Consortium for Entrepreneurship Executive Director

Annual Performance Assessment

Processes and Procedures

An important part of the Executive Committee responsibility is the employment and assessment of the performance of the one who is charged with carrying out the program of work for the Consortium on a day to day basis.  The assessment process for the performance of the Executive Director is established and carried out by the Executive Committee. As the Executive Committee gains new members each election cycle, this process and procedures document will guide its thinking as it handles  this responsibility annually. Maintaining an open relationship between the Executive Director and the Executive Committee ensures that the needs of the Consortium members are clearly communicated and included in the Annual Program of Work. 

Action Steps in Assessment Process:

Prior to the January meeting of the Executive Committee, the Executive Committee members must review the assessment instrument and consider what kinds of feedback will be most useful in terms of supporting and improving the work of the Executive Director.  The committee members will have an opportunity in executive session to share their feedback and to help draft the final text that will be communicated to the Executive Director. 

During the meeting the Executive Director and Executive Committee, will be asked to share the planning and clarification document they have completed.

The Executive Director will be asked during the meeting to share the results of the prior year’s annual program of work. (Consortium will be operating under current years POW)

The Executive Director will share the final financial report for the prior fiscal year and respond to the questions of the Executive Committee. 

The Executive Director will update the Executive Committee regarding the current program of work and the financial status of the current fiscal years operation. 

The Executive Director will share the proposed plan of work for the upcoming year that will be presented to the entire consortium next November.  (Consortium will be operating under current years POW)

After the Executive Committee has had appropriate deliberations regarding the work of the Consortium they will establish a time for an executive session. During the executive session the committee members will have an opportunity to share their feedback and to help draft the final text that will be communicated to the Executive Director. If salary adjustments are to made they will be jointly decided by the members of the Executive Committee. Because of the nature of the assessment instrument designed for evaluating the Consortium Executive Director on which we rate the work as meeting expectations or below expectations this is very subjective and thus the comments from the Executive Committee need to communicate to the Executive Director exactly what that rating means and what is truly expected.  The most useful portion of the assessment is the comments and how they are communicated from the Executive Committee to the Executive Director. 

The Executive Committee will agree on the assessment results and what is to be communicated to the Executive Director and will determine the other person who will accompany the President in communicating the results of the assessment. If salary adjustments are to be made they will also be communicated during the discussions. An open dialogue will ensure that there is a clear understanding of appropriate service delivery.

The President and one other person will meet with the Executive Director and communicate the results of the assessment and communicate the ideas for improving their leadership for the Consortium. Enough time should be allowed so that an open dialogue can be held among the participants.

The Executive Director will work jointly with the Executive Committee to optimize leadership and services of the Consortium.  Annual assessments will assure excellence! Improvement plans will guide the improvements. 

	JOB DESCRIPTION ACTIVITIES
	Meets or Exceeds Expectations
	Does Not Meet  Expectations
	COMMENTS:

(Comments are encouraged, but required if rating Does Not Meet Expectations)

	
	
	
	

	Operational Activities
	
	
	

	Ensures that the Consortium has a long-range strategy which achieves its mission, and toward which it makes consistent and timely progress.
	
	
	

	Ensures that policies and procedures are in place to maximize member/executive committee/volunteer involvement.
	
	
	

	
	
	
	

	Staff Supervision
	
	
	

	Divides and assigns work effectively, delegating appropriate levels of freedom and authority.
	
	
	

	Establishes agreements and effectively uses contractual consultants.
	
	
	

	Communicates regularly with contractual consultants and volunteer staff.  
	
	
	

	
	
	
	

	Financial Management
	
	
	

	Assures accurate and legal control and accounting of all funds.
	
	
	

	Works with the executive committee in preparing a budget; sees that the organization operates within budget guidelines.
	
	
	

	Meets or exceeds revenue goals, ensuring that adequate funds are available to permit the organization to carry out its program of work.
	
	
	

	Prepares periodic financial reports for the executive committee and consortium members as stated in the code of regulations and program of work. 
	
	
	

	Assures that funds are disbursed in accordance with the program of work.
	
	
	

	Assures that funds are disbursed in accordance with grant requirements and donor designations.
	
	
	

	
	
	
	

	Partnership
	
	
	

	Serves as an effective spokesperson for the Consortium; represents the programs and point of view of the organization to agencies, organizations, and the general public.
	
	
	

	Establishes sound working relationships and cooperative arrangements with strategic partners. 
	
	
	

	Establishes positive relationships with government, foundation and corporate funders.
	
	
	

	
	
	
	

	
	
	
	

	Executive Committee
	
	
	

	Provides leadership in developing program of work and organizational plans.
	
	
	

	Works effectively with executive committee.
	
	
	

	Provides appropriate, adequate, and timely information to the Executive Committee.
	
	
	

	Informs Executive Committee on the condition of the organization and all important factors influencing the Consortium.
	
	
	

	Provides support to Executive Committee through regular communication.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Membership
	
	
	

	Maintains a climate which attracts, keeps and motivates a diverse group of   Consortium members and contracted consultants.
	
	
	

	Identifies new services, product, and professional development experiences.
	
	
	

	Communicates appropriately with members using written and oral communications.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Public Relations
	
	
	

	Represents Consortium and promotes a positive image to members, donors, business, education leaders and other stakeholders.
	
	
	

	Provides timely and effective publicity. 
	
	
	

	Maintains effective web presence.
	
	
	

	
	
	
	

	Record Keeping And Reporting
	
	
	

	Maintains official records and documents. 
	
	
	

	Executes legal documents appropriately.
	
	
	

	Ensures compliance with federal, state and local regulations and reporting requirements (such as annual information returns; payroll withholding and reporting).
	
	
	

	
	
	
	

	Program Of Work
	
	
	

	Completes items stated in the program of work.
	
	
	

	Evaluates progress towards completion of program of work.
	
	
	

	Demonstrates quality of analysis and judgment in program planning, implementation, and evaluation.
	
	
	

	Displays creativity and initiative in creating new programs.
	
	
	

	Maintains and utilizes a working knowledge of significant developments and trends in the field.
	
	
	

	Develops the program of work in collaboration with the executive committee.
	
	
	

	
	
	
	

	Other
	
	
	

	
	
	
	

	Executive Committee Chair
	Executive Director
	Other Executive Committee Member participating in communications

	
I have read, conferred, and participated in this performance appraisal:


Signature


Date
	I have read, conferred, and participated in this performance appraisal:

Signature

Date
	I have read, conferred, and participated in this performance appraisal:

Signature

Date

	Comments :


	I wish to make the following comments relevant to this appraisal: (Attach pages if necessary)
	Comments :



