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2019 Executive Director Review Form
	REVIEWER NAMES:  Austin Mapston, Emily Ferguson-Steger, Joey Ditonno 

	REVIEWEE NAME:  Amy M Leary

	REVIEW PERIOD:  1/01/19 – 12/31/19         



Evaluation Ratings Descriptions:

· Exceptional – Exceptional performance that is rarely achieved; provides precedent-setting results beyond the scope of the major functions; demonstrates the highest standards of performance.
· Exceeds Expectations – Frequently exceeds major requirements and expectations; accomplishments noteworthy and highly valued; typically demonstrates higher standards of performance.
· Meets Expectations – Consistently performs all major requirements satisfactorily; accomplishes all objectives; occasionally exceeds the expectations of the major functions; normal guidance and supervision are required.
· Opportunity for Improvement – Occasionally fails to meet minimum requirements in one or more key aspects of major functions; demonstrates one or more performance deficiency; development opportunities will be discussed in order to meet expectations of position.
· Unacceptable – Consistently fails to meet minimum requirements in critical aspects of major functions and performance standards; immediate improvement required.

REVIEW 2019 GOALS AND OBJECTIVES
	Goal One:  Communication and Outreach

· Develop and maintain internal (with MPSEOC membership) and external (with other constituencies) communication and outreach.


	  Objective 1:  MPSEOC will communicate with high school counselors and the MPSEOC membership in order to maintain relationships and provide useful information.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable
                                                                                                                                                                               

	Objective 2:   MPSEOC will help facilitate the Montana High School Counselor Directory (on-line version) and the Montana College and University Directory (online version) in order to provide a centralized, organized, and timely method of contact information.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 3:  MPSEOC will continue outreach to high school counselors and teachers in an effort to assist them in promoting college preparation and attendance for their students.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 4:   MPSEOC will work to establish relationships with committees and councils.   (OPI,  ACT Council, OCHE /  MUS, GEAR UP, SAT College Board, Montana Counselors Association, Montana Teacher Conferences, PNACAC, Student Assistance Foundation, NACAC, Montana Nonprofit Association, Job Service, MCAN, Governor’s Office, Talent Search, TRIO, MASFAA, MACRAO, etc.)
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable 


	Objective 5:  MPSEOC will expand the audience for information about college fairs, the Guide, and other college preparation activities.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable 

	Summary Review of Goal One:  Communication and Outreach

	If desired provide comments regarding employee’s performance in this Job Success Factor:




	Goal Two:  Promotion

· Promote the educational opportunities within Montana through a variety of activities.


	Objective 1:  During September, MPSEOC will implement the three-week college fair tour in the Eastern, Central, and Western regions of Montana in order to expose students to post secondary opportunities available in-state and out-of-state.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 2: In August, MPSEOC will create and publish the online Guide to Higher Education and Counselor Handouts with promotional pieces in order to ensure all students have access to the available options for their post secondary decisions.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable




	Objective 3:   The Executive Director with the Web Committee will facilitate and maintain the MPSEOC website in order to provide accurate, useful information for high school counselors and teachers, the MPSEOC membership, and the general public.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable

                                                                                                                                                                                     

	Objective 4:    Pending collaboration, MPSEOC will help implement a 2-week Tribal College Fair Circuit.  
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable




	Summary Review of Goal Two:  Promotion

	If desired provide comments regarding employee’s performance in this Job Success Factor:




	Goal Three:  Professional Development

· Provide professional development opportunities for membership, Board of Directors, Executive Director, and high school counselors.


	Objective 1: MPSEOC will organize and host an annual conference in order to provide a professional development opportunity for the MPSEOC membership.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 2:   MPSEOC will conduct annual Counselor Updates in Montana in order to update high school counselors on the changes and events at each Montana campus and to raise awareness and increase understanding of the mission and objectives of MPSEOC.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable

                                                                                                                                                                              


	Objective 3:  MPSEOC will promote professional development opportunities to high school counselors.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 4:   MPSEOC will promote professional development within the MPSEOC Board of Directors.  
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable


	Objective 5:  MPSEOC will seek professional development opportunities to increase knowledge and awareness of Higher Education and Montana Economy issues.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable


	Summary Review of Goal Three:  Professional Development

	If desired provide comments regarding employee’s performance in this Job Success Factor:




	Goal Four:  Organizational Development and Growth

· Explore opportunities to develop and change MPSEOC with a focus on becoming more proactive, visible, and effective.


	 Objective 1: MPSEOC will increase awareness to the public of MPSEOC and its mission.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 2: The Executive Director and the Board of Directors will seek ways to increase and expand the growth of the MPSEOC budget through grants, donations, and / or sponsorships.  
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 3: MPSEOC will work with Montana GEAR UP and the Office of Commissioner of Higher Education to develop information and resources for use by the GEAR UP liaisons.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 4:  MPSEOC will increase relationships and work with tribal colleges in order to increase participation and value to the MPSEOC mission.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Objective 5: The Executive Director will oversee the budget and finding ways to utilize efficiency in spending.
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Summary Review of Goal Four:  Organizational Development and Growth

	If desired provide comments regarding employee’s performance in this Job Success Factor:




REVIEW OF OVERALL JOB SKILLS

	Overall Job Skills

	Communication: Writes, speaks and/or presents information effectively.  Understands the value of and exercises solid listening skills.  Interacts effectively with various levels of the organization.  Treats others’ opinions with respect.  Probes to understand and confirms understanding of what is heard.  Encourages others to speak.

 FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Customer Service: Provides quality service to students, colleagues, and the public.  Offers assistance proactively.  Ensures a request has a timely and complete response.  Commits and follows through to find an answer when one is not immediately known.

 FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Teamwork: Works effectively and productively as a team member.  Demonstrates consideration of others and is open to others’ ideas.  Supports team decisions.  Considers individuals’ unique strengths and diverse views and opinions.  Demonstrates awareness of others’ objectives and responsibilities.  Pitches in to help wherever needed.  Displays a consistent effort and willingness to go above and beyond when needed.

 FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Interpersonal Skills: Treats all people with respect and civility.  Works effectively with others to accomplish organizational goals and identify and resolve problems.  Shares knowledge and experiences and is cooperative with others.  Able to recognize and understand how he/she affects others.

 FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable

	Achieves the Right Results: Able to get the important things done; maintains an effective pace; and produces conclusive, measurable results within time commitments.

 FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Ownership:  Understands how his/her position or role is critical to the success of MPSEOC and is willing to accept responsibility and be accountable for own actions.

 FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable




	Has/Promotes MPSEOC Perspective and Understanding:  Demonstrates knowledge of MPSEOC’s mission and objectives.  Understands and adheres to current policies.  

 FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable




	Diversity/Affirmative Action:  Shows respect and sensitivity for people without regard to race, color, sex, sexual orientation, disability, age, veteran status, national origin, religion, or political affiliation.  Works effectively and willingly with diverse customers and membership.  

    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable

	Reliability and Dependability:  Monitors projects and exercises follow-through; adheres to time frames; arrives on time for meetings and appointments; responds appropriately to instructions and procedures; delivers on expected tasks without requiring follow-up; works hard and does what it takes to get results and meet deadlines; requires little direction.

    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Composure: Maintains composure in difficult situations; handles unexpected events calmly; helps other’s thrive in stressful situations; acts with the highest level of professionalism; looks immediately for resolution rather than placing blame.

    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Flexibility:  Accepts new ideas and approaches to work and responds appropriately to constructive criticism and to suggestions for work improvement; displays a positive, cooperative attitude toward new work assignments and requirements; willingly and effectively adapts to a variety of situations and changes in the work environment; and adjusts to any change in duties, procedures, supervisors or work environment.

    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Judgment:  Effectively analyzes problems; gathers and organizes information in a timely manner; weighs alternatives and makes decisions that reflect the facts of a situation.

    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable




	Additional Job Success Factors (Optional)



	Component: 
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable 

                                                                                                                                                         

	Component:
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable
                                                                                                                                                                               

	Component:
    FORMCHECKBOX 
  Exceptional       FORMCHECKBOX 
 Exceeds Expectations      FORMCHECKBOX 
  Meets Expectations       FORMCHECKBOX 
 Opportunity for Improvement       FORMCHECKBOX 
 Unacceptable



	Summary Review of Additional Job Success Factors (Optional)

	If desired provide comments regarding employee’s performance in this Job Success Factor:




Overall Performance Review Rating


· Use the entire review to formulate a final overall rating.

	 FORMCHECKBOX 
  Exceptional
	 FORMCHECKBOX 
  Exceeds Expectations
	 FORMCHECKBOX 
  Meets Expectations
	 FORMCHECKBOX 
  Improvement Required
	 FORMCHECKBOX 
  Unacceptable


	Overall Performance Review 

	If desired provide comments regarding employee’s overall performance:




I have had the opportunity to review this document and if needed discuss its contents with my reviewers.  My signature acknowledges that I have been informed of my performance ratings.  

REVIEWEE SIGNATURE:
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REVIEWER’S SIGNATURE:
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