ADMINISTRATIVE ASSESSMENT


STEP 1.  DEVELOP A MISSION STATEMENT

QUESTIONS TO ANSWER
	
· Who are we? __________________________________________________________________________ _____________________________________________________________________________________

· What do we do?  _______________________________________________________________________ _____________________________________________________________________________________

· Why do we do it?  ______________________________________________________________________ _____________________________________________________________________________________

· For whom do we do it?  __________________________________________________________________ _____________________________________________________________________________________


FORMULA: The mission of <the name of your unit> is to <your primary purpose(s)> by providing <your primary functions or activities> to <your stakeholders>. 

MISSION STATEMENT:  ____________________________________________________________ ________________________________________________________________________________________________________________________________________________________________



NOTES:












STEP 2.  DEVELOP GOALS

Guiding Questions:

· Who are your clients, collaborators or stakeholders?  ____________________________________________________________________________________________________________________________________________________________________

· What would you like your clients, collaborators and or stakeholders to experience, receive or understand as a result of the work your unit does at Mason?  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· What impact you would like for your functions, processes and services to have on those you serve or work with?  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· How can you strengthen and improve critical functions, services, and or processes that impact client and or stakeholder satisfaction?  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________










UNIT GOALS

1. ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

CHECKLIST
	Grounded in the mission of the unit
	Broad and general 
	Reflects aspirations for long-term, positive change
	Focuses on strengthening and improving critical functions, services and processes
	Reflect the most important/urgent priorities of the unit for the next 3-5 years





STEP 3.  DEFINE S.M.A.R.T. OBJECTIVES

GOAL 1:  ________________________________________________________________________ ________________________________________________________________________________

1. ___________________________________________________________________________________________________________________________________________________________________________________
2. ____________________________________________________________________________________________________________________________________________________________________________________
3. ____________________________________________________________________________________________________________________________________________________________________________________

GOAL 2:  ________________________________________________________________________ ________________________________________________________________________________

1. ___________________________________________________________________________________________________________________________________________________________________________________
2. ____________________________________________________________________________________________________________________________________________________________________________________
3. ____________________________________________________________________________________________________________________________________________________________________________________

GOAL 3:  ________________________________________________________________________ ________________________________________________________________________________

1. ___________________________________________________________________________________________________________________________________________________________________________________
2. ____________________________________________________________________________________________________________________________________________________________________________________
3. ____________________________________________________________________________________________________________________________________________________________________________________


GOAL 4:  ________________________________________________________________________ ________________________________________________________________________________
1. ___________________________________________________________________________________________________________________________________________________________________________________
2. ____________________________________________________________________________________________________________________________________________________________________________________
3. ____________________________________________________________________________________________________________________________________________________________________________________


GOAL 5:  ________________________________________________________________________ ________________________________________________________________________________
1. ___________________________________________________________________________________________________________________________________________________________________________________
2. ____________________________________________________________________________________________________________________________________________________________________________________
3. ____________________________________________________________________________________________________________________________________________________________________________________



















ASSESSMENT PLAN WORKSHEET

STEP 1. MISSION

_____________________________________________________________________________________________
STEP 2. GOAL

_____________________________________________________________________________________________
STEP 3. OBJECTIVES

1. __________________________________________________________________________________________
2. __________________________________________________________________________________________
3. __________________________________________________________________________________________

STEP 4. MEASURES & METHODS (When, where, how and who will be involved)
OBJ 1:
__________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________
OBJ 2:
__________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________
OBJ 3:
__________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________



ADMINISTRATIVE ASSESSMENT REPORTING TEMPLATE
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EXAMPLE ADMINISTRATIVE ASSESSMENT REPORT
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Mission/Purpose

The Mission of
the Career
Services Center is
to help the
students and
recent graduates
of XYZ University
identify and fulfill
their career goals.

Goals Objectives Methods & Measures Results & Analysis Improvement Plans
Although 83% of the resumes
. reviewed from students who
536 resumes were submitted for )
] . attended a workshop received a 4 or
review by students in AY 16-17, 316 of
better, the CC staff concluded that
those from students who attended a .
. students need additional support to
) resume writing workshop. Of those .
Using a locally . i produce more effective resumes. In
80% of students who 316, 50 resumes received a quality . )
developed resume the upcoming academic year, CC staff
attend a resume ) ) score of 5 (16%), 212 scored 4 (67%) ) ) )
. . quality rubric (see ) ) will (1) provide students with a
workshop will receive an and 54 received a 3 (17%). The quality . ) i
attached), the CC staff o ) checklist to help them identify and
average score of 4 (scale ) indicators missed by students most .
will analyze resumes el . address deficiencies, (2) Make
of 1to5) on aresume ) often were "Skills are proven in the ) ) T
) ) submitted for employer " " available multiple disciplinary
quality rubric. resume" (58%) and "Key .
referral. . ) ) specific examples of excellent
accomplishments included and tailored . . .
. . resumes, and (3) Initiate discussions
to job title/description" (64%). Results .
] to develop an online resume
in aggregate attached. These results .
oo L submission system to allow for
indicated that we met our objective. ] . .
multiple revisions and more timely
visiting the Of the 100 recruiters invited to take the
Career Center survey 89 completed the survey. On
will produce , average, recruiters rated the quality of These results mirror the areas
quality Employment recruiters . . .
will rate student A resume quality survey student resumes at 3.0 and two identified in the assessment of
resumes. . developed by CC staff | indicators were consistently below an student resumes conducted by CC
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score of 3.25 (out of 4) or . o . - I .
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be consistently below an . . e el . .
average of 3.0 2017. to job title/description" and "Skills are the previously described
& e proven in the resume". The results improvement plans.
indicate that this objective was not
met.
A student satisfaction Of the 316 students that took a resume Though the objective was met,
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) met, but barely so. instead of quality.
instrument.
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relevant
activities and
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obtaining ) i ) )
career
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Mission/Purpose Goals Objectives Methods & Measures

80% of students who 

attend a resume 

workshop will receive an 

average score of 4 (scale 

of 1 to 5) on a resume 

quality rubric. 

Using a locally 

developed resume 

quality rubric (see 

attached), the CC staff 

will analyze resumes 

submitted for employer 

referral.

Employment recruiters 

will rate student 

resumes with an average 

score of 3.25 (out of 4) or 

higher.  No indicator will 

be consistently below an 

average of 3.0.

A resume quality survey 

developed by CC staff 

(see attached) was 

administered to 100 

recruiters in spring 

2017.  

90% of students will 

report being "Satisfied" 

or "Very Satisfied" with 

the quality of their 

resumes.

A student satisfaction 

survey was 

administered following 

resume writing 

workshops in fall 2016 

and spring 2017.  See 

attached survey 

instrument.

- -

- -

- -

- -

- -

- -

-

Provide 

students 

engaging and 

relevant 

activities and 

workshops 

aimed toward 

obtaining 

career 

readiness.

- -

- -

- -

Results & Analysis Improvement Plans

The Mission of 

the Career 

Services Center is 

to help the 

students and 

recent graduates 

of XYZ University 

identify and fulfill 

their career goals.

Students 

visiting the 

Career Center 

will produce 

quality 

resumes.

536 resumes were submitted for 

review by students in AY 16-17, 316 of 

those from students who attended a 

resume writing workshop. Of those 

316, 50 resumes received a quality 

score of 5 (16%), 212 scored 4 (67%) 

and 54 received a 3 (17%). The quality 

indicators missed by students most 

often were "Skills are proven in the 

resume" (58%) and "Key 

accomplishments included and tailored 

to job title/description" (64%).  Results 

in aggregate attached. These results 

indicated that we met our objective.

Although 83% of the resumes 

reviewed from students who 

attended a workshop received  a 4 or 

better, the CC staff concluded that 

students need additional support to 

produce more effective resumes.  In 

the upcoming academic year, CC staff 

will (1) provide students with a 

checklist to help them identify and 

address deficiencies, (2) Make 

available multiple disciplinary 

specific examples of excellent 

resumes, and (3) Initiate discussions 

to develop an online resume 

submission system to allow for 

multiple revisions and more timely 

feedback.

Of the 100 recruiters invited to take the 

survey 89 completed the survey.  On 

average, recruiters rated the quality of 

student resumes at 3.0 and two 

indicators were consistently below an 

average of 3.0. Recruiters noted two 

areas that need attention, "Key 

accomplishments included and tailored 

to job title/description" and "Skills are 

proven in the resume". The results 

indicate that this objective was not 

met.

These results mirror the areas 

identified in the assessment of 

student resumes conducted by CC 

staff in AY 2016-2017.  This survey 

will be administered again in spring 

& fall 2018 after implementation of 

the previously described 

improvement plans.

Of the 316 students that took a resume 

writing workshop, 251 completed the 

survey. 226 students (90%) reported 

being Satisfied" or "Very Satisfied" 

with the quality of their resumes. The 

results indicate that this objective was 

met, but barely so.

Though the objective was met, 

surveying students about perceived 

quality may not be the best approach.  

CC staff is considering revising the 

instrument to focus on improvement 

as a result of services received 

instead of quality.

Enhance 

career 

opportunities 

available to 

students.

- -

- -

-


