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INFORMATION ANALYSIS & DESIGN



Performance Review

Review Date:


Previous Review Date:


Employee Name:


Supervisor / Manager:


To prepare for your review with your manager, complete the following in advance for discussing your performance.

Employee Self Review

Briefly describe your current job responsibilities:

1.
The 3 most important aspects of my job (overall objectives) are:

a.





b.





c.





2.
The accomplishments I am most proud of since my last review are:

a.





b.





c.





3.
The 3 most important lessons I have learned from on-the-job experiences (not study) are:

a.





b.





c.





4.
The aspects of my job I enjoy the most are:

a.





b.





c.





5.
The aspects of my job I enjoy the least are:

a.





b.





c.





6.
Changes in my work environment (such as peer relationships, procedures, tools or equipment) that might enable me to be more productive in my job are:

a.





b.





c.





7.
Changes in my skills or attitude that would enable me to be more productive are:

a.





b.





c.





8.
What I have done since my last performance review to prepare myself for more responsibility:

a.





b.





c.





Courses

a.



b.



c.



Seminars

a.



b.



c.



Reading

a.



b.



c.



On-the-job training

a.



b.



c.



Management / Professional Staff Feedback

Your team leader / manager appreciates honest feedback to help him/her enhance your work environment, be more effective, and support your career growth goals.

1.
Things your manager does or can do to keep you informed regarding company and/or departmental activities include:

a.





b.





c.





2.
What your manager does or can do to provide clear direction and expectations:

a.





b.





c.





3.
Things your manager does or can do to elicit feedback and incorporate your ideas:

a.





b.





c.





4.
Changes my manager could make concerning style, communication, or support that would enhance his / her effectiveness in assisting and inspiring me with my career success include:

a.





b.





c.





Supervisor’s / Manager’s Assessment of Employee

Please complete the following regarding the employee’s performance.

1.
The Job

The employee’s current primary job responsibilities are to:

a.







b.







c.







2.
Objectives

The main objectives over the past period were to:

a.







b.







c.







3.
Accomplishments

The actual results achieved were (Comment on the quality and quantity of work as well as expense management.):

a.







b.







c.







Rating Instructions

Use the following codes to indicate performance levels.

5. Exceptional - Constantly Superior Performance

Results have far exceeded job standards. Employees at this performance level have demonstrated complete job mastery and have achieved the highest standard of performance for mutually agreed upon objectives.

4. Highly Satisfactory - Performance Exceeds Requirements

Results have consistently exceeded job standards. Individuals rated at this level have made contributions significantly above what would be expected of the majority of the employees doing similar work.

3. Satisfactory

Results have met and, at times, exceeded job standards. This rating represents good solid performance and may cover a broad range of employees, including those who are close to consistently exceeding job standards.

2. Needs Improvement

Performance needs improvement and has not consistently met standards. Closer supervision is needed in comparison to that required by others performing similar functions in the organization.

1. Unsatisfactory

Results have consistently not met job standards. The employee has been counseled with regard to his / her performance and how that performance must be improved within a given time limit. Corrective action is required.

Employee Effectiveness

For each rated item show specific examples to support your assessment.

Employee
Manager

Rating
Rating





Analysis and Problem Solving - Understands and defines


problems clearly. Develops realistic solutions. Participates


constructively in team problem solving.





Judgment and Decision Making - Arrives at sound, timely


decisions after balanced consideration of facts, distinguishes


between practical and impractical solutions, maintains


confidentiality and demonstrates a high degree of integrity.





Technical Knowledge - Has thorough understanding of the job


and is able to apply this knowledge and skill in the performance


of the job.





Innovation and Resourcefulness - Introduces procedures to


improve control of quality of service. Finds innovative solutions


to problems.





Organization and Planning - Anticipates needs, forecasts


results, analyzes and arranges work processes, establishes


priorities and sets goals.





Control of Costs and Expenses - Is aware of expenses relative


to budget and works within budgetary constraints. Develops and


initiates cost saving procedures.





Courage - Willingness to accept and try new and perhaps


uncomfortable strategies and tactics in the interest of making


things happen as well as personal growth.





Oral Communication - Effectively and clearly expresses ideas


and information. Displays appropriate assertiveness. Courteously


deals with others in public.





Written Communication - Writes concise, easily read reports,


technical articles, correspondence, etc. Publishes attractively


formatted documents.





Leadership and Attitude - Maintains a positive attitude with


upper management as well as subordinates. Always maintains


professional demeanor on all levels. Serves as a positive role


model. Always presents a can-do spirit.





Volume - Produces expected quantity of assignments such as


number of projects, tasks, sales and so on. Completes


assignments on time. Achieves conclusive, measurable results.


Maintains control and pace of work regardless of pressure or


stress of working environment.





Quality - Completes high quality work according to


specifications. Thoroughly follows standards and procedures.


Keeps complete records. Pays attention to details. Has a strong


sense of quality and how to achieve it in everything you do.





Control and Follow-Up - Monitors the accomplishment of


prescribed goals and targets, provides timely and specific


feedback on progress toward goals.





Commitment - Demonstrates desire to support the success of the


team at the expenses of personal gain. Is willing to sacrifice


personal desires for success of the team. Makes a positive,


recognizable contribution to the company.





Overall Rating of Effectiveness


(Average of above items.)
Employee Comments:

a.





b.





c.





Reviewer Comments:

a.





b.





c.





Interpersonal Skills

For each rated item show specific examples to support your assessment.

Employee
Manager

Rating
Rating





Generous Listening - Listens for the contribution in each other's


speaking vs. your own assessments, opinions and judgments.


Gives others undivided attention.





Speaks Straight - Gets past "what is supposed to be said" and


speaks responsibly and honestly, in ways that forward the action.


Makes clear and direct requests.





Self-Improvement - Responds with constructive activities after


manager's counseling and feedback. Improves professional skills.


Participates in professional societies and/or seminars.





Being For Each Other - Key to a successful is being for each


other, much like we would be for a football team. This means


100% support for everyone in the company and the role they


play.





Honors Agreements and Commitments - Do what you say - 


others can depend on you. When agreements cannot be kept,


renegotiates ahead of time. When agreements are broken,


acknowledges and negotiates a way to satisfy all parties.





Acknowledgment and Appreciation - Employee is a source of


acknowledgment and appreciation for everyone in the company.


Gives, receives, and requests acknowledgment.





100% Responsibility - Employee is 100% accountable for role


in the company. This does not mean taking on too much (110%)


nor too little (90%).





Working With Others - Is sensitive to the needs and feelings of


others, develops rapport and trust, accepts inter-personal


differences, deals effectively with others regardless of level or


status and always demonstrates respect for others.





Overall Rating of Interpersonal Skills


(Average of above items.)
Employee Comments:

a.





b.





c.





Reviewer Comments:

a.





b.





c.





How Well Employee Leads and Manages People

For All Employees Who Supervise Others

Describe the manager’s performance in working with subordinate staff members. Using the provided list of managerial skills, comment specifically on the manager’s behavior and related results.

Employee
Manager

Rating
Rating





Provides Direction - Provides the appropriate amounts of


direction to individual staff members by engaging them in goal-


setting activities and/or discussions of performance standards.





Coaching - Provides ongoing informal performance feedback to


help the employee measure and shape his/her behavior; uses


performance goals and/or standards on the basis of coaching


employees for increased effectiveness.





Reviewing Others - Conducts in-depth, formal and informal


performance reviews in a timely manner; structures the


performance review discussion to involve the employee in a


dialogue.





Developing People - Structures assignments and provides


ongoing feedback about them to enable employees to manage


increasingly difficult work. Fosters leadership behavior in


subordinates. Discusses and plans for the employee's career


development needs.





Upward Communication - Actively encourages the open


sharing of information, opinions and ideas at all levels and


uses them when appropriate.





Manages Differences - Allows for different approaches in work


styles; takes active steps to identify and resolve conflicts. Deals


with differences as appropriate to foster a healthy work


environment.





Provides Recognition - Uses a broad base of diverse and timely


methods for acknowledging employee's performance.





Project Management - Gives effective technical direction to


project group. Evaluates the work group members according to


objective, clear criteria. Obtains cooperation and maximum effort


from group by communicating work standards and progress.


Coordinates team toward a common goal.





Team Relationships - Shares information or helps others when


necessary. Participates effectively in the work team by offering


ideas. Listens to others' suggestions before taking action.





Overall Rating of Employee Leadership Effectiveness


(Average of above items.)
Employee Comments:

a.





b.





c.





Reviewer Comments:

a.





b.





c.





Career Development

Manager's / Supervisor's Recommendations
to Address Strengths and Areas for Improvement

Summary of development areas to capitalize on strengths and target areas for improvement.

Identify and comment on the knowledge and skill areas that, with further development, would help the employee improve his / her current job and / or provide for further assignments. Include special work assignments, performance coaching and / or educational courses to be taken to increase the employee’s capabilities.

1.
Recommendations for career development to do before the next performance review to prepare for more responsibility are:

Courses:

a.



b.



c.



Seminars:

a.



b.



c.



Reading:

a.



b.



c.



On-the-Job Training:

a.



b.



c.



Employee Comments:

a.





b.





c.





Employee Employment Preferences

My specific career interests including job function and specialization are:

Reviewer Comments - Overall Rating:

a.





b.





c.





Overall Performance Rating:


Receipt of Performance Appraisal

Signature represents receipt of performance appraisal only. It does not necessarily indicate agreement.

Employee Name
Date

Manager / Supervisor
Date

Next Level Management
Date

Human Resources
Date

