Meeting Date: Januasy 19,2017

Agenda Item: 13-A

Report to Town Council

Topic: Town manager’s annual evaluation.
Recommended Motion: Motion to ratify the Town manager's
collective evaluation score of 4.982% based upon fthe individual
submittals from eachimember of the Town Council.

Summary: Pleaseisce attached memorandum.

Requested by: MsCherbano, Human Re39u=mges=1?ir§étor7l?9§u§f
Clerk

Approved by:  Ms. Witt, Town Manager
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MEMORANDUM

Town of Ponce Inlet, Town Manager Department
The Town of Ponce Inlet staff shall be professional, caring and fair in delivering community
excellence while ensunng Ponce Inlet citizens oblain the greatest value for their tax dollar.

To: Town Council

From: Kim Cherbano, PHR, Human Resource Director
Date: January 10, 2017

Subject: Town Manager's Annual Evaluation

MEETING DATE: January 19, 2017

Each year Council members participate in the town manager's evaluation process; each
is given an evaluation summary form to fill out for ranking (1 thru 5, with one being the
lowest score) and comments. Please see the attached evaluations from members of
the Town Council. The average sum of all evaluations is a total of 4.982% out of a
possible 5%.

1 /0 /20,5

—Kim Cherbano, Human Resource Director / Date”

Attachment(s):

Mayor Smith Evaluation
Vice-Mayor Hoss Evaluation
Councilmember Milano Evaluation
Councilmember Perrone Evaluation
Councilmember Paritsky Evaluation

AN

m
Staff Memo to Town Manager
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Evaluation Summary

Employes Nama . Posftion Direct Managar ;
Qeaneen Any Town Manager/Town Clerk TTown Couwne \\
Departmenit Divislon ClassSpecification
Administrative Services Town Manager/Town Clerk
Parformtance Evatuation Typa Due Date
Aiaauad # Evaluation Feriodic 01/21/2017
Tatal Seore Overall Rating

¥

77
Rating summary by GA’R\/ rS,Mt_T’/// ) }M /—’3’/7

Developmental Recommendations/Performance Goals and Objectives’{Section Weight: 0}
No Goals have been added for this section

Job Specific Performance Measures (Section Weight: 17)

1-Unacceptabie 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements § - Qutistanding
Cansistently below expected |  Performance below Performance at expecled Performance ofien exceeds Performance
level: did nol meet expecled level; does level, meets standards expected level; exceeds majority of consistently
standards and objectives; not mest some of the and objectives, standards and objections; often achieves rasults
unacceptable proficiency standards and accepiable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level, level. others.
Name Description

Appoint and remave all subordinate officers and employees of the Town; except tha appointment and removal of depariment heads shall be
subject to the approval of the Town Council.

Co-sign contracts on behalf of the Town pursuant to the provisions of
ordinances or resolutions.

Direct and supervise the administration of all departments, offices and except as otherwise provided by the Charter or by law.
agencies of the Town;

Keep the Council {ully advised as to the financial condition and future
needs of the Town and make recommendations to the Council concaming
the affairs of the Town;

Make such other reports as the Council may require concermning the
operations of Town deparments, offices and agencies, subject to hisfher
diraction'and supervision;

Perform such other duties as are specified in the Charter or may he See Town Council goals.
required by the Council;
Perform the duties of Town Clerk of the Town; in addition to the duties of Town Manager, during any period of time

that hefshe is appointed by the Town Council to do so, without
additienal compensation,

Perform the duties of Treasurer/Finance Director of the Town; in addition to the duties of Town Manager, during any pericd of time
that he/she is appeinted by the Town Council to do so, without
additional compensation.

Prepara and submit the annual budget, budgat message, and capitat
pragram 1o the Council in a farm provided by ordinance;

See that all laws, provisions of this Charter and acts of the Ceuncil are subject to enforcement by him/her or by officers subject to him/her
faithfully executed; direction and supervision.

Submit to the Council and make available to the public 2 complete raport
on the finances and administrative activities of the Town as of the end of
each fiscal year.

Name Category |Weight 1 2 3 4 5
Appoint and remove all subordinate officers and employezes of the Job-Specific | 9.09
Town; Performance

Measures, )
Comments:
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MName ' Category |Welght 1 2 3 4 5

Co-sign contracls on behalf of the Town pursuant to the provisions of Job-Specific 9.09

ordinances or resolutions. Performance
Measures.

Comments:

Direct and supeivise the administration of all depariments, offices and | Job-Specific 9.09

agencies of the Town, Performance
Measures.

Commenls:

eep the Council fully advised as to the financial condition and future Job-Specific 9.09

needs of the Town and make recommendations to tha Council Performance
conceming the affairs of the Town, Measures,
Comments:
Make such other reports as the Council may require concerning the Job-Spacific 8.09
operations of Town departments, offices and agencies, subject to Performance
hisher direction and supervisian, Measures.
Comments:
Perfor such other duties as are specified in the Charter or may be Jab-Specific 2.09
required by the Council Perfarmance
Measures.
Comments:
Perform the duties of Town Cleri of the Town; Job-Spacific 9.09
Performance
Measures.
Comments.
Perform the duties of Treasurer/Finance Direclor of tha Town; Job-5pecific 9.09
Perfarmancea
Measures.
Comments:

Prepare and submit the annual budgel, budget message, and capital Job-Specific g.09
program to the Council in a form provided by ordinance; Performance
Measures.

Comments:

See that all laws, provisions of this Charter and acts of the Council are | Job-Specific 9.09

faithfully executed, Performance
Measures.

Comments:

Submit to the Council and make available to the public a complete Job-Specific 9.08

report on the finances and administrative activities of the Town as of Performance

the end of each fiscal year. Measures.

Comments:

Occupation-Specific Performance Indicater (Section Weight: 17)
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1-Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5- Qutstanding
Consistently below expected | Performance below Perfarmance at expected Perfarmance often exceeds Performance
level: did not meet expected level; does level; meets standards expecied level, exceeds majority of consistently
standards and cbjectives, not meet some of the and objectives; standards and objections; often achieves resulis
unacceplable proficiency standards and acceptable proficiency demanstrates a high proficiency rarely achievad by
level objectives. level. level. aothers.
Name Description
BUDGETING: Approves, prepares, or controls budgets.
COMMUNICATION SKILLS: Ability ta communicate effectively with public either verbal or written.
COOPERATION: Accepts direction and guidance and cooparates with others.
CREATIVITY: Devises salutions {o organizational problems for which conventional solutions do nat apply.
DECISION MAKING: Makes proper decisions based on available information,
DELEGATION: Identifies and assigns appropriate tasks to subordinales.
LEADERSHIP: Elicits cooperation fram olher toward achieving objectives.
PERSUASIVENESS: Farmulates and presents organizational requirements or positions so as to influence others.
PLANNING: Sets goals and identifies resources.
POLICY: appraves, formulates, or implements policy.
TRAINING AND DEVELOPMENT: Pardicipates in or provides training and development activities.
Name Category Weight 1 2 3 4 5
BUDGETING: Approves, prapares, or controls budgets. Qccupation-Specific 9.09 )
Performance Indicator.

Comments:

COMMUNICATION SKILLS: Ability to communicate effectively | Occupation-Specific 2.09

with public either verbal or written. Performance Indicator,

Comrmenis:

COOPERATION: Accepts direction and guidance and QOccupation-Specific 9.09 i
cooperates with others, Performance Indicator.

Comments:

CREATIVITY: Devises solutions to arganizational problems for | Occupation-Specific 9.09

which conventional solutions do not apply. Performance Indicator,

Commenls:

DECISION MAKING: Makes proper decisions based on Occupation-Specific 9.09

availabla information. Performance Indicator. X
Comments:

DELEGATION: Identifies and assigns appropriate tasks fo Occupation-Specific 9.09

subordinates. Performanca Indicator.

Commenls:

LEADERSHIP: Elicits cooperation from other toward achieving| Occupation-Specific | 9.09
objectives. Performance Indicator.

Commenis:

PERSUASIVENESS; Formulates and presenls organizational | Occupation-Specific

8,09
requirements or positions so as to influence others. Parformance Indicator. | l |

<
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Name

Category

|weignt] 1 | 2 |

Comments:

training and development activities.

Performance Indicator.

PLANNING: Sets goals and identifies resources. Occupalion-Specific 9.08
Perormance Indicator.

Comments: '

POLICY: approves, formulates, orimplements policy. Occupation-Specific 8.09
Performance Indicator,

Comments:

TRAINING AND DEVELOPMENT: Paricipates in or provides | Occupation-Specific 8.09

>

Comments:

Work Quality Aspects (Section Weight: 17)

standards and objectives,
unaceeptabla proficiency

not meet some of the
standards and

and objectives;
arceptable proficiency

1 - Unacceptable 2- Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Outstanding
Consistently below expected Parforrmance below Performance at expected Performance often exceeds Performance
level: did not meet expected level, does level; meels standards expected level; exceeds majority of consistently

standards and objections; often
demaonstrates a high proficiency

achieves resulis
rarely achieved by

level objectives. level. lavel. others.
Mame Description
Applies job knowledge effectively
Follows through on waork assignments
Is responsible to instruction
Pays attention to detail - accuracy
Mame Category Weight 1 2 3 4 5
Applies job knowledge effectively WORK QUALITY ASPECTS. 25.00
Comments:
Follows through on work assignmeanis | WORK QUALITY ASPECTS. 25.00 ] | ] |
Comments:
Is responsible to instruction | WORK QUALITY ASPECTS. 25.00 | ] | |
Commenls:
Pays attention to detail - accuracy |  WORKQUALITY ASPECTS. 2500 | | | [ T

Comments’

Productivity Aspects (Section Weight: 17)

1- Unacceptable
Performance

2 - Needs

Improvement

3 - Meets Requirement

4 - Exceeds Requirements

5 - Quistanding
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Consistently below expected

Perfarmance below

Performance at expected

Performance often exceeds

Performance

level: did not meet expected level; does lavel, meets standards expected level; exceeds majority of consistently
standards and objeclives; not meet some of the and objectives; standards and objections; often achieves resulls
unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level. level. athers.
Name Description
Completes assignments
Accepts responsibility for work
Contributes to accomplishing goals, missions, and objectives of Organization/Division
Is self-mativated
Manages time effectively
Meets deadlines
Plans work (sets goals})
Prioritizes wark
Works as team member
Name Category Weight| 1 2 3 4 5
Completes assignments FPRODUCTIMVITY 1.1
ASPECTS.
Camments; I
Accepts responsibility for work PRODUCTIMTY 1.1
ASPECTS.
Comments.
Contributes to accamplishing goals, missions, and objectives of PRODUCTIVITY 11.11
Organization/Division ASPECTS.
Comments:
Is self-motivaled PRODUCTIVITY 11.114 T
ASPECTS.
Comments:
Manages time effectively PRODUCTIVITY 1.1 !
ASPECTS.
Comments:
Meels deadlines PRODUCTMITY 11.11
ASPECTS.
Comments:
Plans work (sets goals) PRODUCTMITY | 11.13 ’
ASPECTS.
Comments:
Prioritizes work PRODUCTIVITY 1.1
ASPECTS.
Comments:
Woarks as feam member PRODUCTIMTY 11.11
ASPECTS.
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Name

Category

{2 | 3

|weignt| 1

Comments:

Safety (Seclion Weight: 17}

1 - Unacceptabie 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5-0Outstanding
Consistently balow expected Performance below Perfarmance at expected Performarnce often exceeds Performance
level: did not meet expected ievel; does level, meets standards expected lzvel; exceeds majority of consistently
standards and objectives; not meet some of the and objectives; standards and objections; often achieves resulis
unacceptable proficiency slandards and acceptable proficiency demonstrates a high proficiency rarely achieved by
lavel objectives. level. level. others.
Name Description
Adheres to safety palicies, procedures, and guidelines
Has knowledge of Organization and ather applicable safety policies, procedures, and standards
Promotes safe woarking environment
Name Category | Weight 1 2 3 4 )
Adheres to safety policies, procedures, and guidelines SAFETY.| 3333 L
Comments:
Has knowledge of Organization and other applicable safaty policies, SAFETY. | 33.33
procedures, and standards
Comments;
Promates safe warking environment | SAFETY. | 33.33 ] | | |

Comments:

Personal Skills/Attributes (Section Weight: 17)

1-Unaceceptable 2- Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Quistanding
Consistently below expected Perfaormance below Performance at expected Performance ofien exceeds Performance
level: did not meet expected level; does level, meets standards expecled level, exceeds majarity of consistently
standards and objectives; not meet some of the and objectives; standards and objections; often achiaves results
unacceptabla proficiency standards and acceptable proficiency demonstrates a high praficiency rarely achieved by
tevel objectives. level. level. others.
Name Description
Ability to perform under adverse conditions
Adaptability
Courtesy
Dependability
Enthusiasm - positive approach
Ethics
Impartiality and faimess
Name Category Weight 1 2 3 4 5
Ability to perform under adverse conditions PERSONAL SKILLS/ATTRIBUTES. | 14.29
Comments: )
Adaptability PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | 1>
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| Category

[ Welght |

1

Comments;

Courtesy

| PERSONAL SKILLS/ATTRIBUTES

.| 14,29 |

Comments:

Dependability

} PERSONAL SKILLS/ATTRIBUTES

. | 1420 |

Comments:

Enthuslasm - positive approach

| PERSONAL SKILLS/ATTRIBUTES. | 14.29 |

Comments:

Ethics

I PERSONAL SKILLS/ATTRIBUTES.

| 14.29 |

Commenis:

Impartiality and faimess

{ PERSONAL SKILLS/ATTRIBUTES,

| 1420 |

Commenls;

Overall

This is the sixth annual bérformance-féview that | have had the
pleasure of completing. Each review has been rated higher than
the previous one as Jeaneen has continually improved with
experience and education and she continues to perform at an
outstanding level. Her dedication to her job and this Town is
always evident every day through her work ethic, attention to
detail, and self improvement. These characteristics were clearly
demonstrated during and after Hurricane Mathew. In my 21
years of government association | have not experienced a
government employee more involved and dedicated to the job.

It is my pleasure to work with Jeaneen.




Evaluation Summary

COc.u’l(Lf‘/ memper
(V\f‘ano/ an_,‘('Q_

Employes Nama . Pasitlon Diract Manager .
~:Ee.¢xneeﬂ iy Town Manager/Town Clerk Town Counci
Departmant Division ClassSpecification

Administrative Services Town ManagerTown Clerk
Borformancs Evaluation Type Dua Date

Anauad # Evaluation Periodic g1212017

Tatal Scare Qverall Rating

Rating summary by

Developmental Recommendations/Performance Goals and Objectives (Section Weight: 0)

No Goals have been added for this section

Job Specific Performance Measures (Section Weight: 17)

1 - Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Outstanding
Consistently below expected |  Perfanmance balow Periormance at expected Performance often exceeds Performance
level: did not meet expecled level; does lavel; meets standards expecled level, exceeds majority of consistently
standards and objectives; not meet some of tha and objectives; standards and cbjections, often achieves results
unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level. {avel, cthers,
[Name Description

Appaint and remove all subardinate officers and employees of the Town;

excepl tha appointmeant and removal of department heads shall be

subject to the approval of the Town Council.

Cuo-sign contracts on behalf of the Town pursuant 1o the provisions of
ordinances or resolutions.

Direct and supervise the administration of all depariments, offices and
agencies of the Town;

except as otherwise provided by the Charter or by law.

Keep the Counci fully advised as to the financial condition and future
needs of the Town and make recommendations to the Council conceming
the affairs of the Town;

Make such other reports as the Council may require conceming the
operations of Town deparments, offices and agencies, subject 1o histher
direction and supervision;

Perform such other duties as are specified in the Charter or may be
required by the Council;

See Town Council goais.

Perform the duties of Town Clerk of tha Town;

in addition

that hefshe is appointed by the Town Council to do so, without

to the duties of Town Managér, during any period of time

additional compensation.

Perfarm the duties of Treasurer/Finance Director of the Town;

in addition

that he/she is appointed by the Town Council to do so, without

to the duties of Town Manager, during any period of time

additional compensation.

Prepare and submit the annual budget, budgat message, and capital
program to the Council in a farm provided by ardinance;

See that all laws, provisions of this Charter and acts of the Council are
faithfully executed;

subject to

enforcement by him/her or by officers subject to him/her
direction and supervision.

Submit to the Council and make available to the public a complete report
on the finances and administrative activities of the Town as of the end of
each fiscal year.

Name Category Weight 1 2 3 4 5
Appoint and remove all subordinate officers and employees of the Job-Specific | 9.09 \/
Town; Performance

Measuras.

Comments;
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Name Category |Weight| 1 2 3 4 5

Co-sign contracls on behalf of the Town pursuant to the provisions of Job-Specific 9.09 ’

ordinances or resalutions. Performance J
Measures.

Comments:

Direct and supervise the administration of all departments, offices and | Job-Specific 8.09 \/

agencias of the Town; Performance
Measures.

Comments:

Keep the Council fully advised as to the financial condition and future Job-Specific 9.09

needs of the Town and make recommendaticns ta the Council Performance l/

concerning the affairs of the Town; Measures.

Commenis:

Make such other reports as the Council may require concerning the Job-Specific 9.09 \/

operations of Town departments, offices and agencies, subject o Periormance

hisfer direction and supervision; Measuras.

Comments:

Perform such other duties as are spacified in the Charter or may ba Job-Specific 9,00

required by the Council; Performance Vv
Measures.

Comments:

Perfarmn the duties of Town Clerk of the Town, Job-Specific 9.09

Performance 1/

Measures.

Commenis:

Perform the duties of Treasurer/Finance Director of tha Town; Job-Specific 9.09

Performance V4

Measures.

Comments:

Prepare and submit the annual budget, budget message, and capital Job-Specific 9.09

program to the Council in a form previded by ordinance; Perfomance /
Measures.

Comments:

See that all laws, provisions of this Chartar and acts of the Council are | Job-Specific 9.09

faithfully executed,; Perfarmancea /
Measures.

Commenis:

Submit to the Council and make available to the public a complete Joh-Specific 8.09 /

report an the finances and administrative activities of the Town as of Performanca

the end of each fiscal year. Measuras,

Comments:

Occupation-Specific Performance Indicator (Section Weight: 17)
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1- Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5- Outstanding
Consistently below expected | Performance below Perfarmance at expected Performance ofien exceads Performance
level: did not meet expected [evel, does level; meels standards expected lavel, exceeds majority of consistently
standards and objeclives; not meet some of the and objectives; standards and objections; oftan achieves resulis
unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level. level. others.

Name

Description

BUDGETING: Approves, prepares, ar controls budgets.

COMMUNICATION SKILLS: Ability ta communicate effectively with public either verbal ar written.

COOPERATION: Accepts direction and guidance and cooparates with others.

CREATIVITY: Devises salutions to organizational problems for which conventional solutions do not apply.

DECISION MAKING: Makes proper decisions based on available information.

DELEGATION: Identifies and assigns appropriate tasks lo subordinates.

LEADERSHIP: Elicits cooperation from other toward achieving objectives.

PERSUASIVENESS: Formulales and presents organizational requirements or positions so as to influence olhers.

PLANNING: Sels goals and identifies resources.

POLICY: approves, formulates, or implements palicy.

TRAINING AND DEVELOPMENT: Participates in or provides lraining and devalopment activities.

Name Categary Weight 1 2 3 4 5
BUDGETING: Approvas, prepares, or controls budgets. Occupation-Specific 9.09 v
Performance Indicator.

Comments: ng L ]D o E ﬁl UP/V’P

Vi
COMMUNICATION SKILLS: Ability to communicate effectively | Occupation-Specific 9.09 \/
with public either varbal or written. Performance Indicator.
Comments:
COOPERATION: Accepts direction and guidance and Occupation-Specific 9.09
cooperates with cthers. Performance Indicator, /
Comments:

CREATIVITY: Devises solutions to organizaticnal problems for | Occupation-Specific 9.08 7
which conventional solutions da not apply. Performance Indicator.

Comments:

DECISION MAKING: Makes proper decisions based on Occupation-Specific | 9.09 /
available information. Perdormance [ndicator,

Commenls:

DELEGATION: Identifies and assigns appropriate tasks to Occupation-Spacific 9.0

subordinates. Performance Indicator. v
Comments:

LEADERSHIP: Elicits cooperation from other toward achieving| Occupation-Specific | 9.09 L
objectives. Performance Indicator.

Comments:

PERSUASIVENESS: Formulates and presents organizational | Occupation-Specific | 2.08

raquiremenis or positions so as to influence others. Performance Indicator, /’
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Name

Category

[weignt| 1 | 2 | 3

Comments:

training and develapment aclivities.

PLANNING: Sets goals and identifies resources. Occupation-Specific 9.08 fl/
Parformance Indicator.

Comments: )

POLICY: approves, formulates, or implements policy. Occupation-Specific 9.09 /
Perfarmance Indicator.

Comments:

TRAINING AND DEVELOPMENT: Participates in or provides Occupation-Specific 8.09 \/

Parformance Indicator.

Commenis:

Wark Quality Aspects (Seclion Weight: 17)

1-Unacceptable 2-Needs

Performance

Improvement

3 - Meets Requirement

4 - Exceeds Requirements

5. Outstanding

Consistently below expected
level: did not meet
standards and objectives;

Performance below
expected level; does
not meet some of the

Performance at expected
level; meels standards
and objectives;

Performance often exceeds
expecled level; exceeds majority of
standards and objections; often

Performance
consistently
achieves results

unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
leval objectives. level. level. others.

(Name Description
Applies job knowledge effactively
Follows through on work assignmeanis
Is responsible to instruction
Pays attention to detail - accuracy
Name Category Weight 1 2 3 4 5
Applies job knowledge effectively WORK QUALITY ASPECTS. 25.00 °
Comments:
Follows through on wark assignmants | WORK QUALITY ASPECTS. 2500 | | | | [ .
Comments: i
Is responsible to instruction | WORK QUALITY ASPECTS. 2500 | | | | |,
Comments:
Pays attention to detail - accuracy |  WORK QUALITY ASPECTS. 2500 | | | | [ o«

Commaents:

Productivity Aspects {Section Weight: 17)

2-Needs
Improvement

1 - Unacceptable
Performance

3- Mesets Requirement

4 - Exceeds Requirements

5 - Qutstanding
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Consistently below expected Performance helow Parformance at expected Performance often exceeds Performance
level: did not meet expected level, does tavel; meels standards expeacted level, exceeds majority of consistently
standards and objectives; not meet some of the and objectives; standards and objections; often achieves results
unacceptable proficiency standards and acceptable proficiency demaonstrates a high proficiency rarely achieved by
level objectives. level leval. others,

Name Description

Completes assignments

Accepis responsibility for work

Cantributes to accomplishing goals, missions, and objectives of Organization/Division

Is self-mativated

Manages time effectively

Meets deadlines

Plans work (sets goals)

Prioritizes work

Works as team member

Name Category Welght| 1 2 3 4 5

Completes assignmenis PRODUCTIVITY 11.11
ASPECTS. v

Comments:

Accepts responsibility for work PRODUCTIVITY 11.11 L/
ASPECTS.

Comments:

Contributes to accomplishing goals, missions, and objectives of PRODUCTIVITY 11.11 v

Organization/Division ASPECTS.

Comments.

Is self-motivated PRODUCTIMTY 11.11 o
ASPECTS.

Commenls:

Manages lime effectively PRODUCTIVITY 11.11 .
ASPECTS,

Comments:

Meets deadlines PRODUCTMITY | 11.11 1V
ASPECTS.

Comments:

Plans work (sets goals) PRODUCTIVITY 11.11 iy
ASPECTS.

Comments:

Prioritizes work PRODUCTIVITY 11.14 L
ASPECTS.

Camments:

e

Works as team member PRODUCTIVITY 1111

ASPECTS.
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Name Category |Weight| 1 I 2 [ 3 | 4 | 5
Comments:;
Safety (Section Weight: 17)
1 - Unacceptable 2-Needs
Perfarmance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5-Outstanding
Consistently below expecied | Performance below | Performance at expected Performance often exceeds Performance
level: did not meet expected level; does level; meets slandards expected level, exceads majority of consistently
standards and abjectives; not meet some of the and objectives; standards and objections; oftan achieves rasulls
unacceptable proficiency standards and acceplable proficiency demonstrales a high proficiency rarely achieved by
lavel objectives. level. level. others.
Name Description
Adheres to safely policies, procedures, and guidelinas
Has knowledge of Organization and other applicable safety policies, procedures, and standards
Promotes safe working environment
Name Category |Weight| 1 2 3 4 5
Adheres to safety policies, procedures, and guidelines SAFETY. | 33.33 v
Comments:
Has knowledge of Organization and aother applicable safety policies, SAFETY.{ 33.33 o
procedures, and standards
Comments;
Promotes safe working environment SAFETY, ' 3333 | | ] | I L
Comments:

Personal Skilis/Attributes (Section Weight: 17)

1 - Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Qutstanding
Consistantly below expected Performance below Performance at expecled Performance ofien exceeds Performance
leval: did not meat expected level; does lzvel; meels standards expecled level; exceeds majority of consistently
standards and objectives; not meet some of the and objectives; standards and objections; often achizves results
unacceptable proficiency standards and acceplable proficiency demonstrates a high proficency rarely achieved by
level objectives, level. level, others.
Name Description
Ability to perform under adverse conditions
Adaplability
Courtesy
Dependability
Enthusiasm - positive approach
Ethies
Impartiality and faimess
Name Category Weight 1 2 3 4 5
Ability to perform under adverse conditions PERSONAL SKILLS/ATTRIBUTES. | 14.29 v
Comments:
Adaptabifity PERSONAL SKILLS/ATTRIBUTES, | 14.29 | | | ] | A
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[Name | Category _ [Weignt] 1 | 2 | 3 [ 4 [ 5
Comments:
Courtesy [ PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | e
Comments:
Dependability | PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | [,
Comments:
Enthusiasm - pasitive approach | PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | |
Comments:
Ethlcs | PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | [ L’
Comments:

, |lmpartalty and faimess | PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | |‘I\/
Commenis:
Overall

Ca
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oM LS Tl ETS (FATURE 1S FlddAy L ;=007 A&
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Evaluation Summary

Vice ~Mayyor=
HOSS) Sect 3

Employes Hama R Positian Direct Manager .
.fe,o.f\ge,n A Town Manager/Town Clerk Touwonn C D WG \
Department Dlvision ClassSpecification

Administrative Services Town Manager/Town Clerk
Carformance Evaluation Typa Due Date

Anhuil t Evaluation Periadic 01/2172017

Total Score Overall Rating

Rating summary by& ﬂ/ n -

Developmental Recommendations/Performance Goals and

|

No Goals have been added for this section

Job Specific Performance Measures {Section Weight: 17)

Q’-"Ié.g_éﬂ.L

Objectives (Section Weight: 0)

1-Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5-Outstanding
Consistently below expected Performance below Perfarmance at expected Performance often exceeds Performance
level: did not meet expected level; does level, meets standards expecled level; exceeds majority of cansistently
standards and objectives; not meeat some of the and objeclives; standards and cbjections; often achieves resulls
unaccepiable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level, level. others,
Name Description

Appoint and remaove all subordinate officers and employees of the Town;,

except the appeintment and removal of department heads shall be
subject to the approval of the Town Council,

Co-sign contracts on behalf of the Town pursuant to the provisions of
ordinances or resolutions.

Diract and suparvise the administration of all departments, offices and
agencies of the Town;

excepl as otherwise provided by the Charter or by law.

Keep the Council fully advised as to the financial condition and future
needs of the Town and make recommendations to the Council conceming
the affairs of the Town;

Make such other reports as the Council may require conceming the
operations of Town departments, offices and agencies, subject to his/her
direction and supervision;

Perform such other dutias as are specified in the Charler or may be
required by the Council;

See Town Council goals.

Perform the dutias of Town Clark of the Town:

in addition to the duties of Town Manager, during any period of time
that he/she is appointed by the Town Council {o do so, without
additional compensation.

Perfarm the duties of Treasurer/Finance Direclor of the Town;

in addition to the duties of Town Manager, during any period of time
that he/she is appointed by the Town Council to do so0, without
additional compensation.

Prepare and submit the annual budget, budget message, and capital
program ta the Council in a form provided by erdinance;

See that all laws, provisions of this Charer and acts of the Council are
faithfully executed;

subject ta enforcement by him/her or by officers subject to him/her
direction and supervision,

Submit to the Council and make availabie to the public a complete report
on the finances and administrative aclivities of the Town as of the end of
each fiscal year,

Name Category {Weight 1 2 3 4 5

Appoint and remove all subordinale officers and emplayees of the Job-Specific | 9.09

Town, Perfarmance 0/
Measures.

Comments:
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Name : Category |Weight| 1 2 3 4 5

Co-sign contracts an behalf of the Town pursuant to the provisions of Job-Specific 9.09 '

ordinances or resolutions. Performance I/
Measures,

Comments:

Direct and supervise the administration of all departments, offices and | Job-Specific | 9.09 f

agencies of the Town, Performance
Measures.

Comments:

Keep the Council fully advised as to the financial condition and future Jab-Specific 9.09

needs of the Town and make recommendations to the Counci Performance v

conceming the affairs of the Town, Measures.

Comments:

Make such other reports as the Council may require cenceming the Job-Specific 9.09

operations of Town depariments, offices and agencies, subject to Perfarmance /

hisfer diraction and supervision; Measures.

Comments:

Pearform such other duties as are specified in the Charter or may be Job-Specific 9.09

required by the Counci; Performance v
Measures.,

Comments:

Perform the duties of Town Clark of the Town, Job-Specific 9.09 \/

Performance

Measures.

Camments:

Perform the duties of Treasurer/Finance Diractor of the Town, Job-Specific | 9.09

Performance /

Measures,

Comments:

Prepare and submit the annual budget, budgel message, and capital Job-Specific 8,09

program to the Council in a form provided by ordinance; Performance v
Measures.

Comments:

See that ali laws, provisions of this Chartar and acts of the Councilare | Job-Specific 8.09

faithfully executed; Performance /
Measures,

Comments:

Submit to the Council and make available to the public a complete Job-Specific 9.08

report on the finances and administrative activities of the Town as of Performance \/

the end of each fiscal year. Measuras.

Comments:

Occupation-Specific Performance Indicator (Section Weight: 17)
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1- Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Reguirements 5-0Qutstanding
Consistently below expecled | Performance below | Performance at expected Performance often exceeds Perfarmance
level: did not meet expected level, does level; meets standards expected level, exceeds majority of consistently
standards and objectives; not meet some of the and objectives; standards and objections; often achiaves results
unaccepiable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level, level. others.
Name Description
BUDGETING: Approves, prepares, or controls budgets.
COMMUNICATION SKILLS: Ability to communicale effectively with public either verbal or written,
COOPERATION; Accepts direction and guidance and cooperates with others.
CREATIVITY: Devises solutions to organizational problems for which conventional solutions do not apply.
DECISION MAKING: Makes proper decisions based on available information.
DELEGATION: |dentifies and assigns appropriate tasks lo subordinates.
LEADERSHIP: Elicits cooperation from other loward achieving objectives.
PERSUASIVENESS: Famulates and presents grganizational requirements or positions so as {o infiuence others,
PLANNING: Sets goals and Identifies resources.
POLICY: approves, formulates, or implements policy.
TRAINING AND DEVELOPMENT: Participates in ar provides training and devalopment activities.
Name Category Weight 1 2 3 4 5
BUDGETING: Approves, prepares, or controls budgels. Qceupation-Specific 9.09 Ve
Performance Indicator,
Comments:
Oulsfand: rg
COMMUNICATION SKILLS: Ability to communicata effectively | Occupation-Specific 8.09 ‘/
with public elther verbal or written. Performance Indicalor.
Comments:
COOPERATION: Accepts direction and guidance and Occupation-Specific 9.09 v
cooperatas with others. Performance Indicalor.
Comments:
CREATIVITY: Devises solutions to erganizalional problems for |  Occupation-Specific 9.09 V4
which conventional solutions do not apply. Perfarmance [ndicator.
Comments:
DECISION MAKING: Makes proper decisions based an Occupation-Specific 9.09 \/
availabla information, Performance Indicator.
Comments:
DELEGATION: |ldentifies and assigns appropriate tasks {o Occupation-Specific 9.09 \/
subordinates. Performance Indicator,
Comments:

LEADERSHIP; Elicits cooperation from other toward achieving{ Occupation-Specific 9.09
objectives. Performance Indicator.

Comments;

PERSUASIVENESS: Fomulates and presents organizational | Occupation-Specific
requirements or positions so as to influence others. Performance Indicator.

9.09 I ’ |
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Name Category iweight] 1 | 2 [ 3 [ 4 | s

Comments:
PLANNING: Sets goals and identifies resources. Oceupation-Specific .09 v
Parformance Indicator.
Comments: g
POLICY: approves, formulates, or implements policy. Occupation-Specific 9.09
Performance Indicator. -
Commenis:
TRAINING AND DEVELOPMENT: Participales in or provides Qccupation-Specific 9.09 \/
training and development aclivities. Parformance Indicator.
Comments:

Waoark Quality Aspacts {Section Weight: 17)

1-Unacceptable 2- Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5- Outstanding
Consistently below expected Perfarmance below Performance at expected Parformanca ofien exceeds Performance
level: did not meet expecled level, does level; meels standards expecled level, exceeds majority of consistently
standards and abjectives, naot meet some of the and objectives; standards and objections; often achieves rasults
unacceptable proficiency slandards and acceplable proficiency demanstrates a high proficiency raraly achieved by
leval objectives. level. level. others.
Name Description

Applies job knowledge efiactively
Follows through on work assignments
Is responsible to instruction

Pays attention o detail - accuracy

MName Category Waeight 1 2 3 4 5
Applies job knowledge effectively WORK QUALITY ASPECTS. 25.00 v
Comments:

Follows through on work assignmanis | WORK QUALITY ASPECTS. I 25.00 | ] | ] | Ve
Commenis:

Is respansible to instruction ] WORK QUALITY ASPECTS. ] 25.00 | | ] I | v
Comments:

Pays attention fo detail - accuracy |  wORKQUALITY ASPECTS. | 2500 | | | | | v
Commenis:

Productivity Aspects (Section Weight: 17)

1 - Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5-Outstanding
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Consistently below expected | Perormance below

Performance at expected

Performance ofien exceeds

Performance

level: did not meat expected level, does lavel, meels standards expected [evel; exceeds majority of consistently
standards and objeclives; not meet some of the and objectives; standards and chjections; often achieves results
unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level. level, others.
Name Description
Compleles assignments
Accepis responsibility for work
Contributes to accomplishing goals, missions, and objectives of Organization/Division
Is self-mativated
Manages time effectively
Meels deadlines
Plans work (sets goals)
Prioritizes work
Works as team member
Name Category Welght| 1 2 3 4 5
Completes assignments PRODUCTIMTY 11.11 /
ASPECTS.
Commenls:
Accepts responsibility for work PRODUCTIVITY 1111
ASPECTS, /
Commenls:
Contributes to accomplishing goals, missions, and objectives of PRODUCTMITY 11.11 /
Qrgarnization/Division ASPECTS.
Comments:
Is self-motivated PRODUCTIVITY 1.1 /
ASPECTS.
Comments:
Manages time effectively PRODUCTIVITY 1.1 /
ASPECTS.
Comments:
Meets deadlines PRODUCTIMITY 11.11
ASPECTS. v
Comments:
Plans work (sets goals) PRODUCTIMITY | 11.11 v
ASPECTS.
Comments:
Prioritizas work PRODUCTIVITY 1111 v/
ASPECTS.
Comments:
Works as team mamber PRODUCTIVITY 11,14 \/
ASPECTS.
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Name

Category

|weightl 1 | 2 [ 3

Comments:

Safety (Section Weight: 17)

1-Unacceptable
Performance

2-Needs
Improvement

3 - Meets Requirement

4 - Exceeds Requirements

5 - Outstanding

Consistently below expected Performance below Perfarmance at expected Performance often exceeds Performance
level: did not meet expectad level; does level; meets standards expecled level; exceeds majority of consislently
standards and objectives; not meet some of the and objectives; standards and objections; oflen achieves rasuils
unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objactivas. lavel. level. others.

Name Description

Adheres to safely policies, procedures, and guidelinas

Has knowledge of Organization and other applicabla safety policies, procedures, and standards

Prometes safe'working environment

Name Category | Weight 1 2 k] 4 5

Adheras to safety policies, procedures, and guidelines SAFETY. | 33.33 v

Comments:

Has knowledge of Qrganization and other applicable safety policies, SAFETY. | 33.33 ) /

procedures, and standards

Comments:

Promotes safe working environment SAFETY. ] 3333 | ] l | | V4

Comments;

Personal Skills/Attributes (Section Weight; 17)

1- Unacceptable 2 - Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Qutstanding
Consistently below expected Performance below Performance at expected Performance often exceeds Performance
level: did not meet expected ievel, does level, meets standards expected level; exceeds majorily of consistently
standards and objectives; not meet some of the and objectives; standards and objections; often achiaves results
unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level chjectives. level, level. others.
Name Description
Abitity to perform under adverse conditions
Adaptahility
Courtesy
Dependability
Enthusiasm - positive approach
Ethics
Impartiality and fairmess
Name Category Weight 1 2 3 4 5
Ability to perform under adverse conditions PERSONAL SKILLS/ATTRIBUTES. | 14.29 v
Comments:
Adaptabitity PERSONAL SKILLS/ATTRIBUTES. | 14.29 | [ | | | v/

Page 6 of 7



Name Category IWﬂhtI 1 | I 5
Comments:
Courlesy PERSONAL SKILLS/ATTRIBUTES. | 14.29 | [ | v
Commenis:
Dependability PERSONAL SKILLS/ATTRIBUTES. | 14.20 | | %
Comments:
Enthusiasm - positive approach PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | [ v/
Comments:
Ethics PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | K%
Comments:
Impartiality and faimess PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | v
Comments:
Overall
' ]
January 9,2017
Evaluation Summary

Jeaneen Witt is the consummate fit for Town Manager

in Ponce Inlet. It is a pleasure to work with her.

R
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Evaluation Summary

COM&:VMWW |
(‘PON‘OY\Q—J Seat 4

Emplayea Nama R Position Direct Manager .
wde.anee v hay Town Manager/Tawn Clerk Towan Council
Department Blvision ClassSpeclfication

Administrative Services Town Manager/Town Clerk
Borformance Evaluation Type Due Data

Anhual 4 Evaluation Periodic 01721720177

Total Score Qverall Rating

Rating summary by J'(_) e ngforl e_

Developmental Recommendations/Performance Goals and Objectives (Section Weight: Q)

No Goals have been added for this section

Job Specific Performance Measures (Section Weight: 17)

1 - Unacceptable 2 -Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5- Outstanding
Consistently below expected |  Performance below Performance at expeclad Performance often exceeds Performance
level: did nol meat expected level; does level, meets standards expected level; exceeds majority of consistently
standards and objectives; not meet some of the and cbjectives, standards and objections; often achieves resulls
unacceptable proficiency standards and acceptable proficiency demonstrales a high proficiancy rarely achiaved by
level abjectives. level. lavel, others.
Name Description

Appoint and remove all subordinate officers and employees of the Town,

except the appointment and removal of department heads shall be

subjecl to the approval of the Taown Council.

Cao-sign contracts on behalf of the Town pursuant to the provisions of
ordinances or resalutions.

Direct and supervise the administration of all departmenits, offices and
agencies of the Town;

except as otherwise pravided by the Charter or by law.

Keep the Council fully advised as to the financial condition and fulure
needs of the Town and make recommendations to the Council conceming
the affairs of the Town;

Make such other reports as the Councit may require concerning the
operations of Town departments, offices and agencies, subject ta his/her
direction and supervision;

Perform such other duties as are specified in the Charter or may be
required by the Council;

See Town Council goals.

Perform the duties of Town Clerk of the Town;

in addition

that he/she is appainted by the Town Council to do so, without

to the duties of Town Manager, during any period of time

additional compensation.

Perfarm the duties of TreasurerFinance Director of the Town;

in addition

that hefshe is appointed by the Tawn Council to do so, without

te the duties of Town Manager, during any period of time

additianal compensation.

Prepare and submit the annual budget, budget massage, and capital
program to the Council in a form provided by ordinance;

See that all laws, provisions of this Chartar and acts of the Council are
faithfully executed;

subject to enforcement by him/her or by afficers subject to him/er

direction and supervision.

Submit to the Council and make available to the public a complete report
on the finances and administrative activities of the Town as of the end of
each fiscal year.

Name Category |Weight| 1 . 2 3 4 5

Appoint sand remove all subordinate cfficars and employees of the Job-Specific 9.09

Town; . Performance \/
C wll.l!v\ qypfopndle '} Measures.

Comments: w iy
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Name Category |Weight 1 2 k| 4 5

Co-sign contracts on behalf of the Town pursuant to the provisions of Job-Specific 9.09 .

ardinances or resalutions. Perormance /
Measures,

Comments:

Direct and supervise the administration of all departiments, offices and | Job-Specific 89.09
agencies of the Town, Perfarmance
Measures, \/
Comments:
Keep tha Council fully advised as to the financial condition and future Job-Specific 8.09
needs of the Town and make recommendations to the Council Parformance /
concaeming the affairs of the Town; Measures.
Comments;
Make such other reparts as the Council may require conceming the Job-Specific 8.09
operations of Town departments, offices and agencies, subject to Perfarmance
hisfher direction and supervision; Measures.
Comments:
Perform such ather duties as are specified in the Charter ar may ba Job-Specific 9.09
required by the Council; Performance ‘/
Measures.
Comments:
Pesfaimn the duties of Town Clerk of the Town; Job-Specific 9.09
Performance
Measures. \/
Commenis:
Perform the duties of Treasurer/Finance Director of the Town, Job-Specific 9.09
Performance /
Measures.
Comments:

Prepare and submit the annual budget, budget message, and capital Job-Specific 9.09
program to the Council in a {form provided by ordinance; Perfarmance \/
Measures.

Comments;

See that all laws, provisions of this Charter and acts of the Councilara | Job-Specific 9.08

faithfully executed; Performance

Measures. V
Comments:
Submit {o the Council and make available to the public a complete Job-Specific 9.09
report on the finances and administrative activities of the Town as of Performance ‘/
the end of each fiscal year. Measuras,
Comments:

Occupation-Specific Performance Indicator (Section Weight: 17}
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1-Unacceptable 2- Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Qutstanding
Consistently below expected | Performance below | Performance at expected Performance often exceeds Performance
level: did not meeat expected level; does level; meets standards expected level; exceeds majority of consistently
standards and objectives, not meet some of the and abjectives; standards and objections; often achieves results
unacceptable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectivas. level. level. others.
Name Description
BUDGETING: Approves, prepares, or controls budgets.
COMMUNICATION SKILLS: Ability to communicate effectively with public either verbal or written,
COOPERATION: Accepts direction and guidance and cocperates with others.
CREATIVITY: Devises solutions lo organizatianal problems for which conventional solutions do not apply.
DECISION MAKING: Makes proper decisions based on available information.
DELEGATION: Identifies and assigns appropriate tasks to subordinates.
LEADERSHIP: Elicits cooperation from other toward achieving objectives.
PERSUASIVENESS: Formulates and presents organizational requirements or posiliens so as to influence others,
PLANNING: Sets goals and idenlifies resources.
POLICY: approves, formulates, or implements policy.
TRAINING AND DEVELOPMENT: Participates in or provides training and development activitias.
Namea Category Weight 4 5
BUDGETING: Approves, prepares, or controls budgets. Qecupation-Specific 9.09
Performance Indicator,
Comments:
I 1
Excelleat édg/ﬁfol'n "y 593 ”S
COMMUNICATION SKILLS: Abilit; {0 communicate effectively | Occupation-Specific 9.09
with public either verbal or written. Performance Indicator. l/'
Comments:
EXCE ,//f’w -+ GJM T C.avn[:_a/'
COOPERATION: Accepts direction and guidance and QOccupation-Specific | 9.09
cooperates with others. Performance Indicator. \/
Comments:
CREATIVITY: Devises solutions o organizational problems for |  Occupation-Specific 9.09
which canventional solutions do not apply. Performance Indicator. /
Comments:
DECISION MAKING: Makes proper decisions based on Occupation-Specific 9.09
avallable information. Performance indicator.
Commentis;
DELEGATION: ldenlifies and assigns appropriate tasks to Occupation-Specific 9.09
subordinates. Performance Indicator. \/
Comments;
LEADERSHIP: Elicits cooperation from other toward achieving| Occupation-Specific 9.09
cbjectives. Performance Indicator.
Comments:
PERSUASIVENESS: Formulates and presents organizational | Occupation-Specific | 9.08
requiremenis or pasitions so as {o influence others. Performance Indicator. t/
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training and developmant aclivities.

Performance Indicator.

Name ] Category |weignt] 1+ | 2 | 3 [ 4 | s
Comments:
PLANNING: Sels goals and identifies resources. Qccupation-Specific 9,09

Performance Indicator. \ f
Commaents:
POLICY: appraves, formulates, or implements policy. Occupation-Specific 9.09

Performance Indicatar. v
Commenis:
TRAINING AND DEVELOPMENT: Participates in or provides | Occupation-Specific 9.09

Comments:

Wark Quality Aspects (Section Weight: 17)

1-Unacceptable
Performance

2-Needs

Improvement

3 - Meets Requirement

4 - Exceads Requirements

5 - Outstanding

Cansistently below expecled
lavet: did not meet
standards and abjeclives;
unacceptable proficiency

Performance below
expecied level; does
not meet some of the

standards and

Performance at expected

acceplable proficiancy

level, meets standards
and objectives;

Perfarmance often exceeds

expected level; exceeds majority of
standards and ohjections; often
demonstrates a high proficiency

Performance
consistently
achieves rasulls
rarely achieved by

lavel objectives. level. level, olhers.

(Name Description

Applies job knowledge efiectively

Follows through on work assignments

Is rasponsible to instruction

Pays attention to detait - accuracy

Name Category Weight 1 2 3 4 5
Applies job knowledge effectively WORK QUALITY ASPECTS. 25.00 \/
Comments:

Fallows through on work assignmants |  workquaurTy aspECTS. | 2500 | | | | | "
Comments:

Is responsible to instruction | workauaLiTy AsPECTS. | 2500 | l | | |
Comments:

Pays attention to detall - accuracy | WORK QUALITY ASPECTS. l 2500 | l | ] | \

Comments:

Productivity Aspects (Section Weight: 17)

1-Unacceptable
Performance

2-Needs

Improvement

3 - Meets Requirement

4 - Exceeds Requirements

5 - Qutstanding
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Consistently below expected | Perfonmance below | Perfermance at expected Performance ofien exceeds Parformance
level: did not maet expected level, does level, meets standards expecled lavel, exceeds majority of consistently
standards and abjectives, not meet some of the and objeclives; standards and objections; often achieves results
unacceptable proficiency standards and acceptable proficiency demaonstrates a high proficiency rarely achieved by
level objectives. level. laval, others.
Name Description
Completes assignments
Accepls responsibility for work
Contributes te accomplishing goals, missions, and objectives of Organization/Division
Is self-motivated
Manages time effectively
Meeals deadlines
Plans work (sets goals)
Prioritizes work
Warks as team member
Name Category Weight| 1 2 3 4 5
Completes assignments PRODUCTIMITY 1141
ASPECTS. \/
Comments:
Accepts responsibility for work PRODUCTIVITY 11.11
ASPECTS, \/
Comments;
Contributes to accomplishing goals, missions, and objectives of PRODUCTMTY 1.1
Organization/Division ASPECTS. \/
Comments:
Is seli-motivated PRODUCTIVITY 11.11%
ASPECTS. v
Comments:
Manages lime effectively PROBDUCTIVITY 11.11
ASPECTS. \/
Commenls:
A
Exce ”eutl' 4“*‘ Multi- Tas L:‘ug . :
Meets deadlines PRODUCTIMTY 11.11
ASPECTS, \/
Comments:
Plans wark (sets goals) PRODUCTIMVITY 11.11 /
ASPECTS.
Comments:
Prioritizes work PRODUCTIVITY | 11.1% /
ASPECTS.
Comments:
Works as team member PRODUCTIMVITY 11.11
ASPECTS.
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Name

Category

|weight| 1 | 2 | 3

Comments:

Safety (Section Weight: 17)

1 - Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5§ - OQutstanding
Cansistently below expectad Performance below Performance at expected Performance ofien exceeds Performance
level: did not meet expected level, does level, meets standards expected level; exceads majority of consistently
standards and objectives; not meet some of the and objeclives; standards and objections; often achieves results
unacceplable proficiency standards and acceptable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level. level. others.
Mame Description
Adheres to safety policies, procedures, and guidelinas
Has knowledge of Organization and other applicable safety policies, proceduras, and standards
Promates safe working enviranment
Mame Category|Weight| 1 2 k] 4 5
Adheres to safety policies, procedures, and guidelines SAFETY. | 33.33 L
Comments:
Has knowledge of Organization and other applicable safety policies, SAFETY. | 3333
procedures, and standards \//
Comments;
Promaoles safe working environment SAFETY. | 3333 | | l ! I \/

Comments:

Personal Skills/Attributes (Section Weight: 17)

1-Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 -Exceeds Requirements 5- Qutstanding
Consistently below expected Perdomance below Performance at expected Performance often exceeds Performance
level: did not meet expected lavel, does level; meets standards expected level, exceeds majarity of consistently
standards and objectives; not meet some of the and objectives; standards and objections; often achieves results
unacceptable proficiency standards and acceptable proficiency demaonsirates a high proficiency rarely achieved by
level objectives. level, level. others.
Name Description
Ability {o perform undar adverse conditions
Adaptability
Courtesy
Dependability
Enthusiasm - positive approach
Ethics
Impartiality and faimess
Name Category Waeight 1 2 3 4 5
Ability to perform under adverse conditions PERSONAL SKILLS/ATTRIBUTES. 14.28 \/‘
Comments:
' Hueps att

Pef_cuvf egqmplt. uff.can € M ke;./

Adaplability | PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | [ v
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Name I Category |Welght| 1 | 2 | 3 | 4 | 5
Comments:

Courtesy | PERSONAL SKILLS/ATTRIBUTES. | 1429 | [ | ] Vv

Comments:

Mwﬂ;} Couv Jeous .

Dependability | PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | [ [ [V

Comments:

Eyteewd {S.epe.u{a | Je
Enthusiasm - positive approach | PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | | | '
Comments:

Mo

R | PERSONAL SKILLS/ATTRIBUTES. | 1429 | | l | v
Comments: '

Impartiality and faimness | PERSONAL SKILLS/ATTRIBUTES. ] 14.29 | | | ] | v
Comments;

Overall

Teangen 1o Ho peclect Modef *&,7u4[:+¢% oo i or
g_l“;ﬂrld. e, be i fﬂﬂtz‘w/(l@ dan uwt‘l-lbl/ ! j\tc. (234

J
""‘f d“xheﬁfdx*-/(‘-t fff‘@fﬁwd.be_ 85 T&QL/LLOL;’E';. /ﬂjuce ‘ﬂ[/g(j‘
ig tfefj H‘a‘% b b re M ac¢ 0wl Toum WM(;W )

Gy
oo
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Evaluation Summary

Csunai/member

T H-sku/) Sect &5

Employea Mama . Fosition Diract Manager .
~eoaneen A Town Manager/Town Clerk Toown Coumen \
Departmont Divislon ClassSpeciflcation

Administrative Services Town Manager/Town Clerk
Parformance Evaluation Type Dus Date

Anauwal # Evaluation Periodic 01/21/20171

Total Score Overall Rating

Rating summary by Lots ?Pr& IS K

Y

Developmental Recommendations/Performance Goals and Objectives (Section Weight: 0)

No Goals have been added for this section

Job Specific Performance Measures (Section Weight: 17)

level: did not meat
slandards and objectives;

expected level; does
not meet some of tha

1 - Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Outstanding
Consistently belaw expected Performance below Performance at expeactad Performance often exceeds Performance

lavel; meets standards
and objectives;

consistenlly

expected level, exceeds majority of
achieves rasults

standards and objections; often

unacceptable proficiency standards and acceptable proficiancy demanstrates a high proficiency rarely achieved by
lavel objectives, fevel. level. others.
Name Description

Appoint and remave all subardinate officers and emplayess of the Town;

except the appointmeant and remaoval of department heads shall be
subjact to the approval of the Town Council.

Co-sign contracts on behalf of the Town pursuant to the provisions of
ordinances or resalutions.

Direct and supervise the administration of all departments, offices and
agencies of the Town;

excepl as otherwise provided by the Charter or by law.

Keep the Council fully advised as to the financial condition and future
needs of the Town and make recommendations to the Council concaming
the affairs of the Town,

Make such other reports as the Council may require concerning the
operations of Town departments, offices and agencies, subject to hisher
direction and supervision;

Perfarm such other duties as are specified in the Charter or may be
required by the Council;

See Town Council goals,

Perform the duties of Town Clerk of the Town;

in addition to the duties of Town Manager, during any period of tima
that hefshe is appointed by the Town Council to do sa, withaut
additional compensation.

Perform the duties of Treasurer/Finance Directar of the Town;

in addition to tha duties of Town Manager, during any period of time
that hefshe is appointed by the Town Council to do 5o, without
additional compensation.

Prepara and submit the annual budget, budget message, and capital
program to the Council in a farm provided by ordinance;

See that all laws, provisions of this Chanter and zcls of the Council are
faithfully executed;

subject to enforcement by him/her or by officers subject to him/her
direction and supervision.

Submit to the Council and make available to the public a complete report
on the finances and administrative aclivitias of the Town as of the end of
each fiscal year,

Name Category |Weight 1 2 3 4 5

Appoint and remove all subordinate officars and employees of the Job-Spacific .09

Town; Performance X
Measures.

Comments:
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Name Category |Weight| 1 2 3 4 5

Cua-sign contracls on behalf of the Town pursuant to the provisions of Job-Specific | 9.08 ’

ardinances or rasolutions, Performance K
Measures.

Comments:

Direct and supervise the administration of all departments, offices and | Job-Specific | 9.09

agencias of the Town; Performance K
Measures.

Comments;

Keep the Council fully advised as to the financial condition and future Job-Specific 9.09

needs of the Town and make recommendations ta the Council Performance X

conceming the affairs of the Town; Measures.

Comments:

Make such other reporis as the Council may require concerning the Job-Specific 9.09

operations of Town depardments, offices and agencies, subject lo Performance

hisfer direction and supervisicn; Measures,

Comments:

Perform such other duties as are specified in the Charter or may be Job-Specific 9.09

required by the Council; Performance x
Measures.

Comments:

Perform the duties of Town Clerk of the Town; Job-Specific 8.09

Performance X

Measures.

Comments:

Perform the duties of Treasurar/Finance Directar of the Town, Job-Specific 9.09

Performance )«

Measures.

Comments:

Prepare and submit the annual budgel, budget message, and capital Job-Specific 9.09

program to the Caouncil in a form provided by ordinance, Performance X
Measures,

Comments:

See that all laws, provisions of this Charter and acts of the Council are | Job-Specific 9.09

faithfully executed; Performance X
Measures.

Comments:

Submit to the Cauncil and make available to the public a complete Job-Specific 9.09

report on the finances and administrative activities of the Town as of Performanca X

the end of each fiscal year. Measures.

Comments:

Occupation-Specific Performance Indicator (Section Weight: 17)
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1-Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requiremnents 5-Qutstanding
Consistently below expected | Performance below | Perfarmance at expected Performance often exceeds Performance
fevel did not meet expecled level; does level; meels standards expected level; exceeds majority of consistently
standards and objectives; not meet same of the and objectives; standards and ehjections; often achieves results
unacceptable proficiency standards and acceplable proficiency demonstrates a high proficiency rarely achievad by
{avel objectives. level, level. others.
Name Bescription

BUDGETING: Appraves, prepares, or controls budgets.

COMMUNICATION SKILLS: Ability to communicate effectively with public either verbal or written,
COOPERATION: Accepls direction and guidance and cooperates with others.

CREATIVITY: Devises solutions to organizational problems for which conventional solutions do not apply.
DECISION MAKING: Makes proper decislons based on available information.

DELEGATION: ldentifies and assigns appropriate tasks to subordinales.

LEADERSHIP: Elicits cooperation from other toward achieving objectives.

PERSUASIVENESS: Formulates and presents organizational raquirements or positions so as to influence others,
PLANNING: Sets goals and identifies resources.

POLICY: approves, formulates, orimplements policy.

TRAINING AND DEVELOPMENT: Participales in or pravides training and development activities.

Name Category Weight 1 2 3 4 5
BUDGETING: Approves, prepares, or controls budgets. Occupation-Specific | 9.09 X
Performance Indicator,

Comments:

COMMUNICATION SKILLS: Ability ta communicate effactively | Occupation-Specific 8.3

X

with public either varbal or writien. Performance Indicator.

Comments:

COOPERATION: Accepis direction and guidance and Occupation-Specific 9.09 X
cooperates with others. Performance Indicator.

Comments:

CREATIVITY: Devises solutions to organizational problems for | Occupation-Specific 9.09 X
which conventional solutions do not apply. Performance Indicator.

Commenls:

DECISION MAKING; Makes proper decisions basad on Qceupation-Specific 9.09 )(
available information. Performance Indicator.

Comments:

DELEGATION: Identifies and assigns appropriate tasks to Occupation-Specific 9.09 >(
subordinates. Perarmance Indicator.

Comments:

LEADERSHIP: Elicils cooperation from other toward achiaving| Occupation-Specific 9.09 X
objectives. Performance Indicator.

Comments:

PERSUASIVENESS: Formulates and presents organizational | Oceupation-Specific
requirements ar positions so as to influence others. Parformance Indicator.

=TI
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TRAINING AND DEVELOPMENT: Parlicipates in or provides
training and development activities.

Performance Indicator.

Name Category jweight| 1 | 2 | 3 | 4 | s
Commaents:
PLANNING:; Sets goals and identifies resources. Occupation-Specific 9.09

Performance Indicator,
Comments:

yd

POLICY: approves, formulates, or implements policy. Occupation-Spacific 8.09 )<

Performance Indicator.
Comments:

Occupation-Specific 9.09

Comments:

Waork Quality Aspects (Section Weight: 17)

1-Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5 - Dutstanding
Consistanlly below expecled | Performance below | Performance at expected Performance often exceeds Performance
level: did not maet expecled level; does level; meets standards expected lavel; exceeds majority of consistently
standards and objectives; nat meet seme of the and objeclives; standards and objections; often achieves rasulls
unacceptable proficiency standards and acceplable proficiency demonstrates a high proficiency rarely achieved by
level objectivas. level, level, others.

Name Description
Applies job knowladge effeclively
Follows through on wark assignments
Is responsible to instruction
Pays attention to detail - accuracy
Name Category Weight 1 2 3 4 5
Applies job knowledge effectively WORK QUALITY ASPECTS. 25.00 X
Comments:
Follows through on wark assignments WORK QUALITY ASPECTS. | 25.00 | | | | | X
Comments:
Is responsible to instruction WORK QUALITY ASPECTS. | 25.00 | | | ] | X
Comments:
Pays attention to detai - accuracy WORK QUALITY ASPECTS. I 25.00 | I I | | )(

Commenis:

Praductivity Aspects (Section Weight: 17)

1 - Unacceptable
Performance

2- Needs
Impravement

3 - Meets Requirement

4 - Exceeds Requirements

5-Qutstanding
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Consistently below expected

Performance below

Performance at expected

Performance often exceeds

Performance

level did not meet expecled [avel; does level; meets standards expected level, exceeds majority of consistently
standards and objectives; not meet same of the and objectives; standards and objections; often achieves resulls
unacceptable proficiency standards and acceplable proficiency demanstrates a high proficiency rarely achieved by
leval objectives. level. level. others.
(Name Description
Completes assignments
Accepts responsibility for work
Contributes to accomplishing goals, missions, and objectives of Organization/Division
Is self-motivated
Manages time effectively
Meets deadlines
Plans work (sels goals})
Prioritizes work
Works as team mermber
Name Category Weight| 1 2 3 4 5
Completes assignments PRODUCTIVITY 1.1 x
ASPECTS,
Commenis.
Accepts responsibility for work PRODUCTIMVITY 11.11
ASPECTS.
Commenls:
Contributes to accomplishing goals, missions, and objectives of PRODUCTIVITY 11.11 X
QOrganization/Division ASPECTS.
Comments:
Is self-motivated PRODUCTMITY | 11.11 X
ASPECTS,
Comments
Manages time effectively PRODUCTIMTY 11 %
ASPECTS.
Commenlts:
Meets deadlines PRODUCTIVITY 11.11 >(
ASPECTS.
Comments:
Plans work (sets goals) PRODUCTMITY 11.11 )(
ASPECTS.
Comments:
Prioritizes work PRODUCTMITY | 11.11 A
ASPECTS.
Comments:
Works as team member PRODUCTIMITY | 11.11 >(
ASPECTS.
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Name

Category

|Weight| 1 |

Commentis:

Safety (Section Weight: 17}

1 - Unacceptable 2 - Needs
Performance [mprovement 3 - Meets Requirement 4 - Exceeds Requirements 5-Outstanding
Consistently below expected Performance below Performance at expected Parformance often exceads Performance
{evel: did not meet expecled level; does level; meets standards expected lavel; exceeds majority of consistently
standards and objectives; not meet some of tha and objeclives; standards and objections; often achieves rasulis
unacceptable proficiency standards and acceplable proficiency demonstrates a high proficiency rarely achieved by
level objectives. level, level. others.
Mame Description
Adheres to safety policies, procedures, and guidelines
Has knowledge of Organization and other applicable safety policies, proceduras, and standards
Promotes safe working environment
Mame Category | Weight 1 2 3 4 5
Adheres lo safely policies, procedures, and guidelines SAFETY. | 33.33 X
Comments:
Has knowledge of Organization and other applicable safaty policies, SAFETY. | 33.33 )(
procedures, and standards
Commenls:
Promotes safe working environment SAFETY. | 3333 I | I ] | .}(

Comments:

Parsonal Skills/Attributes (Seclion Weight: 17)

1-Unacceptable 2-Needs
Performance Improvement 3 - Meets Requirement 4 - Exceeds Requirements 5- Qutstanding
Consistantly below expected Perfarmance below Performance at expected Performance often exceeds Performance
lavel: did not meet expecled level; does lavel; meets standards expected level; exceeds majority of consistently
standards and objectives; not meet some of the and objectives; standards and objections, often achieves results
unacceptable proficiency standards and acceptable proficiency demaonstrates a high proficiency rarely achieved by
level objectives. level. lavel. others.
Name Description
Ability to perfonm under adverse conditions
Adaptability
Courtesy
Dependability
Enthusiasm - positive approach
Ethics
Impartiality and faimess
Mame Category Weight 1 2 3 4 5
Ability fo perform under adverse conditions PERSONAL SKILLS/ATTRIBUTES. | 14.29 <"
Comments:
Adaplability PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | [ | | >
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Name Category |Welght| 1 | &
Comments:

Courlesy PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | >
Comments:

Dependability PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | ~
Commenis:

Enthusiasm - positive approach PERSONAL SKILLS/ATTRIBUTES. | 14.29 | [ X
Camments:

Ethics PERSONAL SKILLS/ATTRIBUTES. | 1429 | | <
Comments:

Impartiality and faimess PERSONAL SKILLS/ATTRIBUTES. | 14.29 | | <
Comments:

Overall

——————
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1 believe we are very fortunate to have Jeaneen Witt serving as our Town Manager.

She takes great pride in her work and strives to expand upon her already abundant
skills and knowledge. Her commitment to our Town is evident in her dedication to
improving both the efficiency and quality of the services our Town provides to the
residents. This is the hallmark of a great team leader.

Jeaneen always ensures that Council members receive meaningful and timely
information to help guide policy decisions. She is always available and well
informed when questions arise.

It is a pleasure to work with someone with her enthusiasm, communication skills
and positive “can-do” attitude. I cannot imagine anyone who could better serve our
community in this critical role.
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