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	Criteria
	Description
	Rating 1: Poor 
	Rating 2: Needs improvement 
	Rating 3: Exceeds expectations 

	Attendance 
	Punctuality is one of the critical aspects of employment. It is also one of the strongest virtues that an employee can possess. However, sometimes, this virtue can be ignored and yet many employees find it difficult explaining why they come to work late
	
	“You always come in on time and follows all the schedule as well as adheres to the designated breaks”
	

	Innovation and Creativity
	Creativity is another important aspect of organization. Employees should be able to freely exchange ideas and have a healthy working environment
	“ You are afraid of taking risks” 
	“You don’t encourage or motivate your team to find creative solutions”
	“You often find new and innovative solutions to problems in the organization.” 

	Work Product 
	The quality and quantity of the work that the employee produces are important because it influences organizational success and failures 
	“You sometimes don’t complete the required paperwork.” 
	“Reports and despondence is completed on time with marginal errors”
	“You successfully complete your tasks with high level of accuracy” 

	Dependability 
	Every employee should understand his or her role. This involves being where he or she is expected to be and doing what is expected
	“You sometimes leave work to run personal errands”
	“Occasionally arrives to work late”
	Makes sure all the work and assigned tasks are handled and covered on time

	Cooperativeness 
	Teamwork is critical in workplace. Employees should be able to work with others to accomplish the organizational goals
	Displays some level of negativity when working with others 
	Rarely offers assistance to colleagues 
	Enthusiastic and energetic 

	Adaptability 
	Employees should have the ability to adjust to the changes that take place in their workplace environment 
	Not able to deal with unexpected occurrences
	Gets flustered in unusual or unexpected situations 
Does not make the best decisions when in unexpected situations 
	

	Communication 
	Communication is important. It involves giving and receiving information 
	
	Takes long to respond to messages 
	Excellent communicator 
-Asks questions and seeks clarification 
-Demonstrates excellent oral and written communication skills 

	Decision-Making 
	The biggest part of an employees’ life involves making decisions, either about their lives or the work. Employees should be able to think on the job
	
	Comes with wrong decisions when in unexpected situations 
	Demonstrates strong analytical skills 

	Relationship to Clients
	The relationship between the organization and clients is largely influenced by employees. 
	
	Gets angry or annoyed with clients who ask too many questions 
Sometimes forget to follow up with the clients
	Maintains competent and professional decorum when dealing with clients 
Forwards any complaints to the officer in charge 



Detail about employee’s strengths
Based on this evaluation, the employee’s areas of strength include: decision-making, relationship with the clients, dependability, and communication. In terms of decision-making, the employee has demonstrated strong analytical skills that are important in making decisions. Analytical skills, as Figueroa (2014) explains, refers to the ability of one to collect and analyze information to help in making decisions or solving a problem.
Detail about employee’s areas requiring improvement
Despite the strengths, the employee still needs to improve in some areas, including coming up with decisions when in unexpected situation, following up with clients, and improving on emotional response to clients who are too inquisitive. The employee needs to learn how to respond to such clients who are asking too much question. 
Suggestions for growth, goals, or professional development?
For professional growth, the employee can take online course on stress management and emotion control to help with the problem of getting angry whenever a client asks questions repeatedly. 

Additional Comments
Generally, the employee is working hard and demonstrates that he understands his duties and what the organization expects of him. However, he should focus on the areas of weakness to improve his performance and quality of work. 
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