Company X
Employee Performance Review

Employee Name: _________________________________________ Department #: _______________________

Position Title: ___________________________________________

Hire Date: _______________________ Review Period from: ___________________ to ____________________

Reviewing Supervisor: ________________________________________ Date: ____________________________

This review is designed to evaluate: 1) employee performance in relation to company goals and employee success factors; and 2) establish the coaching and training support needed to achieve short and long-term career goals.

 

PART I: KEY ACHIEVEMENTS SINCE LAST PERFORMANCE REVIEW

	  

Outcome (Goal):

 
	 

	  

Description:

 
	 

	  

Initiative Supported:

 
	 

	  

Results:

 
	 


 

	  

Outcome (Goal):

 
	 

	  

Description:

 
	 

	  

Initiative Supported:

 
	 

	  

Results:

 
	 


 

	  

Outcome (Goal):

 
	 

	  

Description:

 
	 

	  

Initiative Supported:

 
	 

	  

Results:

 
	 


 

PART II. EMPLOYEE SUCCESS FACTORS

Rate the employee based on demonstrated performance for each success factor. The importance level may vary based on job requirements. Provide detailed comments where applicable.

 

Initiative 

______ Takes personal responsibility for changing ineffective or unnecessary methods and develop or implement needed improvements without waiting for directions.

______ Goes beyond what is requested by others or what is required by the job.

______ Anticipates and acts to remove obstacles that are likely to affect their work or the work of others.

______ Challenges and encourages yourself and others to be creative and innovative.

______ Uses unconventional approaches to solve problems where standard ones do not work.

______ Other __________________________________________________

 

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Business Understanding

______ Understands how their work and that of the work group support the company goals.

______ Consistently acts in a way that reinforces the work group’s goals and priorities.

______ Recognizes the big picture when addressing details of a specific situation.

______ Takes personal responsibility for the performance of one’s own group.

______ Other __________________________________________________

 

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Commitment to Teamwork (Building Agreement)

______ Considers the impact his/her work may have on his/her team, department, Company X and customers.

______ Keeps team members properly informed.

______ Solicits input from others.

______ Deals effectively with conflict; resolves differences through collaboration.

______ Develops/maintains cooperative working relationships within and across functions.

______ Provides training and support to the team when needed.

______ Recognizes and respects the diverse ideas, perspectives and values of others.

______ Shares and seeks information, ideas, solutions and resources with others.

______ Supports and encourages others, especially in difficult or high-pressure situations.

______ Other __________________________________________________

 

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Accountability/Quality of Work

______ Readily accepts responsibility for his/her own actions.

______ Makes and keeps commitments.

______ Takes pride of ownership in quality of work.

______ Performs job functions in the best interest of the customer (internal/external).

______ Modifies work processes/behavior to improve quality as needed.

______ Actively seeks feedback from internal and external customers to improve his/her work quality.

______ Helps to build clear performance agreements with supervisors and coworkers.

______ Organizes tasks and responsibilities in order to achieve the highest productivity.

______ Sets priorities with the right sense of urgency and importance.

______ Holds oneself accountable for performance.

______ Plans and schedules work flow to accomplish task more efficiently.

______ Find simpler, faster or less costly ways to produce results with the required level of quality.

______ Completely and correctly documents information as required by the situation.

______ Other __________________________________________________

 

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Customer Focus 

______ Communicates regularly with the customer (internal/external) to anticipate needs and wants rather than reacting to them.

______ Actively seeks facts to understand and solve problems.

______ Remains composed and objective in dealing with stressful situations.

______ Listens carefully to customers and understands their needs.

______ Interacts in an effective and positive manner with customers.

______ Ensures that commitments to customer are met.

______ Considers consequences to the customer before taking action.

______ Other __________________________________________________

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Innovation/Creativity

______ Risks failure and learns by mistakes by attempting non-traditional approaches to traditional problems.

______ Has a "can do" rather than "won’t work" attitude.

______ Presents solutions, not just problems.

______ Questions and challenges status quo with improvements in mind.

______ Is receptive to change.

______ Demonstrates resourcefulness when encountering obstacles.

______ Other __________________________________________________

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Job Knowledge

______ Understands the requirements of the job.

______ Demonstrates appropriate job knowledge and skill commensurable to length of service.

______ Stays current with industry or area of expertise developments.

______ Applies knowledge and skills to increase productivity.

______ Demonstrates resourcefulness in seeking information to better support their position.

______ Willingly shares knowledge by contributing comprehensive and accurate in areas of own expertise. 

______ Takes responsibility for continuously developing their own knowledge, skills and abilities to remain proficient in an environment of changing technology, business and communications requirements.

______ Takes time to teach or train others and provide guidance or constructive suggestions. 

______ Solicits feedback and suggestions from others for self-improvement and incorporates lessons learned into their work activities.

______ Other __________________________________________________

 

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Communications

______ Speaks and writes clearly, concisely and directly.

______ Listens attentively and responds with empathy toward others.

______ Tailors communications to the audience.

______ Gives and accepts input and suggestions.

______ Practices two-way communication.

______ Actively listens to assure clear understanding of other perspectives, concerns and needs.

______ Communicates to establish mutual expectations.

______ Other __________________________________________________

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

Judgment and Problem Solving Skills, Reasoning Ability

______ Develops and suggests relevant alternatives in decision making.

______ Shows timeliness in recommending a solution.

______ Effectively prioritizes their own time and workload.

______ Considers Corporate/Department goals in his/her decision making.

______ Willing to make decisions independently.

______ Proactively analyzes tasks to avoid emergency situations.

______ Defines problems, collects data, establishes facts and draws valid conclusions.

______ Interprets an extensive variety or technical instructions in mathematical or diagram form.

______ Deals with several abstract variable and concrete variables.

Other __________________________________________________

 

	 
	 
	 
	 
	 
	 

	Needs
	Meets
	Exceeds
	Position Priority Level

Priority Level

	Strengthening
	Expectations
	Expectations
	Low
	Medium
	High

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Comments: 

 

 

 

 

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

PART III: DEVELOPMENT PLAN (Employees short- and long-term career goals)

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

 

PART IV: PERFORMANCE ACTION PLAN

Objective 1

	  

What:
	 

	  

How:
	 

	  

By When:
	 

	  

Initiative Supported:
	 


 

Objective 2

	  

What:
	 

	  

How:
	 

	  

By When:
	 

	  

Initiative Supported:
	 


 

Objective 3

	  

What:
	 

	  

How:
	 

	  

By When:
	 

	  

Initiative Supported:
	 


 

Objective 4

	  

What:
	 

	  

How:
	 

	  

By When:
	 

	  

Initiative Supported:
	 


 

 

Supervisor’s Summary Comments:

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

 

PART V: SELF-EVALUATION AND OTHER FEEDBACK (Attach if applicable)

The Self-Evaluation form is designed to provide each employee the opportunity to rate themselves according to Company X ’s success factors. Other feedback may requested by peers and other co-workers as the position under evaluation dictates.

 

PART VI: EMPLOYEE REVIEW OF THIS PLAN

________ I have read and discussed the contents of this plan with my supervisor. 

________ I am not in total agreement with all plan aspects and would like to make the following comments. (Employee to attach written comments)

 

Employee (Signature/Title/Date): _________________________________________________________________

Supervisor (Signature/Title/Date): _________________________________________________________________

Management Review (Signature/Title/Date): ________________________________________________________

 

