Office of Personnel Management
Employee Self-Assessment

Evaluation period: FY

Employee Name: Division:

Personnel Number:

Job Title: Grade:

Supervisor:

Employee Instructions:

Please complete and return this self-evaluation to your supervisor by [date]. Your thorough and
timely participation in the appraisal process will help facilitate a comprehensive review of your
progress and accomplishments since the last performance review. Please provide any documentation
you would like to be considered. Any documentation provided does not guarantee you will receive a
higher rating. You will not be penalized for not providing documentation.

1. Evaluate yourself on all factors since your last performance appraisal, or date of hire if
employed here less than one year.

Rating Scale: 4 — Exceeds Expectations 3 — Meets Expectations
2 — Needs Improvement 1 - Unsatisfactory
Category Self-Rating

a. Customer Service
b. Communication
c. Accountability

d. Professionalism
e. Initiative

f. Job Knowledge, Skills, and Work
Product

g. Supervisory/Leadership

2. Can you describe a specific instance where your communication skills directly impacted
the effectiveness or success of your division?




3. How do you provide excellent customer service in your role, and what specific actions do you
take to ensure a positive experience for those you serve?

4. Describe a situation where you had to maintain professionalism despite challenging
circumstances and how you handled it?

5. Provide an example of a time when you took initiative to identify and solve a problem
without being asked? What was the outcome?

This form may be modified



	Employee Name: 
	Personnel Number: 
	Job Title: 
	Grade: 
	Supervisor: 
	Dropdown1: []
	Dropdown2: [  ]
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Dropdown8: [ ]
	Dropdown9: [  ]
	Dropdown10: [  ]
	Dropdown11: [  ]
	Dropdown12: [  ]
	Dropdown13: [  ]
	Text1: 


