
 
PERFORMANCE REVIEW 

 
� Executive Director � Executive Secretary � Meeting Planner      � Lobbyist 
� Other________________ 
 
 This performance appraisal provides an opportunity to evaluate the performance of the individual 
checked.  Please mark the appropriate box on the line of each performance characteristic.  The number rating is 
as follows: 
 
5. Superior performance–Outstanding 
4. Above average performance–Comprehensive knowledge, skill and experience–better than average 
3. Satisfactory performance–Demonstrates knowledge and/or experience 
2. Needs improvement–Limited performance, knowledge and/or experience–needs professional growth 
1. Very inadequate–Not acceptable 
 
  Performance Characteristics               Rating 
 
           5 4 3 2 1 
General Administration 
 
1. Is skillful in working with budgets and finance    � � � � � 
2. Understands and fulfills legal and policy responsibilities  � � � � � 
3. Communicates effectively–orally and in writing    � � � � � 
4. Skillful in preparing agendas and support data    � � � � � 
5. Anticipates problems and is resourceful in solving them   � � � � � 
6. Meets deadlines or, if unable to, communicates why not   � � � � � 
7. Makes decisions within policy framework    � � � � � 
 
         SUBTOTAL __ __ __ __ __ 
 
Professional Leadership 
 
1. Demonstrates commitment to improving association/event  � � � � � 
2. Establishes/recommends priorities for programs/activities  � � � � � 
3. Encourages innovation and is amenable to change   � � � � � 
4. Adhere to moral and ethical standards     � � � � � 
5. Keeps current on issues       � � � � � 
6. Assumes strong leadership role as spokesperson    � � � � � 
 
         SUBTOTAL __ __ __ __ __ 
 
Event Management 
 
1. Actively promotes member participation     � � � � � 
2. Demonstrates skill and expertise in meeting planning/operation  � � � � � 
3. Actively promotes media coverage     � � � � � 
4. Works effectively with committee chairs/members   � � � � � 
 
         SUBTOTAL __ __ __ __ __ 
 



 
Publications 
 
1. Demonstrates commitment to provide up-to-date industry/legislative 
 information        � � � � � 
2. Maintains high quality standards for publications   � � � � � 
3. Assumes responsibility for continued improvement of publications � � � � � 
 
         SUBTOTAL __ __ __ __ __ 
 
Membership and Association Relationships 
 
1. Is knowledgeable of, and sensitive to, membership concerns  � � � � � 
2. Is responsive to membership requests     � � � � � 
3. Demonstrates fairness in interacting with members   � � � � � 
4. Maintains effective communication with board of directors,   
 committees and members, legislators, etc.    � � � � � 
5. Is effective in promoting/retaining memberships    � � � � � 
6. Creates a positive image with other associations    � � � � � 
 
         SUBTOTAL __ __ __ __ __ 
 
Personal Qualities 
 
1. Is open minded and skilled in listening     � � � � � 
2. Is sensitive to, and considerate of, others     � � � � � 
3. Demonstrates integrity and loyalty     � � � � � 
4. Manifests good judgment       � � � � � 
5. Is able to get along well with members     � � � � � 
6. Accepts constructive criticism      � � � � � 
7. Presents professional image      � � � � � 
8. Displays energy and enthusiasm      � � � � � 
 
         SUBTOTAL __ __ __ __ __ 
 
 
         TOTAL __ __ __ __ __ 
 
Additional Remarks 
 
Expand on marks given or offer advice and counsel. 
 
 
 
 
 
 
 
Name_____________________________________________________ Date__________________________ 
 


