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Non -Unit Performance Evaluation Process

Learn Performance Evaluation
Navigation

Become Familiar with Process Ste

View Electronic Interactions Betwee
Employee and the Supervisor

During this session we will demonstrate the non unit performance evaluation completion steps.
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https://edrm.login.us2.oraclecloud.com/

Enter this web address in your browser and press the enter key.
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Welcome, Cynthia Bishop-Lyons /
2

YO u have d hew Open it with the home icon or the company logo.
You can continue to access this page by selecting the My
h Ome page! Dashboard item in the navigation menu.

This is where you will land.
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Good morning, Cynthia Bishop-Lyons!

~

Me My Team My Client Groups Benefits Administration Budgetary Control Tools Others

QUICK ACTIONS

Personal Details : :
Directory Time and Career and Personal
Absences Performance Information

Document Records

s |dentification Info

Contact Info . s g
i 5

Benefits Web Clock Roles and

) Family and Emergency Contacts :
Delegations

You will land here. You are the person whose performance is being evaluated.
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ORACLE

Career and Performance

Cynthia Bishop-Lyons

@ Skills and Qualifications @ Performance e Career Development e Feedback

Build your talent profile by adding View performance documents and View details about your development View or request feedback about
skills and qualifications. complete related tasks. plan, career interest, and career yourself.
explorat

Fromthis screen we will navigate to yoyserformance details by
— selecting the Performance option.
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Show Maore

ORACLE’

Performance
Cynthia Bishop-Lyons

Review Period Academic Year

Check-Ins

> T There's nothing here so far.

Anytime Documents

Current

=7 There's nothing here so far.

1

Select the review period. Noanit performance evaluations are on a calendg

year review period.
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Performance

@Pmormance Cynthia Bishop-Lyons
Show More
Review Period Calendar Year v 47
Check-Ins ~

27 There's nothing here so far.

\ierformance Documents i

Current v a
/ / To Print Document
MNon-Unit Evaluation By Kimberly Woods .
——
ﬁ Current Task Task Completion

Complete Self-Evaluation 0/9

Anytime Documents a

Current v

T~

“.'f There's nothing here so far.

After selecting the calendar year review period, the performance module opens to the documents that
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current task that is required and how much of the task has already been completed.
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Worker Self-Evaluation: Non-Unit Evaluation

@ Performance Cynthia Bishop-Lyons

Show More

Document Details

Performance —_
Performance Dacumen t Name From Date
E | t' Neon-Unit Evaluation 01/01/201¢
Va u a I O n < Evaluated By To Date
D t .I Woods, Kimberly 12/31/2020
e al S are Review Period
Calendar Year

Here —

Non-Unit Overall Summary

Show Performance Rating Descri ptions 47

Evaluation Topics

Non-Unit Competencies 4
100% of total evaluation weight

Non-Unit Questionnaire ¢

1L

Attachments

Highlighted on this screen are the performance rating descriptions, non unit competencies and thaindmmuestionnaire.
All sections will need to be completed prior to the evaluation being submitted to your manager.
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@P&r‘formance

Show More Worker Self-Evaluation: Non-Unit Evaluation
Cynthia Bishop-Lyons

Non-Unit Overall Summary ~

Hide Performance Rating Descriptions

| Does Not Meet Expectations

Does not meet expectations and role requirements defined in the Job Description on a consistent basis (more than 50% of work hours). Requires more than the expected level of supervision. Exhibits
consistent (i.e., one or more documented actions per month) inappropriate work behavior while interacting with peers and/or management.

5% | Meets Expectations

Meets and occasionally exceeds expectations and role requirements defined in the Job Description on a consistent basis (more than 50% of work hours), Demaonstrates willingness to collaborate with
peers, managers, students, and customers consistently.

| Exceeds Expectations

Significantly and consistently (more than 50% of work hours) exceeds expectations and role requirements defined in the Job Description. Demonstrates exceptional depth and breadty of knowledge.
Highly recognized by others within the College community. Demonstrates role model behavior for other supervisors/staff to emulate.

Evaluation Topics ~

Non-Unit Competencies
100% of total evaluation weight

Non-Unit Questionnaire

Attachments v

Here are performance rating descriptions.
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@ Complete Self-Evaluation: Non-Unit Evaluation

Cynthia Bishop-Lyons

Non-Unit Overall Summary /
Save

Employee Rating Employee Caleulated Rating

P W g g 39 34 34 (0.00)
Employee Comments

Font -z~ B T U .3

®

Evaluation Topics

0 Review and evaluate the contents of each topic included in the evaluation.

Non-Unit Competencies
100% of total evaluation weight
0 of 7 rated | 0 of 7 commented

Employee Rating Employee Calculated Rating

Non-Unit Questionnaire

To assess your overall performance, click the edit button and a dialog box opens. Once you have
completed this task, click save.
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Complete Self-Evaluation: No
Cynthia Bishop-Lyons

-Unit Evaluation

Document Details

Non-Unit Overall Summary

Employee Rating

Employee Comments

Employee Calculated Rating

'7 (0.00)

| had four major goals for the 2019 performance year. | acheived each of them on time and on budget and received positive feedback from my clients. In addition to achieving my

individual goals, | worked closely, collaboratively and in partnership with other business units including IT, institutional advancement and the school of eduation to strategically and

proactively address employee relations, recruitment and professional development objectives. Based upon my outcomes and the cross functional feedback | received, | have rated my
overall performance as exceeds expectations.

Show Performance Rating Descriptions

Evaluation Topics

i

Non-Unit Competencies
100% of total evaluation weight
0 of 7 rated | 0 of 7 commented

Employee Rating

Non-Unit Questionnaire

Review and evaluate the contents of each topic included in the evaluation.

Employee Calculated Rating

ST ¥% 37 77 37 (0.00)

Q¢

YL S 2F

Iy SYLIJX i

Attachments

<



ORACLE’

@ Performance

Show More

Worker Self-Evaluation: Non-Unit Evaluation

Cynthia Bishop-Lyons

Document Details

Performance Document Name
Non-Unit Evaluation

Evaluated By
Woods, Kimberly

Review Period
Calendar Year

Non-Unit Overall Summary

Show Performance Rating Descriptions

Evaluation Topics

Non-Unit Competencies
100% of total evaluation weight

Non-Unit Questionnaire

Attachments

From Date
01/01/2019

To Date
12/31/2020
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Non-Unit Competencies
@F,Eﬁmmance Cynthia Bishop-Lyons

Show More

Non-Unit Competencies

Accountability

While addressing job-related responsibilities, confirms established processes are followed. Accomplishes job related task and goals by adhering to policies and procedures. Accepts responsibility for
actions and engages in appropriate behavior to address work-related issues associated with job. Expectations Behaviors: - Demonstrates ability to notify others of his/her actions that may conflict
with TCMJ processes - Takes responsibility for work products, services, and results; does not shift blame on others - Confirms measures to assess college, unit, department, program or project

effectiveness - Monitors goals and objectives in a systematic, timely manner and takes necessary action to address areas of concern - Encourages others to take ownership of work products, services,
and results

Weight
1%

Communication

Expresses ideas and information in a written and/or oral manner effectively: facilitates an open exchange of ideas and fosters an atmosphere of open communication: shares information and resources
with others as appropriate in a timely manner. Expected Behaviors: - Presents verbal expression in a clear, positive, and appropriate manner - Presents grammatically correct written material - Follows
up as appropriate to ensure understanding - Adapts communication for target audience

Weight

11 %

Cooperation

Establishes and maintains effective working relationships within the College/Unit and with supporting College/Units; makes suggestions to improve efficiency and effectiveness of the work team;
demonstrates flexibility and willingness to assist by taking difficult or challenging tasks or projects. Expected Behaviors: - Maintains a positive approach, works cooperatively with others as a team -
Demonstrates a constructive response to criticism - Works with other college, units, and/or departments to resolve issues - Assists others in completing their tasks as needed

Weight
1%

TCNJ competencies may be found in the Cloud.




Customer Service

Is dedicated to listening and meeting internal and external customers’ expectations and needs; responds to the Customer in a timely manner; and demonstrates respect for all individuals regardless of
their background, culture, or organizational level. Expected Behaviors: - Addresses customer requests in a professional, positive, and effective manner - Demonstrates respect for all employees -
Assists customers with their needs in a positive and timely manner - Understands internal and external customer needs

Weight
11 %

Essential Job Functions

Expected Behaviors: - Demonstrates the knowledge and skills necessary to perform the job - Performs responsibilities in accordance with job description, procedures, and policies - Acts as a resource
person (if necessary) upon whom others rely for assistance - Understands the expectations of the job and remains current regarding new developments in areas of responsibility - Demonstrates skills
necessary to meet job requirements

Weight

22 %
Integrity
Instills mutual trust and confidence; creates a culture that fosters high standards of ethics; is consistent and follows-through; and demonstrates a sense of college responsibility and commitment

towards the TCNJ Core Beliefs: Knowledge, Access, Openness, Excellence, and Collaboration. Expected Behaviors: - Upholds the TCMN) Core Beliefs: Knowledge, Access, Openness, Excellence, and
Collaboration - Behaves ethically through responsible use of time and TCN) property - Behaves in a fair and ethical manner towards others - Follows through on professional commitments

Weight
11 %

Work Quality

Expected Behaviors: - Completes assignments in a thorough, accurate, and timely manner achieving defined outcomes - Prioritizes responsibilities based upon changing needs of the college/unit -
Meets established goals successfully - Exhibits concern for the goals and needs of the department and others that depend on services or work - Handles multiple tasks and uses work time effectively
to maximize personal productivity - Delivers high quality work product with fewer errors

Weight

23 %

More TCNJ competencies are here.







