
 

Supervisor & Manager 
 

Communication 
Unacceptable (1) Meets Expectations (3) Far Exceeds Expectations (5) 

At times does not provide regular, 
consistent, or meaningful 
information to others; requires 
frequent prompting and follow-up. 

Provides regular, consistent, and 
meaningful information to others; 
ensures appropriate individuals are 
informed. 

Proactively gives regular, consistent, and 
meaningful communication throughout 
organization; ensures important matters are 
shared with all appropriate individuals. 

Does not listen carefully; seldom 
ensures message is understood. 

Listens carefully to others, asks 
questions for clarification, and 
ensures message is understood.  

Consistently listens to others with care and 
interest; asks questions for clarification and 
ensures the message is understood.  

Does not consistently communicate 
in a clear and concise manner; does 
not use proper grammar, 
pronunciation, or tone; is difficult to 
understand.  

Whether in person or remotely via 
email, Zoom, etc.: communicates in a 
clear and concise manner using 
appropriate grammar, pronunciation 
and tone; conveys message using 
appropriate method of 
communication.  

Consistently communicates in a clear and 
concise manner; utilizes proper grammar, 
pronunciation, and tone to enhance 
understanding; consistently conveys 
message using appropriate method of 
communication (email, phone, in person). 

Struggles with demonstrating 
professionalism through body 
language, including poor eye-
contact and improper posture.  

Demonstrates an ability to influence 
others by modeling appropriate body 
language and nonverbal 
communication, in person or remotely 
(using tools like Zoom, MS Teams, 
etc). 

Takes special care to always demonstrate 
professionalism by modeling appropriate 
body language and nonverbal 
communication. 

Does not tailor communication style 
to the needs of the audience; shows 
little appreciation for importance. 

Tailors communication style to the 
needs of each situation and audience. 

Consistently, in all cases, tailors 
communication style to the needs of the 
audience; often follows up to ensure 
message is understood. 

Seldom encourages direct reports 
to communicate consistently, clearly 
or professionally. 

Encourages direct reports to 
communicate consistently, clearly and 
professionally.  Leverages available 
technology to make communication easier 
and transparent (e.g., Zoom, MS-Teams, 
email, etc.) 

Teaches direct reports best practices in 
delivering consistent, clear and professional 
communication; provides coaching and 
guidance as needed. 


