
COMMUNITY-GENERAL HOSPITAL


EMPLOYEE PERFORMANCE APPRAISAL


JOB DESCRIPTION

Employee Name

Appraisal Date


___________________________________________________________________________

Is this evaluation based on the present Job Description?  


Yes  No

Are there additional duties and/or changes for the Job Description?
Yes  No

Has the employee reviewed the minimum expectations as outlined

Yes  No

in this Performance Appraisal?

___________________________________________________________________________

Job Title
Computer Operator/Associate Network Engineer

Department
Data Processing

Prepared by:
Scott EXXXXXX




Date:

4/1/01

Approved by:
Mitchell RoXXXXXXX
Main Function:  Must have well developed data entry abilities. Must have the ability to run data backups, both scheduled and unscheduled. Must be able to order and receive equipment into the IS area. Must possess good knowledge of computer and peripheral hardware, its setup, installation and troubleshooting. Must be able to setup and install PC’s. Must be familiar with the workings of LAN’s and capable of basic troubleshooting. Must be able to install and troubleshoot software, patches, and upgrades including operating systems, office software, and other Health Alliance applications. Has the ability to understand and prepare documents in word processor, spreadsheet, and other formats. Must have ability to use e-mail and calendar systems effectively.  Is able to follow, understand,  and apply departmental standards, procedures, and update documentation.  Must be able to use the ISR, Status Board and other departmental systems effectively. Has ability and interest to stay current with emerging technologies and is willing to learn new skills and develop new abilities. Must carry a beeper to accept and perform on call assignments. Must be willing to accept shift assignment and schedule changes when needed. Must be able to interact with other staff and users effectively. Must be able to cross train to other IT functions and procedures and cover the duties of other staff in their absence. Must become familiar with departmental standards and be willing to comply with them.

Reports to:   Supervisor of Network Communications

____________________________________________________________________________

Education:   Associates Degree or equivalent Data Processing Experience.

Experience:  One year (to include 6 months Data Input or equivalent computer experience and 6 months on the job, or equivalent.

Contacts:   Frequent with employees in own department; and other departments; occasional with service representatives, visitors, physicians and patients.

Job Knowledge

	Demonstrates a complete knowledge of the operation of all computers and related data processing equipment. – This is just a factual statement and not a judgment of ability. I do not believe you have the necessary background and outside activities in life that would get and keep you up with the technology that you encounter everyday. Your job is a computer job covering many, many aspects of computing – many involving cutting edge technology. Your constant questions and inability to proceed out-of-the-box (proceeding on a problem you haven’t been specifically walked through several times), indicates your lack of computer understanding.
	Below  Meets  Exceeds




	Possesses knowledge of computer generated reports and forms, produced by the hospital information systems.
	Below  Meets  Exceeds



	
	

	Possesses knowledge of all types of data input and uses experience and judgment to review documents for accuracy before entering into computer. I only know to apply this to the production work and Monday/Friday Forms you help with
	Below  Meets  Exceeds



	
	

	Possesses knowledge to setup and install PCs and peripherals on the hospital network and maintain proper records for same. You can do standard setups to expectations.
	Below  Meets  Exceeds


	Demonstrates ability to install and configure software on PCs and document procedure.  You can do standard installs to expectations.
	Below  Meets  Exceeds



	
	

	Demonstrates ability to recognize and resolve computer hardware and software problems and understands what action must be taken. You are able to troubleshoot standard failures but your inability to troubleshoot beyond what you have specifically been walked through is detrimental to your job
	Below  Meets  Exceeds

	
	

	Can perform network troubleshooting when needed - You are able to troubleshoot standard failures but your inability to troubleshoot beyond what you have specifically been walked through is detrimental to your job. You are still slow to call appropriate staff for help.
	Below   Meets   Exceeds

	
	

	Has the ability to understand and prepare reports in word processor, spreadsheet, and other formats. This is not a judgment of your abilities – just factual. Your ability here is minimal because of lack of training and pertinent background. 
	Below   Meets   Exceeds


	Has knowledge of procedures to create and maintain documentation in the departmental manuals. 
	Below  Meets  Exceeds


	Using general knowledge of the data processing function makes suggestions to improve the department.
	Below  Meets  Exceeds




	Understands how to communicate effectively with vendors and other employees on vendor issues
	Below  Meets  Exceeds



	
	

	Demonstrates knowledge of and the ability to follow all department and hospital policies; understands all hospital fire, safety and disaster procedures. You have the knowledge and ability. You do not apply them (e.g. ISR upkeep, break times, time clock punches, phone use).
	Below  Meets  Exceeds


QUALITY OF WORK

	Ensures all data processing equipment is functioning properly – Adds toner/ink cartridges- FAX paper etc. without being told
	Below  Meets  Exceeds

	
	

	Ensures all printed reports are legible and accurate and that all reports, especially any containing confidential information, are delivered to the correct department or individual.- Gets delivered ISR attachments in correct folders/ distributes incoming FAXes as expected
	Below  Meets  Exceeds



	
	

	Ensures all assigned ISRs are handled according to procedures outlined in the IS PC Manual, IS DP Manual, or IS OP Manual. – There is an ongoing problem reminding you to keep correct priorities (e.g. vendor/IS information holds etc.); enough so, that I will give this a “Below” rating. ISRs need to be moved, when applicable, immediately so next piece can get started (e.g. recognizing a need to move to Bio-Med).
	Below  Meets  Exceeds



	
	

	Performs efficiently and accurately as a data input clerk. – minimal amount (usually covering for others) of production work done as expected
	Below  Meets  Exceeds



	
	

	Maintains knowledge of all current and new hardware and/or software supported by Health Alliance of CNY. – I do not understand how any techs are supposed to know software/hardware we are using. Standards change without broadcasting the change. There is no policy of which I am aware that would have the staff routinely looking at any documents to stay abreast on current HA software/hardware.
	Below  Meets  Exceeds


	Locates, reviews, and follows the necessary documentation to complete the tasks timely and accurately. Occasionally fails to check all four IS Manuals. Will miss applicable lines of instruction within documents that would save time asking your supervisors or others what to do. You must read documents carefully. I suggest you always read through a document in it entirety prior to starting the written procedure – it is worth the 5 minutes!
	Below  Meets  Exceeds




	Communicates effectively with supervisor to correct any malfunction of hardware or errors in software. – Notifies me promptly and will adjust to others SNE/MPR if I am unavailable
	Below  Meets  Exceeds




	Uses department standards to setup P.C.’s and ensure proper operation. As a rule, you set up standard PCs with minimal trouble. 
	Below  Meets  Exceeds

	
	

	Represents the Information System Department in a courteous and professional manner. – I have never heard her lose composure or get irate with users or other departments. She has learned to pass complainers to me quickly as instructed. I have not heard her complain about the department to those outside the department.
	Below  Meets  Exceeds


	
	

	Uses PMM effectively for IS-related vendors, orders, and invoices, and follows up on open issues. When presented with this task she can and will complete it
	Below  Meets  Exceeds




	Receives IS related equipment as per procedure, delivers it in a timely fashion to IS staff, and maintains accurate hardcopy files. Occasionally has to receive in my absence and remembers to update the ISR applicable to the equipment
	Below  Meets  Exceeds




	Ensures that all documentation is complete and accurate in both paper and electronic format. Will let known documentation updates take a back seat to other ISR functions. Needs to treat documentation as important as fixing the problem and plow through to get it wrapped up. This is not to an extreme but needs to be documented here. 
	Below  Meets  Exceeds

	
	

	Maintains a neat and orderly work area – Keeping your office neat with applicable labels on user equipment needs to take a higher priority. This is because others may have to find something in your office in your absence and on many occasions maybe hard pressed to do so without wasting extra time. Keep DP controlled equipment you are not going to use within a couple days in the Computer Room properly labeled.
	Below  Meets  Exceeds


                                                                  ____________________________________

                                                                 _____________________________________

QUANTITY OF WORK

	Meets productivity standards by completing assigned tasks in accordance with department standards, ie. ISR list is maintained per IS Department Guidelines. Documentation lags behind keeping you from closing ISRs (to a fault). Not keeping your priorities correct actually wastes time having to backtrack on ISRs. Time spent on the phone with users instead of User-Comms.
	Below  Meets  Exceeds




	Completes assignments independently and maintains level of performance at a steady pace. You need to be constantly reminded to stay on tasks. Only then are you able to keep working without wandering off the assigned task. You seem to have great stick-to-itiveness for spurts (2-3 days) but more often seem to require constant direction
	Below  Meets  Exceeds



	
	

	Meets productivity standards for data input to all computer systems.
	Below  Meets  Exceeds




	Demonstrates the ability to adapt to changes in the workload and priorities. I rarely see (in my opinion) an internalized push to work really hard – even during crises situations.
	Below  Meets  Exceeds




	Organizes tasks and ISR list on a daily basis to ensure current ISRs/tasks are completed in a timely manner. This HAS to become a priority for you. You have been instructed that keeping your ISR list proper is as important as the ISRs on the lists.
	Below  Meets  Exceeds




	Responds to changes in work schedule; willing to work overtime or irregular shifts to accommodate department needs. Other than the Saturday issue, you do stay when required/requested to complete work. Your lack of following my specific directions to get out on time offsets the fact that you make good (overall) decisions when to stay late to complete a specific task. You still need to get ALL OT approved.
	Below  Meets  Exceeds



	
	

	Upon completion of regular assignments seeks out work that needs to be done; assists others as needed. There is still too much inappropriate wandering/socializing/phone time spent. 
	Below  Meets  Exceeds




	Uses all available work time efficiently and works to end of shift. You have to learn to stay applied to the job from start to finish of your day.
	Below  Meets  Exceeds




                                                                  ____________________________________

                                                  ____________________________________________

_____________________________________________________________________

                                                                 _____________________________________
	CUSTOMER SERVICE AND OTHER RESPONSIBILITIES


	

	Demonstrates a supportive and understanding behavior when in contact with customers (patients, visitors, physicians, employees, volunteers, etc.) as outlined in the Hospital and departmental Customer Service Standards.
I have never heard her lose composure or get irate with users or other departments. She has learned to pass complainers to me quickly as instructed. I have not heard her complain about the department to those outside the department

	Below   Meets   Exceeds

	Is responsible to understand and to provide care as needed for patients that may be age specific as indicated by departmental policies and procedures. N/A

	Below   Meets   Exceeds

	Follows standards for communicating effectively and thoroughly both verbally and in written form.  Uses courtesy and respect in addressing others. Status Board needs continual improvement.

	Below   Meets   Exceeds

	Follows department standards for telephone courtesy including:  answers phone promptly, greets caller positively and with proper identification, takes accurate messages and follows standards for transferring and placing calls on hold. I have never heard her lose composure or get irate with users or other departments. She has learned to pass complainers to me quickly as instructed. I have not heard her complain about the department to those outside the department

	Below   Meets   Exceeds

	Cooperates and works well with others.  Promotes positive interpersonal relationships which reflect a friendly, supportive environment.


	Below   Meets   Exceeds

	Recognizes and acts on situations that require additional attention. Although you still do not necessarily move to the right person, you still wave a flag at the right time.

	Below   Meets   Exceeds

	Makes recommendations and suggestions for positive procedure changes.


	Below   Meets   Exceeds

	Adjusts to the hours scheduled that the department may need. Other than the Saturday issue, you are usually quite flexible.

	Below   Meets   Exceeds

	Demonstrates initiative and motivation to participate in work related programs for self-improvement.


	Below   Meets   Exceeds

	Present and ready for work in designated area at assigned time. 

	Below   Meets   Exceeds

	Adapts easily and willingly to changes in job responsibilities.


	Below   Meets   Exceeds

	Understands and supports the need for change in work, policies or procedures.


	Below   Meets   Exceeds

	Management of information is maintained according to hospital policy to include patient confidentiality issues; e-mail and other hospital computer systems and programs.
	Below   Meets   Exceeds


JOB GOALS

This section should be completed with goals which will be mutually beneficial to the employee’s performance and the hospital’s needs.  Goals should be developed by the supervisor for the employee and the employee should also have some goals.  These should be discussed at the appraisal interview.

Be focused on HA work from start-to-finish of your work day.
Keep break times to authorized limits.
Better use of P/L – vacation – floats so added days/time will not be missed (we need you here)
OVERALL COMMENTS

You are comfortable to work with. You have taught me a lot and I believe I have taught 
you as well. You understand that my job is to enforce IS policy and you are working with
me toward seeing that policy followed more and more.
Evaluator’s Signature:
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Below       Meets      Exceeds

