
 

 

 

 

 

ANNUAL PERFOMANCE MANAGEMENT REVIEW 

Pa g e  1 o f 3 

Emplo ye e  Eva lua tio n 

 

 

Instruc tions 
 

 

Se c tion I | Use  the  ra ting s a nd  d e finitio ns b e lo w to  ra te  the  ind ivid ua l’ s a b ility to  d e mo nstra te  

the  b e ha vio rs tha t sup p o rt e a c h c o mp e te nc y.  Pro vid e  c o mme nts a nd  / o r e xa mp le s to  

suppo rt yo ur ra ting s.   De te rmine  a n o ve ra ll ra ting  fo r e a c h c o mpe te nc y b a se d  o n the  ra ting s 

fo r e a c h b e ha vio r. 

 

Outsta nding  (O) Se rve s a s a  mo d e l o f e xc e lle nc e  in the  c o mp e te nc y 

Exc e e ds Expe c ta tions 

(EE) 

Exhib its sig nific a nt stre ng th in the  c o mp e te nc y 

Me e ts Expe c ta tion (ME) Exhib its p ro fic ie nc y in a ll a sp e c ts o f the  c o mp e te nc y 

Ne e ds De ve lopme nt   

(ND) 

Exhib its limite d  p ro fic ie nc y in the  c o mp e te nc y   

Unsa tisfa c tory (U) Exhib its little  o r no  p ro fic ie nc y in the  c o mp e te nc y 

Not Applic a ble  (NA) The  b e ha vio r/ c o mp e te nc y is no t a p p lic a b le  

 

 

 

Se c tion II | Co mme nt o n the  ind ivid ua l’ s a b ility to  a c hie ve  jo b  re sp o nsib ilitie s a s we ll a s 

stre ng ths a nd  we a kne sse s.   Fo r ind ivid ua ls with sta ff ma na g e me nt re spo nsib ility, c o mple te  the  

Eva lua tio n o f Ma na g e me nt Skills se c tio n.  Afte r the  e va lua tio n me e ting , b o th the  ma na g e r 

a nd  the  ind ivid ua l sho uld  sig n a nd  d a te  the  fo rm a nd  se nd  a  c o py to  Huma n Re so urc e s. 

 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

ANNUAL PERFOMANCE MANAGEMENT REVIEW 

Pa g e  2 o f 3 

Emplo ye e  Eva lua tio n 

 

Se c tion I | Eva lua tion of Core  Compe te nc ie s 

Emplo ye e 's Na me :  Ma na g e r’ s Na me :

 

Core  Compe te nc ie s 

BEHAVIORS COMMENTS/ EXAMPLES RATING  

Compe te nc y: COMMUNICATE EFFECTIVELY 

Ac tive ly liste n to  o the rs, a sk c la rifying  q ue stio ns a nd  c he c k fo r 

und e rsta nd ing  

  

____ 

Co mmunic a te  c le a rly, c o nc ise ly a nd  o pe nly in b o th ve rb a l a nd  writte n 

fo rms 

  

____ 

Co mmunic a te  e ffe c tive ly a c ro ss o rg a niza tio na l le ve ls a nd  func tio ns, 

filte ring  me ssa g e s b a se d  o n wha t’s mo st imp o rta nt to  the  a ud ie nc e  (i.e ., 

a d a pt le ng th, style , la ng ua g e  a nd  ve hic le ) 

  

 

____ 

Pro a c tive ly sha re  kno wle d g e  a nd  e xp e rtise  with o the rs a c ro ss c o mp a ny   

____ 

Ove ra ll Compe te nc y Ra ting :      _________ 

Compe te nc y: DEMONSTRATE TEAMWORK 

Ac t with a n a ppro pria te  se nse  o f urg e nc y in re sp o nse  to  c o lle a g ue s’  

ne e ds a nd  re q ue sts 

  

_____ 

Ba la nc e  o wn p rio ritie s a g a inst tho se  o f the  te a m to  me e t re q uire me nts   

_____ 

Esta b lish a nd  ma inta in c o lla b o ra tive  wo rking  re la tio nship s with 

c o lle a g ue s in d iffe re nt lo c a tio ns a nd  func tio ns 

  

_____ 

Pro mo te  trust, p ro d uc tive  d e b a te , a nd  o p e n e xc ha ng e  o f id e a s a nd  

d ive rse  p e rsp e c tive s, a nd  d e mo nstra te  re sp e c t whe n d isa g re e ing  

  

_____ 

Ove ra ll Compe te nc y Ra ting :      _________ 

Compe te nc y: TAKE OWNERSHIP FOR RESULTS 

Do  wha t is ne c e ssa ry, within re a so n, to  e nsure  o b je c tive s a re  

a c c o mplishe d  

  

_____ 

Ensure  tha t p ro b le ms tha t c o me  to  his/ he r a tte ntio n a re  re so lve d , 

e sc a la ting  issue s, whe n a p p ro p ria te , to  p e o p le  who  c a n a c t o n the m 

  

_____ 

Be  a c c o unta b le  fo r me e ting  re q uire me nts, fulfilling  c o mmitme nts, a nd  

c o ntrib uting  to  the  te a m 

  

_____ 

Id e ntify wa ys to  imp ro ve  e xisting  p ro c e sse s to  g e t b e tte r re sults   

_____ 

Sho w p e rsiste nc e , fle xib ility a nd  re so urc e fulne ss in the  fa c e  o f o b sta c le s 

a nd  shifting  p rio ritie s 

  

_____ 

Ove ra ll Compe te nc y Ra ting :      _________ 

Compe te nc y: MAKE INFORMED DECISIONS 

Antic ip a te  a nd  p la n fo r o b sta c le s, c o nting e nc ie s a nd  e xte rna l fa c to rs 

tha t mig ht a ffe c t the  o utc o me  

  

_____ 

Co nsid e r o rg a niza tio na l stra te g y, c ro ss-func tio na l inte rd e p e nd e nc ie s 

a nd  lo ng e r-te rm imp lic a tio ns whe n ma king  d e c isio ns 

  

_____ 

Ga the r suffic ie nt d a ta  to  ma ke  time ly, fa c t-b a se d  d e c isio ns   

_____ 

Sup p o rt d e c isio ns tha t a re  in the  b e st inte re sts o f the  b usine ss, d e sp ite  

o wn pe rso na l re se rva tio ns 

  

_____ 

Asse ss o p tio ns, risks, a nd  the  b usine ss c o nte xt whe n ma king  c ritic a l 

d e c isio ns in c o mp le x situa tio ns 

  

_____ 

Se e k inp ut a nd  sup p o rt fo r d e c isio ns fro m p e o p le  mo st a ffe c te d  b y 

the m, a nd  b e  p re p a re d  to  a c t d e c isive ly in the  inte re st o f the  b usine ss 

  

_____ 

Ove ra ll Compe te nc y Ra ting :      _________ 
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Se c tion II | Job Pe rforma nc e : ((PPLLEEAA SSEE  RREEFFEERR  TTOO   TTHHEE  EEMMPPLLOO YYEEEE’’SS  JJOO BB  DDEESSCC RRIIPPTTIIOO NN,,   IIFF  AA VVAA IILLAA BBIILLEE,,   WWHHEENN  EEVVAA LLUUAA TTIINNGG   JJOO BB  PPEERRFFOO RRMMAA NNCC EE)) 

 

Co mme nt a nd  g ive  e xa mp le s o n the  e mp lo ye e ’ s a b ility to  p e rfo rm the  re sp o nsib ilitie s 

o f the ir ro le : 

 

 

Co mme nt a nd  g ive  e xa mp le s o f ke y a re a s o f stre ng th the  e mp lo ye e  ha s 

d e mo nstra te d : 

 

 

Co mme nt a nd  g ive  e xa mp le s o f ke y a re a s fo r d e ve lo p me nt:  

 

 

 

OO NNLLYY  AAPPPPLLIICC AABBLLEE  FFOO RR  MMAANNAAGG EERRSS  WWIITTHH  DDIIRREECC TT  RREEPPOO RRTTSS::    

Eva lua tion of Ma na g e me nt Skills (Are a s to  b e  c o nsid e re d  fo r e va lua tio n sho uld  inc lud e : b ud g e t 

ma na g e me nt, p ro je c t ma na g e me nt, sta ff ma na g e me nt & d e ve lo p me nt)  

 

 

Sig na ture s 

 

Emplo ye e 's Sig nature :  Date :

Ma na g e r’ s Sig na ture : Date :

 


