Screen Shot Guide — Step 3: Self-Evaluation

» EVALUATION CYCLE
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(this step is optional)
»A) LOG-IN

Enter http://jobs.cofc.edu/hr/sso in a browser ACTIONS AT A GLANCE
address bar LOG 1Nttt A
e Or |0g into mycharleston (my.cofc.edu) Access Employee Portal.................. B
o0 Select Employee Tab Access Evaluation..................cuee. ©
0 Look for PeopleAdmin under Review Overview Tab.......ccccccvvve.. D
_______________________ Quicklinks Comment on VauesiChaacterscs.
Comment on Job Duties.................. F
Log-in with the same name and password that you Skip Individual Goals..................... G
use to log into your computer Complete Strengths....................... H

SKip Signatures..........ocoevvevveninnnnne |

Add Attachments.......................... J

Comment on Overall Performance..K

Complete Evaluation..................... L
LOG OUL..c i M
Next (Supervisor Evaluation)........... N

B) ACCESS EMPLOYEE PORTAL

‘COLLEGE%'
1. Goto CHARLESTON

College of — sk b e — R o
Charleston

Em p|0yee Welcome to your Online Recruilmes

Portal — 7 ‘i
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»C) ACCESS THE EVALUATION FROM ACTION ITEMS

1. Select
the “Action Item”

COLLEGE
CHARLESTON

Ensure
the correct

program —— |

& My Reviews

B My Employees’ Reviews

Description Due Date Status. Action

\ Annual Program for Linda McClenaghan Employee Self-Evaluation i o et
e o B - |

‘a  Avaitabic | =

Go 1o College o Charleston HR St PaopleAdmin

e @ Performance - Hello, Edward B, My Account  Log Out

Welcome to the Employee Portal | .
i Linda McClenaghan

Note:

Evaluations may also be selected and viewed by selecting “My Reviews” from the left menu

and selecting parameters

»D) ACESS OVERVIEW TAB

COLLEGE g
1. SeIeCt CHARLESTON
Overview -
Tab \
Training Director
;mk ;; .P\JDE

Read
Blue Overview;
Purpose, and
Instructions,

College of Cidgeston

Self Evaluation

Progress Notes

& My Reviews

Home (@ Performance -

Helo, Linda My Account  Log Out

tHep b s page)

Annual Program

Evaluation Type: Focal Review Status:
Program Timefra...  09/08/13 1o - Last Updated: December 21, 2013 05:38
Co-reviewer: WA Hext Step: Supervisor Evaluation

The Self Evaluation gives the employee the opportunity to provide their supervisor with candid information on actual performance for the past year. No
ratings are available, but it is highly recommended that quantitative comments are supplied

Self EVaIuation for Linda McClenaghan

Overview Job Duties Individual Goals

Strengths & Accomplishments

Overall Performance Attachments B

Purpose

Instructions

@ Save Draft Next »

Note: Progress Notes are confidential and may be added any time during the year. You may
find it helpful to write notes during the year to assist in remembering accurate information when

you access you self-evaluation.
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»E) ACCESS VALUES

1. Select
Values/Char

Tab \ Hg&renaghan Annual Program

2. Read
Notes

3. Read
Each Description

4. Write

DeSCrI pt|Ve \ dept./division/committee meetings by sharing and assimilating information.

Comments

5. SAVE DRAFT
OFTEN!

»F)ACESS JOB DUTI

1. Select
Job Duties

Tab N

2. Read
Notes

4. Write
Descriptive
Comments \

5. SAVE DRAFT
OFTEN

AND CHARACTERISTICS TAB

Go to College of Charleston HR Site ~ PeopleAdmin

COLLEGEq
CHARLESI‘C‘N Home & Performance -

Helo, Linda My Account Log Out

@ Hew or s o

Training Director

Evaluation Type: Focal Review Status:
s Program Timefra...  09/06/13t0- Last Updated: January 04, 2014 17:04
Edward B Co-reviewer: MiA, Last Completed ... Employee Acknowledges Plan
Depar Next Step: Employee Self-Evaluation

C\J\\Eg;ﬂ]‘f E:harles(un
Self Evaluation o (ind= 1icciensghan

The SBWEyaluation gives the employee the opportunity te provide their supervisor with candid information on actual performance for the past year. No
ratings are Mwgilable, but it is highly recommended that quantitative comments are supplied.

Overview

Self Evaluation Overview  Values and Characteristics | Job Duties  Individual Goals  Strengths & Accomplishments  Overall Performance  Attachments B

Progress Notes
e first saven Values and Characteristics are mandatory for all smployess. The last two are only mandatory for employees with significant supervisory duties.

ST Each Valus/Characteristic should be applied based upon the postion responsbilties.

Acknowledgements

Values and Characteristics Section

views

Value/Characteris!

Communication
Description:

Demonstrates abilty to express clear written and verbal thoughts, openly shares appropriate information, actively listens and seeks information. Participates in

Comments

Value/Characteri:

Collaboration

ES

Go to Colege of Charleston HR Ste ~ PeopleAdmin

COLLEGE
CHARLESTE

Home (& Performance ~

Helo, Linda My Account  Log Out

or i page]

n
Hc enaghan Annual Program
Training Director
Evaluation Type: Focal Review Status: [ Open]
Program Timefra...  08/06M3to- Last Updated: January 04, 2014 17:04
Edward B. Pope: Co-reviewer: A Last Completed 5... Employee Acknowledges Plan
Department Hext Step: Employee Self-Evaluation
Coliege of Charleston
- . A
SelEvaluation o tinds vccienaghan e

Overview

The Self Evaluation geNGg employee the opportunty to provide their supervisor with candid information on actual performance for the past year. No

i ratings are available, but it is Ml recommended that quantitative comments are supplied.

Self Evaluation Overview  Values and Characteristics Job Duties Individual Goals Strengths & Accomplishments. Overal Performance Attachments B

Progress Notes
Job Duties are based on the current official Position Description. If the Position Description s inaccurate, contact EFMS@cofc.edu and provide specific

Approvals & information regarding the changes. Human Resources will contact you with instructions.
nowledgements
Job Duties

& My Reviews Job Duty:
1. Responsible for managing the planning, creation and dlivery of training programs on a wide range of topics, to include but not limited o supervisory and
managerial, customer service and technical procedures and processes. Collaborates with departmental leadership across campus to identify training needs and
to develop necessary workshops and training. Works with departments to develop customized training and retreat agendas. Leads retreats and training as
requested. Trains the trainers, develops materials and coaches when necessary.

Comments.
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»G) ACCESS INDIVIDUAL GOALS - AUTO POPULATED FROM PLAN

1. Select
Goals Tab
2. Read . . =
Each Goal \ 73
3. Write N .
Descriptive ~_ [, U ——
Comments \ Gl
4. SAVE DRAFT [ ue e e
OFTEN il e o Y i
»H) ACCESS STRENGTHS AND ACCOMPLISHMENTS
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1. Se|eCt Annual Program
Strengths/Acc. | .. P Tt - s
Tab o et
=3
2. Write S o
Descriptive T i
Comments Strengths & Accomplishments
I R SEN:ZN(WO&WR
3. Add or Removeq—y_
Entries
4. SAVE DRAFT _
OFTEN Do

»J) ADD *ATTACHMENTS

*IMPORTANT NOTE: IF YOU ADD ANY ATTACHMENTS, GO BACK TO
THE OVERALL TAB TO COMPLETE THE EVALUATION!
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»K) ACCESS OVERALL PERFORMANCE

= PeoplaAdmi

1. Select
Overall Perf.
Tab

Unda  Myhccount  Logowt

—

Annual Program

Soca Review Haws:
WS N Last Liptasedt:

wa Last Complotad Stép
et t1mp:

Evaluation Type:

2. Write 3":' = Self Evaluation « .. ]
Descriptive R T T
Overall SES .
Performance I
Comments Overal Rating

Aaotonal Commens

3. SAVE DRAFT
OFTEN . -

on bt St PaopleAdmin

1. Select
Complete under
Action Dropdown
or at Bottom of
Page S g e

dvand 0 Pose poig
\ calege of Chasetion

Self Evaluation «

i, Linda My Account  Log Owt

Annual Program

Last Completed Sorp: v
et Soep

24 Evaluation

Pragress Netes

Azarevals & Cverall Rating
ASEroWEDgeme s

B My Reviews astmena Comments

2. Select
Ok in the box
that appears at
the top of the Areyou sure 3o
evaluation

age at https;//cofc-sb.peopleadmin.com says: *

Go to College of Charleston HR Site Pe

nt to complete this self evaluation?

c Hello, Linda My Accoul
ancel

»M)LOG OUT

1. Select

“ "
Log Out Annual Program
Camarc B o
Evahation Type: roel Revien Hans
e o4 Crax Pregram Taneirame: M5 Last Uipoates: Jan
=z Coreviewer A Lust Completed Step: m
Hexn Bep. ’
Overeew
Pian Self Evaluation -
Purpose
T —
Progress Norss - At e e oy o, = v

Approvan &
Arknowiecgements

THE COLLEGE OF CHARLESTON | Updated January 2016 PEOPLEADMIN| SUPERVISOR EVALUATIOIN | 5



»N) NEXT STEP
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