	Division of Graduate and Undergraduate Education
New Employee Review

	Employee Worksheet



	Employee’s Name:
	
	
	Supervisor’s Name:
	

	GUE Office:
	
	
	Review Period:
	

	Employees Title:
	
	
	Start Date:
	


	1.  Please list your core responsibilities.
	

	
	

	2.  Are there any areas of ambiguity?  If so, please explain.
	

	
	

	3.  Describe your initial training/orientation.
	

	
	

	4.  Is there any additional training or retraining from which you would benefit?  If so, please describe.
	

	
	


	5.  What do you feel most proud of accomplishing during your first 6 months in this position?
	

	
	

	6.  What new skills or knowledge have you gained during this period?
	

	
	

	7.  Please list three things you would like to accomplish in the next 12 months.
	

	
	

	8.  Please list any resources or support needed to meet these goals.
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