WildCard Investigations, Inc. 


Investigator Annual Job Performance Evaluation

CC: Personnel File


Employee Name:     
  Position Title:        Date of Evaluation:     
Period Covering: (From)      (To)            
 Reviewer:         

EVALUATE AND DESCRIBE PERFORMANCE AND ACCOMPLISHMENTS USING

THE FOLLOWING PERFORMANCE GROUPINGS:

The comments area for each should be used for expansion, explanation, and description of strengths and/or problem areas for each grouping. Specific improvement actions, however, should be described in section VII. Select the appropriate term below to describe performance for each category and enter the appropriate rating number. Enter “NA” where the category does not apply to this position.


Consistently, over time, performs all duties in an exceptional manner;


EXCEPTIONAL
significantly exceeds expectations with exceptional quality, quantity and

timeliness of work; significantly exceeds all objectives, always achieves



5
exceptional results well beyond those expected of the position. Note - usage of

this category is highly limited.


Consistently exceeds the normal expectations for the position; exceeds expected

     EXCEEDS
criteria for quality, quantity and timeliness of work; consistently exceeds goals

and objectives; achieves results beyond those expected for the position.
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Consistently performs all duties of the position in a fully capable manner;

        MEETS
meets all expected criteria for quality, quantity and timeliness of work,

including meeting goals and objectives.
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Performs many duties in a capable manner; meets some goals and objectives,

    MARGINAL
but requires improvement in quality, quantity and timeliness of work to achieve

overall satisfactory performance; may require more supervision than expected


2
for assignment. Could be the performance level of those new to a position.


Unacceptable performance suggesting lack of willingness and/or ability to
          UNSATISFACTORY
perform the requirements of the position. Separation or reassignment is

indicated unless performance improves significantly. Requires excessive



1
supervision.

1. 
JOB KNOWLEDGE

     
Keeps Current on Professional Knowledge and Technical Skills Through Continuing Education Courses, Industry Seminar/Tradeshow Attendance, and/or Membership in Industry-Related Organizations.

     
Effectively Utilizes Available Resources, Including Internet, to Complete Assignments.

     
Effectively Interprets, Implements, and Meets Case Objectives as Assigned.

     
Effectively Utilizes Appropriate Investigative Techniques/Procedures to Complete Surveillance

Assignments.

     
Effectively Utilizes Appropriate Investigative Techniques/Procedures to Complete Background Checks.

     
Effectively Utilizes Appropriate Investigative Techniques/Procedures to Complete Activity Checks.

     
Effectively Utilizes Appropriate Investigative Techniques/Procedures to Complete Locates.

     
Effectively Utilizes Appropriate Investigative Techniques/Procedures to Complete Financial Asset

Checks.

     
Effectively Utilizes Appropriate Investigative Techniques/Procedures to Complete Recorded 

Statements.

Comments:     
2.
TECHNICAL APPLICATION
     
Maintains Videotape Success Rate of 50% or Above.  (Actual Video %     )
     
Video Documentation Submitted is Steady, Centered, and Focused on Subject.

     
Head to Toe Shot Maintained of Subject During all Videotaping.

     
Consistently Obtains ID Shot of Subject.

     
Consistently Ensures Time and Date Stamp is Correct and Present on All Video Documentation.

     
Correctly Labels All Video Documentation According to Established Procedures.

     
Consistently Completes Investigations According to Client’s Special Handling Instructions.

     
Ensures Proper Text Underlining in Submitted Reports to Correspond to Video Documentation.

Comments:     
3.          ORGANIZATION, PLANNING, AND INITIATIVE

     
Completes Assignments On or Before Assigned Deadlines.

     
Effectively Prioritizes Assignments to Avoid Crises.

     
Adequately Prepares For Each Assignment by Reviewing Case Information Prior to Initiating

Investigation Activities.

     
Maintains Case Files in an Orderly Manner and Submits With All Applicable Enclosures.

     
Completes Required Nightly Report Updates.

     
Initiates Activities/Recommends Follow-up as Necessary to Maintain Steady Work Pace and

Productivity.

     
Demonstrates Persistence and Resourcefulness in Achieving Assigned Objectives.

Comments:     
4.          ADAPTABILITY/DEPENDABILITY

     
Demonstrates Flexibility in Responding to Change.

     
Willingly Takes On New Responsibilities.

     
Effectively Handles Pressure and Stays Focused to Meet Objectives.

     
Demonstrates Availability, Punctuality, and Attentiveness for All Assignments/Training.

     
Accepts Direction and Supervision In a Positive Manner.

     
Maintains Effective Working Relationships With Co-Workers

     
Presents and weighs alternatives before making decisions and Consults Others When Appropriate.

     
Demonstrates responsiveness to requests from others.

Comments:     
5.          COMMUNICATION

     
Keeps Supervisor Advised of Problems, Ideas, and Decisions When Needed.

     
Presents Ideas Effectively and Listens to Others.

     
Written Documentation is Clear, Detailed and Accurate.

     
Effectively Communicates With Clients Verbally and Via E-Mail.

     
Ensures Confidentiality of All Information Obtained Through Investigations.

Comments:     
6. 
OVERALL PERFORMANCE RATING/MANAGEMENT SUMMARY


Total Points _______ / 37* = 

        Overall Performance Rating

*(use number of items rated)

7.          SUPERVISOR’S SUMMARY:     
8. 
FUTURE GOALS AND SUGGESTED IMPROVEMENTS

     
Approvals:

Direct Supervisor :_________________________________________________      Date:__________________

Vice President: ____________________________________________________     Date:__________________   

V.P. / Management Comments: ________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Human Resources:_________________________________________________
   Date:__________________

EMPLOYEE COMMENTS

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Employee Signature:________________________________________________     Date:__________________

*** Employee signature acknowledges receipt of review and does not necessarily indicate agreement ***
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