MCI Hospital
CONFIDENTIAL Self Evaluation
NAME:  Jane Doe

TITLE:  Medical Records Clerk                                                                    
HIRE DATE: Feb 1, 2010

REVIEW DATE:  present day
LAST REVIEW:  never
RESPONSIBILITIES: 
· Assemble medical records

· Locates, signs out and delivers medical records

· Enter medical records information accurately into the computer system

· Charts documentation accurately within the medical record

EMPLOYEE SELF EVALUATION:  
1.
List goals achieved since last review:                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

Not applicable     
2.
How have you done in the following areas?
Customer Service:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

Excellent     
New Responsibilities:                                                                                                                                                                                                                                                                                                                 
· Cross-trained new employee
· Learned a new phone system

Professional Development/In-Service Training:                                                                                                                                                                                                                                                                                                                                                                                                                                                     

Not applicable     
Suggestions/Improvements in Productivity:                                                                                                                                                                                                                                                                                                                                                                                                                                                          

Needs to hire more staff     
3.
Areas you find are your strengths for this position:                                                                                                                                                                                                                                                                                                                                                                                                                                              
· Organization

· Typing speed of 105 wpm

· Knowledgeable in Microsoft Office 

4.
Areas for improvement:                                                                                                                                                                                                                                                                                                               

none     
5.
List goals you have set for you/your department in the next twelve months:

Customer Service:                                                                                                                                                                                                                                                                                                                      

     
New Responsibilities:                                                                                                                                                                                                                                                                                                                  

Learn the new phone system      
Professional Development/In-Service Training:                                                                                                                                                                                                                                                                         

n/a     
Suggestions/Improvements in Productivity:                                                                                                                                                                                                                                                                           


     

     
