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	Employee’s Name and ID:

	Job Title:

	Department:
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	5  Outstanding:
	Performance is exceptional.
	5
	4
	3
	2
	1
	N/A

	4  Very satisfactory:
	Performance exceeds expectations.
	
	
	
	
	
	

	3  Satisfactory:
	Performance meets expectations.
	
	
	
	
	
	

	2  Unsatisfactory:
	Performance is below expectations.
	
	
	
	
	
	

	1  Poor:
	Performance is very unsatisfactory.
	
	
	
	
	
	

	N/A  New or Not Applicable:
	Employee has not been in position long enough and will be reviewed at a later agreed upon date.
	
	
	
	
	
	

	1. Possesses skills and proficiency to perform the job
Brief explanation: 
	 
	 
	 
	 
	 
	 

	2. Skill at planning, organizing and prioritizing workload
Brief explanation:
	 
	 
	 
	 
	 
	 

	3. Demonstrates responsibility and accountability for assigned tasks 
Brief explanation:
	 
	 
	 
	 
	 
	 

	4. Proficiency at improving work methods and procedures 
Brief explanation:
	 
	 
	 
	 
	 
	 

	5. Communicates effectively 
Brief explanation:
	 
	 
	 
	 
	 
	 

	6. Ability to work independently
Brief explanation:
	 
	 
	 
	 
	 
	 

	7. Ability to work in a team or a project
Brief explanation: 
	 
	 
	 
	 
	 
	 

	8. Take on additional responsibilities and roles
Brief explanation: 
	
	
	
	
	
	

	9. Reliability (attendance, punctuality, meeting deadlines)
Brief explanation: 
	
	
	
	
	
	

	10. Problem solving and decision-making skills
Brief explanation: 
	
	
	
	
	
	

	Additional comments



 Reviewer name/ signature:                                                      Employee name/ signature:                


Template downloaded from LeaveBoard.com                                                       
image1.png
YOUR LOGO
HERE





