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Department of Hotel Management
Faculty of Tourism and Hotel Management

Yarmouk University

Field supervisor evaluation form

Important Instructions:

This is an official appraisal report that will be used by the Department of Hotel Management in

determining the grade of this student in his / her field of study.

endorsed.

Please check (x) in the grade rating that best describes the student’s performance.

This form should be carefully completed by the authorized manager/ supervisor, signed and

in case of any need for further information or any inquiry, please don't hesitate to contact Head of

Hotel Management Department directly.

Grading Scale Description:

5 | outstanding superior performance that exceeds job requirements

4 | very good necessary performance that meets, and in many instances, exceeds job requirements
3 | good necessary performance that generally meets all job requirements

2 | fair performance that meets minimum requirements for the job

1 | unsatisfactory | performance that mismatch job requirements and is below acceptable company

standards
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Name Of Hospitality Institution:

Location:

Supervisor’s Name:

Title: Department:

Contact Telephone: Mobile: E-Mail

Student Name:

Training Position: Department: Hotel Management
Training Period From / /202  Till /

Total Hours Worked:

Absenteeism& leaves: No. of days

No. of Hours

1- Punctuality & Attendance

grading scale

Attends shifts on time

Leaves shifts on time

Attends meetings on time

Flexible to changes in shift schedules

Enjoys the minimum leaves and absence

2- Initiative & Motivation

grading scale

Eager to improve own performance

Eager to learn new tasks & duties

Willing to acquaint new skills

Do not expect continuous supervision and monitoring

Tackles difficult jobs
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3- Personal Attitude

grading scale

Even-tempered

Self-confident

Friendly

Maintains good relations with peers

Maintains good relations with superiors

Service oriented

4- Responsibility & Accountability

grading scale

Entirely able to carry on assignments

Completes all obligatory tasks & duties

Assumes personal accountability for his/her actions

Possesses strong sense of duty towards his/her job and company

5-Job knowledge

grading scale

Job’s theory background & knowledge

Job’s practical background & knowledge

Equipment & supplies knowledge

Ability tom apply learnt skills

6- Performance

grading scale

Consistent in his production during all shift hours

Enthusiastic to accept assigned duties

Possesses the ability to improve output of work

7- Adaptability

grading scale
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Strictly follows company’s policy

Adjusts rapidly to new situations

Learns new tasks and assignments quickly

Abides by rules and obeys orders

Service oriented

8- Cooperation

grading scale

Offers help to peers whenever necessary

Conveys general interest in work

Keeps management well informed

Accepts constructive criticism

9- Creativity

grading scale

Thinks positively

Suggests new ideas

Helps in improving work quality

Ambitious for better results

10- Communication Skills

grading scale

Ability to listen carefully to fellow staff and managers

Ability to express himself/ herself in foreign languages

Mastering the foreign language in writing

Effective interaction with superiors and peers

Able to effectively communicate with clients

Mastering harmony between verbal and nonverbal communication.

11- Leadership Potential

grading scale

|Page21




Conveys a clear vision of what he is doing

Strongly believes in his assigned job

Enhances trust based relationships with peers and managers

Possesses personal qualities to lead positively by example

Director of Learning and Development Notes:

Appraisal accomplished by: Authorized by:
title: Title: Hotel Training Supervisor
Signature: Signature:

Company'’s official stamp
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