

Purchasing Agent Yearly Review Fill-In Form
Name:      




Department: 
Facilities
Position Title: Purchasing Agent

Rating Period:
     




Part I – Performance Ratings

ME
Meets Requirements: 
Consistently performs at the level of the supervisor’s expectations. This is the standard and represents commendable performance.
EE
Exceeds Requirements:
Often performs at a level beyond what is expected. Please provide specific examples of the behaviors/actions which justify rating.

NI  
Needs Improvement:
Has not consistently met the expectations of the supervisor. Improvement and/or remedial action plans are required. Please include a description of those plans. 
1. Job Responsibility: Meet with Sales Reps., solicit bids, research pricing, consult with Supv regarding supplies and equipment. Place product orders. Make trips for local purchases of supplies not on hand.

  

Rating:  FORMCHECKBOX 
ME  FORMCHECKBOX 
EE  FORMCHECKBOX 
NI  

Comments: 
     
2. Job Responsibility: Help with unloading of trucks delivering supplies and equipment, stock warehouse shelves, fill out and distribute orders coming from custodians and/or supervisors. Deliver supplies to buildings.

Rating:  FORMCHECKBOX 
ME  FORMCHECKBOX 
EE  FORMCHECKBOX 
NI  

Comments:         

3. Job Responsibility: Maintain inventories on database. Prepare monthly report for Director of Facilities. Keep employees informed of new products and/or equipment.

Rating:  FORMCHECKBOX 
ME  FORMCHECKBOX 
EE  FORMCHECKBOX 
NI  

Comments:                                                                                                                                                                                                

4. Job Responsibility: Clean warehouse/office (vacuuming, stripping, waxing, snow removal, laundry duties

Rating:  FORMCHECKBOX 
ME  FORMCHECKBOX 
EE  FORMCHECKBOX 
NI  

Comments:                                                                                                                                                                                                

5. Job Responsibility: Assist supervisors with employee training regarding the use of products and the use and maintenance of equipment. Repair of equipment as needed.

Rating:  FORMCHECKBOX 
ME  FORMCHECKBOX 
EE  FORMCHECKBOX 
NI  

Comments:                                                                                                                                                                                                

6. Job Responsibility: Interpersonal Work Skills and Behavior.

ME EE NI
 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Adjusts to changes in work environment (assignments, workload, staff, etc)

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Organizes and plans assigned workload.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Makes suggestions for improvement in how work should be done.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Maintains equipment and uses it properly.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Prioritizes and completes assigned tasks on time.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Maintains a good working relationship with co-workers.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Assists co-workers when time allows.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Works cooperatively as a team member with other St. Olaf staff.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Is courteous to customers.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Come to and leaves work as scheduled. (Punctuality)

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Attendance.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Works well independently, requiring minimal supervision.

 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
 Maintains confidentiality.

Part II - Overall performance rating and comments:  FORMCHECKBOX 
ME  FORMCHECKBOX 
EE  FORMCHECKBOX 
NI
     
 Please indicate immediate steps being taken to address any factor(s) with an NI rating.

     
Part III - Review past year goals and objectives; establish coming year job related goals and objectives including professional growth and development suggestions. (Human Resources will share these suggestions with the Office of Community Life and Diversity as part of the College’s Staff Development Program.  These forms remain strictly confidential in the Human Resources Offices.)

     
Part IV – Employee’s Comments:

     
Evaluator’s signature______________________________________________              Date__________________

Employee’s signature______________________________________________              Date__________________

Evaluator’s supervisor signature _____________________________________              Date__________________

All signatures are required.

In signing this evaluation the employee acknowledges having read and discussed it with her/his supervisor.  It does not necessarily imply agreement with the conclusions of the supervisor.  


