Job Description has been signed and reviewed as part of the Performance Review & Competency Assessment process.
Signatures (in ink)


         Date
	Employee
	

	


	Supervisor
	

	


	Chief Operations Officer
	

	


	Chief Executive Officer
	

	



	Employee Comments:




Rev. 7/04, 3/05, 1/06, 7/07, 10/08, 5/12, 2/16, 9/22
1 of 6

