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	Employee’s Name:      
	Position:      


	Reviewer’s Name:      
	Position:      

	Review Date:      
	


Input solicited from the following people in addition to the reviewer, if necessary:
	     
	     
	     

	     
	     
	     

	     
	     
	     


Current Performance Assessment

Considering the employee’s work over the last year, what was the employee’s performance in each key job dimension?  Use the attached guidelines to determine the appropriate rating.  (2=Exceeds Expectations, 3=Meets Expectations, 4=Below Expectations, 5=Unacceptable, or 6=Not Applicable)

	Job Dimensions
	Assessments
	Rating

(see above)

	Management of Meetings
	     
	     

	Document and Record Control
	     
	     

	Communication
	     
	     

	Technical Projects including IAAC Committees
	     
	     

	Financial
	     
	     


Overall Performance Summary

	Overall Performance Rating
	Rating

     
	Based on your assessment of current performance and the employee’s progress against established goals and objectives, please rate the employee’s overall performance.  Using the space below, please write an overall summary of this person’s strengths/contributions and his/her areas for improvement.  Provide specific examples to support your statements.

	Strengths/Contributions

	     

	Areas for Improvement

	     


Near-Term Performance Objectives
	Summarize the employee’s near-term performance objectives (next 12 months):

	     


Longer-Term Objectives
	Summarize the employee’s longer-term performance objectives (next 2–3 years):

	     


 RATINGS—Secretariat
Use the following ratings to summarize the employee’s performance over the past year in each key job dimension.

	2
	Exceeds Expectations.  Performance in the key job dimension is often above the basic requirements of the position.  The employee whose performance “Exceeds Expectations” is usually recognized as a very capable performer and one of the best in that job dimension.

	3
	Meets Expectations.  Performance in the key job dimension consistently meets the basic requirements of the position, recognizing that expectations for performance should increase with an employee’s experience in the position.  The majority of employees will perform at the “Meets Expectations” level.

	4
	Below Expectations.  Performance in the key job dimension is below the basic requirements of the position.  Although a rating of “Below Expectations” indicates that the employee’s performance for the review period is below the basic requirements for the dimension, it is possible that the employee may be able to improve his or her performance in the immediate future.  This level of performance requires immediate remedial action by the employee.

	5
	Unacceptable.  Performance in the key job dimension is consistently below the basic requirements of the position.  This rating is a signal to the employee that failure to improve immediately will likely result in a decision to terminate.

	6
	Not Applicable.  Either the job dimension does not apply to this person or there has been insufficient opportunity to observe his/her performance in this area.


When rating…
Ask yourself, for instance, has the employee (secretariat)…


	Management of Meetings
	Prepared and submitted for approval to corresponding members the agenda of the General Assembly and the Executive Committee meetings within one month in advance?  Sent to corresponding members, the invitations and the documents to be discussed in the General Assembly and Executive Committee meetings?  Organized the logistics of meetings and effectively cooperated with the meeting hosts?  Assisted the Chair at meetings? Prepared the draft resolutions of the General Assembly and Executive Committee meetings and distributed the resolutions for approval (if not approved at meeting)?  Other factors?

	Document and Record Control
	Keeps the IAAC membership directory updated? Maintains a system for documents and records control? Keeps the resolutions of the General Assembly and Executive Committee meetings in order? Prepares drafts of the IAAC Chair’s correspondence?  Maintains a list of committee and subcommittee members? Other factors?

	Communication
	Keeps the members informed about major issues submitted to the Secretariat between General Assembly meetings? In general, keeps members informed on issues about IAAC? Receives and answers promptly correspondence sent to IAAC from all interested parties? Maintains and keeps the IAAC website updated?  Monitors and follow-ups on meeting resolutions with the responsible parties to ensure fulfillment? Prepares IAAC reports for the international and regional organizations as necessary for their meetings? Serves as a liaison for committees, subcommittees and the IAAC Chair to ensure effective communication to the membership? Supports the distribution and collection of the IAAC annual customer service survey?  Other factors?

	Technical Cooperation Projects
	Manages IAAC technical cooperation projects including organizing the logistics for the execution of such projects, as necessary? Ensures new project proposals are submitted on time? Works with the appropriate committee chairs to ensure courses, workshops and seminars are properly funded and available to IAAC members?  Other factors?

	Financial
	Manages the invoicing of membership fees? Invoices sent to membership in a timely manner? Follows-up on outstanding invoices? Supports the treasurer and accountant in the preparation of the IAAC financial reports? Provides frequent reports to the IAAC treasurer?  Ensures proper accounting of funds for all technical projects? Other factors?
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