Self-Assessment of Work Habits
INSTRUCTIONS: For each bulleted item below, circle the appropriate letter to where you think you have demonstrated the criteria.  Then complete the Reflection statements.  These Reflection statements may assist you in identifying goals in the “Professional and Life Goals” section of the portfolio.

 

STANDARDS:  (Please use this as a guide)

         A - Advanced                    Consistently exceeds expectations

         P – Proficient                     Continually meets expectations

         B – Basic                            Meets expectations minimally

         D – Developing                Does not meet expectations; needs training or assistance

(Only circle one standard for each line below that best describes your competency.)
 


PERSONAL SKILLS

Responsibility:
Assumes responsibility for own decisions and actions                                                                                                 

Demonstrates initiative in job/task responsibilities                                                                                                          

Self-Esteem:
Projects a positive view of self                                                                                                                                            

Self-Management:
Responds to supervisor’s directions willingly and efficiently                                                                                

Maintains an acceptable level of work quality and productivity                                                                                   

Participates positively in performance evaluation process(es) relating to own work       

                                 

Demonstrates appropriate grooming and appearance for the workplace                                                              

Integrity/Honesty:

Chooses ethical courses of action                                                                                                                                       

Demonstrates honesty, fairness, and respect in dealing with others                                                                         

 

INTERPERSONAL SKILLS

 

Sociability:
Demonstrates appropriate etiquette in a variety of situations                                                                                      

Maintains a pleasant, cooperative demeanor, and exhibits self-control                                                                  

Participates as a cooperative, contributing team member                                                                                            



Respects others’ viewpoints and works to resolve conflicts successfully                                                                  

Leadership:
Understands and exhibits leadership principles                                                                                                             

Teaches others information and/or skills                                                                                                                           

Diversity:
Works successfully with men and women from diverse backgrounds                                                                      

Understands how to deal appropriately with sexual harassment and discrimination

situations                      
 
WORK ETHICS
 
Time:
Follows schedules; meets deadlines                                                                                                                                  
Demonstrates dependability                                                                                                                                                 
Demonstrates punctuality and consistent attendance                                                                                                   
Uses work time efficiently and productively                                                                                                                       
Organizational Skills:
Prepares to do work by gathering tools, materials, and information to complete 

the task or activities                                                                                                                                                                              Keeps work area neat and material organized                                                                                                               
Maintains focus on work responsibilities                                                                                                                           
Reflection:
What are three of your strongest work habits?
 
What are three work habits you need to improve?
 
What can you do to improve each of these work habits?
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