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Note:
This is a special format for completing a performance appraisal report for staff that has had an assignment for a period of less than six months.  For a period of six months or more, the formal PAS work plan and appraisal should be completed. While this form is designed for simplicity, staff members and supervisors are expected to follow the PAS process of holding an open work planning discussion at the beginning of the assignment, a formal mid-assignment discussion halfway through, and an end-of-contract appraisal discussion.

Performance Appraisal

Staff Member:
Leila Manly-Spain



Index number:
541653
Functional Title and Level: Administrative Assistant- FS-4



Performance Period:  09/10/09 – 05/03/2010
First Appraising Officer:
Cristina Gomez


Responsibilities

Provision of support to Program Managers in the interview and recruitment process of candidates for vacant positions. This entails attending interviews, taking notes and preparing the Interview Reports on behalf of the Program Managers. 
Monitoring of cases submitted to FPD/FCRB and preparing of the relevant Management reports on the progress, when necessary. 
Supervising and training local support staff. 

Carrying out other administrative tasks as may be required.
Overall performance appraisal rating and comments: (By first Appraising Officer)

[  X  ]  Consistently Exceeds Performance Expectations

[     ]  Frequently Exceeds Performance Expectations

[     ]  Fully Meets Performance Expectations

[     ]  Partly Meets Performance Expectations

[     ]  Does not Meet Performance Expectations

First Appraising Officer’s Comments:

Ms. Manly-Spain has shown initiative, a highly professional behaviour and outstanding qualities such as leadership and being able to be a team leader.  She has been an asset to the UNSOA Recruitment Section and is ready to take up higher level positions and responsibilities.   Her attitude towards work and colleagues is also worth mentioning.  It has been a pleasure to have Leila working in our Section.
First Appraising Officer’s signature:
Second Appraising Officer’s signature:
Staff Member’s signature:  
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The staff member must sign the report and be given a copy thereof.  The signature merely acknowledges that the staff member has read the report and received a copy; it does not necessarily indicate agreement with the evaluations contained in this report.

I have read this report and received a copy thereof.  I understand that I may, if I wish, submit a written explanation or rebuttal within one month of receipt of this report in accordance with administrative instruction ST/AI/240 Rev.2.


