Main Street Executive Director Annual Evaluation Template
Name:



Date of Hire:                   Current Salary:
 
	Items 1-7
	General overall performance measures

	1. Knowledge of Job 
Exceptional

Exceeds Expectations 
Meets Expectations 
Needs to Improve

Unsatisfactory


	Consider knowledge of downtown revitalization and its fundamentals. Has the executive director attended Main Street America Four Point Approach training and ongoing training throughout the year? Is knowledge of job thorough or must phases be learned in order for thorough knowledge to be gained?

Comment:  



	2. Relations to Others
Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to ability to work harmoniously with stakeholders in carrying out job responsibilities and project implementation. Consider ability to win the cooperation and respect of associates and volunteers, and ability to work effectively with superiors. Consider maximization of communication with all downtown partner stakeholders and communications with potential partners.
Comment: 


	 3. Judgment
Exceptional

Exceeds Expectations 
Meets Expectations

Needs to Improve

Unsatisfactory


	Refers to ability to form an opinion, make an estimate, or reach a conclusion when faced with a challenge or problem. Consider ability to distinguish between the practical and impractical. Judgment should not be confused with intelligence. 

Comment: 


	4. Initiative
Exceptional

Exceeds Expectations 
Meets Expectations   
Needs to Improve

Unsatisfactory


	Refers to ability to act without being told. Can the employee proceed independently in routine matters and in other matters when not given instruction? Does the executive director differentiate between routine matters and those that require additional direction from the board chair or board of directors?
Comment: 


	5. Productivity
Exceptional

Exceeds Expectations 
Meets Expectations

Needs to Improve

Unsatisfactory


	Refers to the quantity and quality of work produced. Is work of consistent quality? Is the work accurate, thorough and dependable? Are the results produced? Are executive director deadlines achieved (verses work being done by volunteers)?
Comment:  


	6. Ability to organize work
Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to ability to integrate the various job components into a harmonious, smoothly operated whole. Consider the quality of planning, scheduling of work, and establishment of appropriate controls. Are administrative work plans used? 
Comment: 


	7. Delegation Skills

Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to effectiveness and oversight of projects and tasks delegated to staff and volunteers.

Comment: 

	Items 8-14
	Job Specific Duties (use the ED’s job description to add specific duties below.
These duties noted below are from a sample job description. Do not judge an ED on these duties if they are not in his/her job description.  

	8. Represent and market the Program

Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to professional representation and promotion of the organization with volunteers, the public, funding partners, city, state and federal officials and the business owners, landlords and residents of Downtown Wilmington. 

Comment:



	9. Implementation of the Workplan

Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to working in tandem with the Board of Directors, assist, develop, and implementation of the programs goals, objectives and strategies via an annual workplan based on the National Trust Main Street program methodology.

Comments:



	10. Administrative Management

Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory
	Refers to the overall aspects of record keeping, budget development and management, accounting, reports preparation, maintaining meeting minutes, records, books, collecting and submitting quarterly reports on downtown job/business growth and monetary reinvestments; and motivation and supervision of volunteers, interns and/or consultants.   

Comment:


	11. Volunteer Management
Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory
	Refers to effectiveness of working with volunteers on the board and committees where annual workplans are developed and implemented. Consider attendance at committee meetings, role as a liaison between the committees, Board, stakeholders, media outlets, and ensuring that all actions and goals are synchronized. 
Comments:



	12. Develop Resources
Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory
	Refers to success working with the Board of Directors to research and develop fundraising activities for the program, including identification of funding from all possible sources, both public and private, for program operation and projects of the committees. Refers also to grant writing attempts, sponsorships development and succeses
Comments: 


	13. Business Relations
Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to identification of “merchants at risk” and securing business assistance to assist with an assure business retention, in conjunction with the board of directors, economic vitality committee and other economic development partners in the community. Consider time spent on the street learning about the needs of business owners and developing plans and directing them to resources, to assist.
Comments:



	14. Promoting Appropriate Design
Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to outreach and education of property and business owners on appropriate design standards and developing a network of consultants to guide implementation of improvement projects, including historians, architects and contractors.  Consider tools developed, such as grant and loan programs to encourage property improvements. Management of those programs. 
Comments: 



	15. Marketing and Promotion
Exceptional

Exceeds Expectations

Meets Expectations 
Needs to Improve

Unsatisfactory


	Refers to effectiveness in coordination and enhancement of special events, business promotions, and marketing strategies for downtown to maximize downtown image and retail and business opportunities. Consider extent of participation of businesses in events, refinement of events to attain measured outcomes. 
Comments:

	 Overall Performance
Exceptional

Exceeds Expectations 
Meets Expectations

Needs to Improve

Unsatisfactory 
	Refers to the manner in which he or she carries out the responsibilities and duties assigned. Consider all factors appraised above as they apply to his or her job. Include any others you feel should be considered. Rate only on the basis of performance observed. 

Comment:  


	Professional goals for the next year
	In addition to attendance at the National Main Street Conference, ________
___________________________


	Salary Considerations
	Your salary will increase by ____%, effective as of the employee’s anniversary date of hire. This will increase your salary to $___________. 


__________________________________


______________________
Reviewer:




Date
Employee Comment:

Encourage the ED to provide feedback on the support of the board, committees and volunteers.  What do they see as their goals in the coming year for themselves, the board and the organization. 
________________________________      

_______________________                                                                                                                           
Employee Signature
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