COMPANY NAME


Performance Appraisal
Managerial / Exempt Positions
Employee Name ________________________________________    Title __________________________________

Supervisor Name _______________________________________     Department ____________________________

Evaluation Period _______________________________________    Evaluation Date _________________________

Human Resources Approval_______________________________    Date __________________________________

	PART I- PERSONAL SKILLS

	The following personal skills are important in achieving satisfactory performance levels identified in Parts I and II.  Provide written comments in the remarks section and circle the appropriate performance level.

RATING

1 Exceeds Job Requirements

2 Meets Job Requirements

3 Needs Improvements



	1.  PROBLEM ANALYSIS:  Describe how the person recognizes problems and related business needs, handles the complexity of problems, demonstrates insightful problem solving?
	1

2

3



	2.  PROJECT EXECUTION: How does the person plan, organize, implement, and complete projects and assignments on a timely basis?


	1

2

3



	3.  COMMUNICATION SKILLS: Describe the employee’s skills in expressing himself/herself orally and in writing (reports, correspondence, etc.)?
	1

2

3



	4.  ASSERTIVENESS/INITIATIVE: Does the employee anticipate needs, seize initiative, and take effective action?
	1

2

3



	5.  TEAMWORK: Does the employee utilize the skills of others to accomplish results by working effectively with and through other people?
	1

2

3



	6.  JUDGMENT: Does the employee exercise the ability to analyze situations, compromise, and arrive at logical and practical decisions?
	1

2

3



	7.  TECHNICAL KNOWLEDGE: Technical knowledge of the job and related work.
	1

2

3



	Total Score
	

	PART II- OVERALL SUMMARY STATEMENT OF STRENGTHS AND DEVELOPMENTAL OPPORTUNITIES

	

	

	

	

	

	

	

	

	

	Evaluated by (Supervisor):
	Date:

	Human Resources:
	Date:

	PART III- TO THE EMPLOYEE

	Employee’s Comments:
	

	

	

	

	

	

	

	

	

	

	I have had an opportunity to review and discuss this performance appraisal with my supervisor.  My signature does not indicate that I agree with the evaluation.

	Employee Signature:
	Date:


