Employee Performance Review

Employee First: Last:
Department:

Position:

Date Hired: Time In Position:

Sick Days Since Last Reviewed: Last Reviewed:

Rating Supervisor:

Employee's Job Description

To provide customer service and technical support to registered users of
Deneba Software products via mail or telephone. This includes processing
upgrades, master disk updates, troubleshooting and providing solutions to

technical problems.

Objectives This Quarter

Rating Scale

Consistently Performance Performance Performance Performance
outstanding well  beyond fully meets job does not fully far below
performance. normal  job requirements. meet job minimum
requirements. requirements requirements

and needs and  requires

improvement. immediate

improvement.




Job Knowledge & Skills

1

Comments:

2

3

4

5

Needs better understanding

Proficient and versatile in all Satisfies all routine job ) -
routine and unusual aspects requirements. Operates of job requlrem‘er.lts. Needs
of the job. A resource to under own direction. m01.“e supervision than
others. Improves own Accepts  supervision and prlcal‘ Usually resists
performance.  Sees overall training opportunities. 1mproverr.1e.nt suggestlons or
picture. opportunities to improve.
Communication & Cooperation
Surpasses requirement for Written and oral Communicates unpredictably;
written and oral skills. communication skills poor  organization  and
Listens well, communicates satisfactory for job; achieves delivery often causes
clearly. Cooperative and effective results. Helpful confusion & misunderstand-
tackful, expert at resolving with others in unusual job ings. Tackless, disruptive
sticky situations.  Protects situations. Protects toward commun-ication
confidentiality. confidential material. .
efforts of others. Divulges
canfidential information

Comments:

Attendance & Punctuality

1

2

3

4

5

Always on time. Generally
early for work, meetings and
appointments. Absent only
for emergencies or scheduled
vacations.

Generally present and on
time for work, meetings and
appointments. Late or absent
with in company guidelines.
Shows respect for the
economic value of time.

Frequently late for work,

meetings, appointments or
returning rom lunch.
Excessive ~ absence  and

personal use of telephone.
Attempts to improve are
usually short lived.
Unconcerned about
punctuality or attendance.

Comments:




Dependability

1

3

4

5

Delivers tasks and projects
ahead of schedule. Operates
with much less supervision
than normal for the job. Can
be counted on no matter
what.

Meets deadlines with little
reminding. Solves problems

and delivers assignments
consistent with job
requirements. Concerned

with promptness; usually on
schedule.

Requires constant
supervision. Avoids
responsibility.  Often late,
incomplete, inaccurate.
Blames others for
nonperformance.

Comments:

Dealing With Stress & Change

1

2

3

4

5

Comments:

Is ﬁt bestf ‘I’V}f‘en ‘}/lvorkjng Usually effective under Easily disrupted by pressure
Z\cz)lrtldii’icgfss u ,R?::z SC ?élg}frﬁ% pressure, gets the important or change, becomes hostile
occasion. contributes freely. tasks done, keeps control ?(I)lielsdséségﬂgé d[{)nrgigrolnse“(l)i
Calms and inspires others. over most routine urgent situationZ. oses
Keeps control over routine responsibilities. Accepts control over routine
matters  during extreme change and adjusts well to responsibilities; complains to
situations. most situations. others.
Receptiveness
Welcomes suggestions, Capable of accepting ideas Seldom open to ideas outside

request and directions from from others. Considers of self. Defensive about

others. A good listener and feedback as an opportunity listening to or accepting

has a high tolerance for to learn and improve. ideas of others. Rejects most

difference in others. Listens well and considers suggestions  automatically.
ideas from different Seen as unapproachable.
perspectives.

Comments:




Over All Performance

1 2 3 4 5

Comments:

Employee Acknowledgment of Review

I have reviewed all sections of this performance review with my
supervisor and I have been advised of my performance status.
My observations and comments about it are:

Employee: Date:

Supervisor: Date:
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