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  Unsatisfactory Weak Average Good Exceptional

1.	 Recognize	the	importance	of	human
	 resources	and	the	role	they	play	in	the
	 success	of	your	business.	 1	 2	 3	 4	 5

2.	 Delegate	authority	to	others.	 1	 2	 3	 4	 5

3.	 Use	specific	standards	and	procedures	in
	 hiring	employees.	 1	 2	 3	 4	 5

4.	 Define	specific	duties	for	each	employee.	 1	 2	 3	 4	 5

5.	 Train	others	to	carry	out	specific	duties.	 1	 2	 3	 4	 5

6.	 Help	others	develop	their	skills	and	abilities.	 1	 2	 3	 4	 5

7.	 Design	a	fair	compensation	package,	including
	 benefits,	incentives,	etc.	 1	 2	 3	 4	 5

8.	 Define	and	communicate	to	employees	how
	 they	will	be	evaluated.	 1	 2	 3	 4	 5

9.	 Conduct	formal	performance	appraisals	based
	 on	previously	determined	performance	criteria.	 1	 2	 3	 4	 5

10.	Supervise,	discipline,	and	terminate	employees.	 1	 2	 3	 4	 5

Personnel	management	skills	are	essential	for	
the	long-term	success	of	your	business.		Firms	
that	possess	human	resources	with	exceptional	

skills	have	a	long-term	focus	and	are	more	likely	to	
use	their	skills	to	take	advantage	of	emerging	op-
portunities.

How	would	your	rate	your	personnel	management	
skills?		Personnel	management	helps	you	focus	on	
hiring,	training,	supervising,	evaluating,	terminating,	
and	motivating	employees.		Use	the	questions	below	
to	assess	your	personnel	management	skills.
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. . . and justice for all            
The U.S. Department of Agriculture (USDA) prohibits discrimination 
in all its programs and activities on the basis of race, color, national 
origin, gender, religion, age, disability, political beliefs, sexual orienta-
tion, and marital or family status. (Not all prohibited bases apply to 
all programs.) Many materials can be made available in alternative 
formats for ADA clients. To file a complaint of discrimination, write 
USDA, Office of Civil Rights, Room 326-W, Whitten Building, 14th and 
Independence Avenue, SW, Washington, DC 20250-9410 or call 202-
720-5964.

Issued in furtherance of Cooperative Extension work, Acts of May 8 
and June 30, 1914, in cooperation with the U.S. Department of Agricul-
ture. Jack M. Payne, director, Cooperative Extension Service, Iowa State 
University of Science and Technology, Ames, Iowa.


