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 PERFORMANCE EVALUATION FORM


	NAME (LAST NAME, FIRST NAME)

	Ndiwa Nicholas

	POSITION TITLE


	Database Manager/Data Analyst

	THEME/DEPARTMENT

	DDG

	FIRST LEVEL SUPERVISOR


	Peter Muraya (PM)

	SECOND-LEVEL SUPERVISOR

	Jane Poole (JP)

	PERIOD UNDER REVIEW (if not full calendar year, please specify)

	2008


1A:  PERFORMANCE ASSESSMENT -For staff who use Key Result Areas (KRAs – especially in administrative units) or for whom a work plan is not required

Briefly assess performance in the major aspects of the job description and indicate the major accomplishments as well as the key areas for improvement. 

	
	Job responsibility (set of tasks)
	Employee’s assessment
	Employee’s rating 
	Supervisor’s assessment
	Supervisor’s rating

	1
	Database development for ASARECA, BecA, Feed Resource Project & GEF(database model)
	Accomplished all tasks to the satisfaction of project leaders
	FM
	JP - Nicholas worked closely with the project leaders requiring these databases to ensure they satisfied the needs. Feedback from clients suggests that ‘attention to detail’ is the key aspect that Nicholas should focus on in 2009 (although at times I believe the rapidly changing TOR for databases challenges this skill)
	FM

	2
	Research Data Management Policy implementation workshop
	Prepared materials and presented at the workshop
	FM
	PM – Last year we did 3 sessions on Implementing the data management policy – for RMG staff, Selected Data Curators and ICT support staff. Nicholas did more than prepare materials for these sessions, he set the computers up -- a task that involved working till late, and which the ICT team would not have been helpful as the tools being installed new.
	EX

	3
	ReSAKSS data analyst recruitment interview
	Developed and assessed interview practicals as well as participating in the panel interview
	FM
	JP – Nicholas is gaining confidence in talking to more senior level scientists at ILRI. Which meant that I was confident he would handle this recruitment exercise well.
	FM

	4
	Collating and analysis of data for Livestock Knowledge project (Gates foundation
	Download of materials from internet, re-organizing the data and analysis
	FM
	JP - Nicholas did a lot to help this consultancy, despite the challenges of rapidly changing needs, e-mail communication from senior scientists and less than effective consultancy support. Attention to detail should also be highlighted here.
	FM

	5
	Support and implementation of Livestock Recording Database (MISTRO)
	Assisted in the modification of the database to take into account the KLBO systems and requirements 
	FM
	JP - Nicholas participated fully in the preliminary meetings for this database. We should discuss in the PE more details about his input on this.
	FM

	6
	Statistical software support 
	Installed and provided technical support to statistical software users
	FM
	JP - Nicholas is regarded as helpful and responsive to enquiries regarding statistical software installation and licensing.
	FM

	7
	Supervision and training of interns (Ben Arunga, Richard Kurgat)
	Supervised and trained interns on database development and data analysis techniques
	FM
	JP - Nicholas took on the formal supervision of Ben and informal supervision of Richard. He always tries to help people and to transfer his skills. I would have liked (if I had the time!) some more interaction on his role so that we can see how best to develop his supervisory skills.
	FM

	8
	
	
	
	
	

	9
	Add rows as necessary
	
	
	
	


1B:  PERFORMANCE ASSESSMENT - For staff who have a work plan or set objectives for the year under review.  

	Agreed milestone and related set of activities or agreed objectives
	Employee’s assessment
	Employee’s rating
	Supervisor’s assessment
	Supervisor’s rating

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Add rows as necessary
	
	
	
	


1C:
PUBLICATIONS LIST – for researchers who are expected to publish- please complete attached publications form indicating publications finalised during the year under review

2: ASSESSMENT OF PERFORMANCE ON MANAGEMENT RESPONSIBILITIES FOR SUPERVISORS - to be completed by the First level supervisor where reviewee is a supervisor

	Management Responsibility
	Employee’s assessment
	Employee’s rating
	Supervisor’s assessment
	Supervisor’s rating

	People Management (team leadership, effective coaching, mentoring, delegation, conflict resolution, empowering, celebrating success etc.)
	
	
	
	

	Resource Management (budget planning & monitoring of psychical assets, property management, fundraising)
	
	
	
	

	Commitment to “corporate” communication (internal and external, including taking initiative to share information, e.g. on the Ilrinet) 
	
	
	
	

	Management of Partnerships 

Strategically identifies partnership needs; Actively explores partnership opportunities; Effectively leads or contributes to implementation of collaborative activities; Successfully motivates participation and commitment within partnerships; Monitors and cultivates the performance and health of partnerships
	
	
	
	


3: COMPETENCY ASSESSMENT - To be completed by the employee and first level supervisor
	Competency ( all competencies must be evaluated)
	Employee’s rating

	Supervisor’s rating

	
	Importance of the competency for good job performance (Very important, Important, Mildly important)

	Rating and comment
	Importance of the competency for good job performance (Very important, Important, Mildly important)

	Rating and comment

	Serving ILRI’s mission :  Is proactive in furthering ILRI’s objectives and demonstrating ILRI values (Respect, Responsiveness, Responsibility) …
	
	ME
	Important
	MM – Nicholas has had some personal issues to deal with this year. Despite this he has tried hard to maintain his professionalism when in his ILRI role.

	Excellence: sets high standards, ensures quality, takes responsibility, is dependable, seeks to learn and grow continuously…
	
	FM
	Very important
	FM

	Team work and collaboration:  seeks and supports contributions from others, is effective at working with others, builds partnerships both inside and outside… 
	
	FM
	Very  important
	FM

	Adaptability: effectively manages changes in environment or within, maintains effectiveness while faced with multiple priorities.
	
	ME
	Very important
	MM

	Innovation: is open and curious, takes risks within acceptable organizational limits, generates or brings in new ideas and approaches, takes initiative…
	
	ME
	Very important
	FM

	Planning and organizing: Plans work, time and resources effectively, handles multiple responsibilities effectively, delegates well, respects deadlines, follows through, and accomplishes goals…
	
	ME
	Very  important
	MM

	Leadership within and outside work units: Sets vision or goals with others, organizes and motivates others to accomplish goals, makes effective decisions, takes responsibilities, is accountable, effectively mentors others. 
	
	FM
	Important
	FM - Provided mentoring and coaching to new staff and students. JP should follow-up more to provide some sort of structure to the process.

	Communication : Organizes and presents ideas effectively,  listens actively,  conveys ideas and opinions effectively, writes well …
	
	ME
	Very important
	FM

	Judgment: Assesses issues or situations adequately, makes appropriate & timely decisions, knows where to look for additional information or input…
	
	ME
	Very important
	MM


4: INVOLVEMENT IN INSTITUTE ACTIVITIES OUTSIDE JOB DUTIES- To be completed by the employee
Comments to be provided by supervisor where necessary. HR to provide feedback and comments where staff are involved in corporate citizenship activities e.g. staff councils, welfare activities
	Activity or contribution & assessment
	approximate time spent (where applicable)

	Preparation of materials, setting up and manning of the RMG stand at the 2008 APM
	3 days

	
	

	
	

	Add more rows as necessary
	

	HR Comments (if necessary)
	


5:  FIRST LEVEL SUPERVISOR’S COMMENTS 

	Overall assessment of the performance indicating key strengths and areas for improvement. Any other information that you think is useful to understand the performance or the rating  should be presented here as well :


	OVERALL RATING  



6. FOLLOW-UP ACTION - to be completed by both employee and supervisor
	Employee’s view
	Specific Action /course required
	Comments by the supervisor

	Change in Job Description
	
	

	Staff Development activities
	
	

	Other (specify)
	
	

	Action plan/commitments
	
	


7:  EMPLOYEE’S COMMENTS

7.1 Overall feedback on the contents of the evaluation:
	Nicholas interacts quite well within RMG with staff outside of RMG; I have been a beneficially of this pleasant attitude when we had to prepare for data management courses at very odd hours. I am aware that when Sonal was writing the Data management guid she consulted regularly with Nicholas. Half of the tasks that he performed resulted from interacting with Jane.
Nicholas has demonstrated a string sense of flexibility – if the experience of working on the Beca database is anything to go by. When the customer was not sure what he wanted, Nicholas, had to design and redesign the user interface more times than ordinary people would put up. – all without losing interest. It easy to explain this last point: the work involved programming in Visual Basic. Initially he wanted to go for a VB training course, but was discouraged by Ric whose view was that Nicholas could learn it by doing some useful job. That brings me to the last pont about Nicholas: he takes advice seriously.
All in all, I find him pleasant to work with.



7.2: Overall feedback on the Supervisor support
	Assessment of the first level supervisor 

	Always
	Most of 
	Sometimes
	Never

	My supervisor clearly and explicitly stated the expectations for my work

	
	
	
	

	My supervisor ensured that I received the required information and support to work effectively

	
	
	
	

	My supervisor gave me feedback in a timely and constructive manner

	
	
	
	

	My  supervisor gave me appropriate levels of responsibility
	
	
	
	


7.3: Follow up commitments by the employee and supervisor
	Insert your action plan on supervisory issues raised above in 7.2



	First level supervisor’s comments


	

	Employee’s comments


	


8: SECOND LEVEL SUPERVISOR’S COMMENTS

	Comments on the performance indicating key strengths and areas for improvement. 


	OVERALL RATING 




9: SECTION V. SIGNATURES

	
	Signature
	Date

	Second-Level Supervisor

	
	

	First-Level Supervisor

	
	

	Employee
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