Sample #3 XYZ Association of REALTORS® Performance Appraisal

Position Title: _____________________________________________________________________________

Description: Serves as Chief Administrative Officer of the XYZ Association, recommends and participates in the formulation of new policies and makes decisions within existing policies as they have been approved by the Board of Directors. Plans, organizes, directs, and coordinates the staff, programs and activities of the Association to assure that objectives are attained, plans fulfilled, and member needs met. Maintains effective internal and external relationships and, through management controls, achieves economical productive performance as well as long-range planning and constructive growth. Serves as an ex officio member of the Board of Directors and all executive committees.
Evaluator Title:__________________________________________________________________
Please circle the number which best represents the following Skill Level:
1 = Unsatisfactory 2 = Satisfactory 3 = Comprehensive 4 = Superior
· Leadership Skill:
Demonstrates leadership




1
2
3
4
Presents a clear and positive image of both personal and professional commitment to carry out the mission of the Association.

Fosters Teamwork





1
2
3
4

Builds effective teams which are committed to organizational goals; fosters collaboration and trust among team members and uses team input to address relevant issues.

Influences Others





1
2
3
4

Influences board members and strives to produce a sense of ownership among directors. Gains commitment and support from others and mobilizes people to take action.
Leads with Confidence




1
2
3
4

Steps forward to address difficult issues; puts self on the line to deal with important problems; stands firm when necessary and supports Association decisions.

Manages Change 





1
2
3
4

Appropriately challenges the status quo and supports new initiatives; acts as a catalyst for change, stimulates others to consider change and, when approved, manages implementation effectively.

Motivates Others 





1
2
3
4
Encourages others to achieve; establishes challenging performance standards and creates enthusiasm, a feeling of investment and a desire to excel.
Provides Direction 





1
2
3
4
Fosters the development of a common vision; provides clear direction and priorities, and clarifies roles and responsibilities.

Leadership Skill Comments________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

•
Leadership Values:

Acts with Integrity





1
2
3
4
Demonstrates personal integrity and sound business ethics; shows consistency of principles, values, and behaviors; builds trust with others through own authenticity and follows through on commitments.
Demonstrates Adaptability 




1
2
3
4
Handles daily work challenges confidently; is willing and able to adjust to multiple demands, rapid change, shifting priorities and ambiguities; is resilient and flexible.
Takes Initiative





1
2
3
4

Anticipates and maximizes opportunities to improve the Association; takes appropriate risks to reach goals.
Personal Accountability 




1
2
3
4

Accepts responsibility and ownership of the Association's objectives, activities, and projects.

Anticipates Issues 





1
2
3
4

Anticipates emerging issues affecting the Association; provides useful and timely information for decision making by the board.
Establishes Plans 





1
2
3
4
Develops short- and long-range plans that are appropriately comprehensive, realistic, and effective; integrates planning efforts across the Association.

Manages Execution 




1
2
3
4
Assigns responsibilities; delegates and empowers others to do the assignments; removes obstacles as well as allows for and contributes needed resources.

Leadership Values Comments: ____________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

· Analytical Skills: 
Analyzes Issues 






1
2
3
4
Gathers relevant information; systematically considers a broad range of issues; grasps complexities; perceives relationships among problems or issues; seeks input from others; uses accurate logic analysis.
Financial & Quantitative Skills




1
2
3
4

Understands, analyzes, and uses statistical and quantitative information in formulating recommendations and decision-making.
Uses Sound Judgment





1
2
3
4
Makes timely and sound decisions; is willing to make decisions under conditions of uncertainty.
Analytical Skills Comments: _______________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

· Communication Skills:
Written Communication 




1
2
3
4

Writes clearly and effectively through both formal and informal documents. Adapts writing style to fit the audience.
Fosters Open Communication



1
2
3
4

Creates an atmosphere in which timely and high-quality information flows smoothly between self and others; encourages the open expression of ideas and opinions; develops trusting relationships with others.
Listens to Others





1
2
3
4

Demonstrates attention to and conveys understanding of the comments and questions of others; listens well and effectively in a group.

Speaks Effectively





1
2
3
4
Speaks clearly and shares information in groups and in one-on-one communications.

Communication Skills Comments: _________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

•
Interpersonal Skills: 

Builds Relationships 





1
2
3
4
Relates to people in an open, friendly, accepting manner; shows sincere interest in others and their concerns; initiates and develops relationships with individuals and other organizations as a key priority.
Builds Effective Networks 




1
2
3
4
Develops effective relationships with the community at large. Recognizes and effectively balances those interests with the needs of the Association.
Manages Conflict 





1
2
3
4
Brings substantive conflicts & disagreements into the open and attempts to resolve them collaboratively; builds consensus.

Interpersonal Skills Comments: ____________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

•
Organizational Knowledge: 

Knows the Industry





1
2
3
4
Shows understanding of the issues relevant to the Association; stays current on trends; has and uses available information and expertise from all sources.
Financial Expertise 





1
2
3
4

Understands and manages the financial affairs of the Association competently and is concerned about cost-benefit analysis.

Organizational Knowledge Comments: ___________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

