Job Aid: Self-Evaluation

Your self-evaluation allows you to reflect on your performance over the past year and document your
accomplishments and their impact on your department and the University. Log into UTShare to view
your self-evaluation.

v~ Employee Self Service

1. Select Employee Self Service from the dropdown menu of
Performance UTShare
@ . 2. Select the Performance tile
POy 3. Select your evaluation from My Current Documents
4. Review the Instructions
5. Select the Self-Evaluation tab, then select Expand
RN ¢ e feedback on your performance
—— @ 7. Optional: Add attachments — Select Add Attachment & browse
My Curront Documents | "' My Current Documents for file; set audience as “EMPL& MGR" to share with your
My Historical Dacuments manager, “EP Only” keeps it private
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Evaluatons of Others g _ . 8. To finish and notify your manager, select Save, Complete and
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* Section 2 - Employee Self-Evaluation Survey

Priorities

Description : What do you consider to be the top 2 to 5 top priorities of your job?
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» Accomplishments

» Ability to Perform

» Contribution to Department and Community
¥ Future Training Needs

» Professional Development

» Efficiency

» Team Assistance Needed

» Final Comments
—
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Contact hrperformreviews@uta.edu for assistance
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