PORTFOLIO COVER PAGE

GCSAA Certification Program

Work Sample # 1 - Job Performance Reviews

Name:        




Member Number:      
In signing this document, I attest to the validity of the attached information and that any falsification or copying of such information breaches the GCSAA Code of Ethics and therefore could endanger my membership with GCSAA.

__________________________________________________

Signature

Applicant Comments:        
Judges Review:  

Comments:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ______________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________


Satisfactorily completed.



Points possible

 _____


Needs additional work as indicated


Required to pass     
  
 _____


in judges comment section.



Total awarded

 _____


Rejected for multiple grammar, punctuation


and/or spelling errors.

__________________________________________________             _____________________

                         Portfolio Judge Number




      Date

Work Sample #1

Job Performance Reviews

Part A:  Provide two legible samples of job performance reviews for two different positions that you have conducted. This could be a standardized form or a written narrative. Remove the name and other identifying information (social security number, employee number, etc.) of the employee being reviewed. If you do not do job performance reviews in your current position, provide two fictional samples of reviews (standardized form or a written narrative.) 

Attach two samples

Part B:  Describe in one or more typewritten paragraphs how you conducted or would conduct these two job performance reviews and include your responses to the following questions:

· Was it conducted privately?

· What was the timeframe between reviews?

· How was the atmosphere conducive to the job performance review?

· What standard information was discussed in the review (for example: was it based on the job description for a particular position, verification of status of progress to achievement of previous goals, setting new goals, etc.) 

· Describe the action plan or outcomes that resulted from this review. 

Sample 1 – How did you conduct this performance review?

Describe the action plan or outcomes that resulted from sample 1.

Sample 2 – How did you conduct this performance review?

Describe the action plan or outcomes that resulted from sample 2.

