Performance Evaluation Form

For [Association] President & CEO
Date:

After reading the summary of accomplishments, please indicate how [name] met goals and expectations in each of the following areas of responsibility using the scale below.
Instructions:  Please circle or highlight the performance rating for each area of responsibility.  Descriptions of the ratings are provided as a guide.  Comments should support given ratings.  Please use additional sheets if necessary.
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Unsatisfactory

Continuously fails to achieve basic requirements of role with no signs of Performance

improvement.

Marginal Performance
Performance is consistently below expectations in many areas of responsibility.  

Must address clear development needs to meet performance expectations.

Meets


Handles issues and responsibilities within role and delivers on standard Expectations

expectations; consistently meets performance objectives.

Exceeds

Mastery of role and contributions beyond role; consistently exceeds 

Expectations

performance objectives.

Exemplary

Exemplifies leadership and predictably produces exceptional outcomes. 

Performer

Section 1 – CEO Responsibilities 
Management and Leadership

1. Responsible for overall day to day management of the Association, establishes the necessary criteria to review and evaluate the performance of the total organization and its major functional activities.  

2. Responsible for decisions related to employee hiring, training, compensation and performance evaluation.
3. Works with the General Counsel/Board and responds adequately to legal issues and related matters. 
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Budget and Finance
1. Directs the preparation of an annual budget for Board approval and provides regular and timely financial reports to the Board. 

2. Ensures the maintenance of accurate financial records, the use of best practices related to financial management and controls, an annual audit by an external firm, and adequate responses to any issues raised in the Management Letter.
3. Negotiates all contracts in accordance with the wishes of the Board of Directors or as appropriate. 
	5
	4
	3
	2
	1


Board Process and Relationships 

1. Develops and recommends to the Board of Directors long and short range objective, plans pertaining to the goals of the Association and emerging strategic issues. 

2. Clearly communicates the strategic plan and established metrics for monitoring progress toward strategic goals and utilizes the strategic plan to establish the budget and plan of work for the year.

3. In conjunction with the Chair, plans and coordinates Board of Directors and Executive Committee meetings, including the development of agendas and appropriate level of reports and background materials.
4. Creates an environment for healthy relationships, constructive dialogue and knowledge-based decision-making while bringing  new ideas to the table and contributing to the board discussions and deliberations
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Member Relations and Benefits 

1. Improves and increases the services the association provides to its members, ensuring programs and services that are relevant to the needs of a cross-section of association professionals at various stages of career and skill level 

2. Ensures that staff responds to member inquiries quickly, thoroughly and in a professional manner. 

3. Communicates policies and positions effectively both orally and in writing  

4. Conducts appropriate member and market research, ensures that programming and service are adjusted accordingly and introduces new ideas in programming and service and leveraging the use of technology where appropriate.
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Public Relations and Representation 

1. Initiates, develops, and contributes to advancing the association alliances, and maintains and broadens the network of partners and potential partners in industry, associations, institutes, foundations, government agencies, etc. 
2. Directs the association’s promotion, publicity, and public relations activities, serves as the Forum’s spokesperson and is well regarded by key external audiences.  
3. Oversees the management of the Association legislative activities, and serves as the organizational liaison to the xxxxxx.
4. Maintains effective relationships with key customer groups including exhibitors, advertisers, sponsors, etc.

5. Encourages members and staff to take leadership roles in ? and in other ways that benefit the association and the profession.
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Section 2 - Professional Traits and Behavior
1. Commitment to Quality

Displays enthusiasm for job; demonstrates dedication to the mission of the Association ;makes objective and effective decisions; seeks ways to improve the quality of work processes and environment; acts in the best interest of the Association; monitors/updates applicable department sections of the Association Operations Policies.
	5
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	3
	2
	1


2. Communication

Communicates appropriately and understandably verbally; listens effectively to others; writes and documents clearly and effectively when required; shares appropriate information with colleagues and leaders as needed
	5
	4
	3
	2
	1


3. Conflict Resolution

Is open to suggestions for growth and improvement; addresses potential problems proactively through appropriate channels; seeks effective alternative solutions (or compromises when necessary); gives constructive feedback to co-workers; takes responsibility for own actions.

	5
	4
	3
	2
	1


4. Initiative

Takes responsibility to seek innovative and creative ways to do the job and solve problems; undertakes new projects outside routine job activities; follows up on projects and tasks; anticipates obstacles to the success of tasks and projects; exhibits appropriate independent thinking and action. 

	5
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	1


5. Teamwork

Seeks and considers different viewpoints; demonstrates regard and respect for the uniqueness of others; maintains confidentiality; works effectively with others; recognizes and respects the role of each individual; cooperates to achieve Association goals; seeks assistance as needed and shares/delegates tasks appropriately.
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	1


Section 3 - Goals
1. Insert goal.  
	5
	4
	3
	2
	1


2. Insert goal.
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3. Insert goal.
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4. Insert goal.
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Section 4 - Comments
1. Please identify any examples that you believe are particularly noteworthy. Explain how they illustrate your evaluation above.
2. Please identify any achievements you believe should be recognized.
3. Please note any areas in which performance should be improved.
4. Please identify the most important goals you would set for the CEO for the coming year.
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