Conducting a Performance Appraisal

Introduction

The People-to-People Skills are verbal skills that can be applied to business and personal situations.

Here is a sample situation model for Conducting a Performance Appraisal. On the next page is a
Performance Appraisal Form. Following the form is a completed Performance Appraisal Form.

Purpose

To appraise an individual’s performance

Use the Interact Skills to:

Review position requirements and key competencies.

Give input.

€ Review goals and commitments. Explain rating.
Give input.
Request input and listen actively.
Express support.

€ Review corporate values. Explain rating.
Give input.
Request input and listen actively.
Express support.

& Invite discussion.
Request input and listen actively.
Give input and express support.

€ Explain overall performance rating.
Give input.
Request input and listen actively.
Express support.
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PERFORMANCE APPRAISAL

Name

Position title

Company

Date assigned to position

Date for this appraisal Appraisal period from

to

MAJOR POSITION REQUIREMENTS

Major Position Requirements

Comments
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KEY COMPETENCIES: Identify the knowledge, skills, and abilities needed to succeed in the
position.

COMPETENCIES
e Completion e Adaptability or * Networking skills
* Creativity or innovation flexibility * Accurate self-assessment
e Commitment e Team skills * Problem-solving ability
* Subject matter expertise e Interpersonal skills e Other
» Diligence * Analytical skills
REQUIREMENT # KEY COMPETENCIES AND HOW THEY APPLY

(from previous page)
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GOALS AND COMMITMENTS IN FIVE AREAS

1. QUALITY Rating
2. TEAM MEMBERS Rating
3. CUSTOMERS Rating
4. SERVICE Rating
5. OTHER ACCOUNTABILITIES Rating

RATING SCALE: EXCEPTIONAL CONTRIBUTIONS
EXCEEDED COMMITMENTS
MET COMMITMENTS

DID NOT MEET COMMITMENTS
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LIVING THE CORPORATE VALUES

Integrity:

Rating

Respect for others:

Team spirit:

Comments:

GENERAL COMMENTS

RATING SCALE:
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OVERALL PERFORMANCE RATING

Consider:

1. Comments on major position requirements and key competencies
2. Achievements against goals and commitments

3. Ratings on corporate values

4. General comments.

Consider all data when preparing an overall performance rating.

EXCEPTIONAL CONTRIBUTIONS
EXCEEDED COMMITMENTS
MET COMMITMENTS

DID NOT MEET COMMITMENTS

OO oOod

OVERALL RATING SIGNATURES

EMPLOYEE SIGNATURE DATE

MANAGER SIGNATURE DATE

ADDITIONAL COMMENTS
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SAMPLE

PERFORMANCE APPRAISAL
Name Bruuce Shields
Position title Senion Facilitator
Company XYZ Company
Date assigned to position Januarny 4, 2004

Date for this appraisal _et 4, 2005 vAppraisal period from _(ugust 14, 2004 1o _Feb 4, 2005

MAJOR POSITION REQUIREMENTS

Major Position Requirements Comments

1. Deliver all courses in a high-quality o Eaceptional contribution
fastion.

2. Become master cestified in thruee caunses. |* Exceptional contriliution

3. Juain ten contract facilitatons ; ebsewe o Exceeded commitments
and evaluate.

4. Develop delivery schedules that balance | Met cemmitments
customer needs and availabile rescurces.

5. Shane experience with ather facilitatens. | o  Met cemmitments

6. Pauticipate in sales demanstrations. *  Did net meet commitments
7. Develop skills through continuing o ECaxceptional contribiution
educaticn.
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KEY COMPETENCIES: Identify the knowledge, skills, and abilities needed to succeed in the
position.

COMPETENCIES
e Completion e Adaptability or * Networking skills
* Creativity or innovation flexibility * Accurate self-assessment
e Commitment e Team skills * Problem-solving ability
* Subject matter expertise e Interpersonal skills e Other
» Diligence * Analytical skills
REQUIREMENT # KEY COMPETENCIES AND HOW THEY APPLY

(from previous page)

#1 Commitment, subiject matter expextise, intexpersonal skills,

#2 Diligence, sultject matter expentise

#3 Team skills, analytical skills, subject matter expentise, creativity oz
) i

#4 (nalytical sbills, problem-sclving shills

#5 Team skills, intexpersenal skills, netwaorking skills
#o Unalytical skills, creativity ox innovation
BT Diligence, accurate self-assessment, completion
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GOALS AND COMMITMENTS IN FIVE AREAS

1. QUALITY Rating
Facilitate a quality team.
Communicate ways te use existing quality teols. Eacepticnal
Sewe as a member of the Baldridge Committee. contributions
2. TEAM MEMBERS Rating
Became centified to teach thuee courses.
Became centified ta teach Tearrn Suppart Hele. Eaceptional
Train team membens to teach Team Support Role. contributions
3. CUSTOMERS Rating
Develop field visit plan. commitments
4. SERVICE Rating
Review and provide input te Jeam Guide. Exceeded
Review and provide input te new program mateials. cemmitments
Sewe an planning and ceondinating team.
5. OTHER ACCOUNTABILITIES Rating
Develop sales cvewiew. Did not meet
commitments

EXCEPTIONAL CONTRIBUTIONS
EXCEEDED COMMITMENTS
MET COMMITMENTS

DID NOT MEET COMMITMENTS

RATING SCALE:
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LIVING THE CORPORATE VALUES

Integrity:

Exceptional
Demenstrates integrity in all areas. bvibudi
Respect for others:

Exceptional
Demanstrates nespect for team membiens, supewisans, custemens. bibuti
Team spirit:

Exceptional
Sewes as a team membier and team leader. Fandles both noles well. conbuibudi

Comments:

Great team player. Lives the conperate values.

GENERAL COMMENTS

J enjoy wenking with Buice and feel e continues te matie an excellent cantribiution to cur

SUCCEHD.

RATING SCALE: EXCEPTIONAL CONTRIBUTIONS
EXCEEDED COMMITMENTS
MET COMMITMENTS

DID NOT MEET COMMITMENTS
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OVERALL PERFORMANCE RATING

Consider:

1. Comments on major position requirements and key competencies
2. Achievements against goals and commitments

3. Ratings on corporate values

4. General comments.

Consider all data when preparing an overall performance rating.

EXCEPTIONAL CONTRIBUTIONS
EXCEEDED COMMITMENTS
MET COMMITMENTS

DID NOT MEET COMMITMENTS

O o, O

OVERALL RATING SIGNATURES

Bruce Shields Febrwarny 4, 2005

EMPLOYEE SIGNATURE DATE

Delores FHavington Felrwary 4, 2005

MANAGER SIGNATURE DATE

ADDITIONAL COMMENTS
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