
Performance Review
	Employee Name:
	
	Manager:
	

	Company Position:
	
	Review Period:
	


	Section One:  Key responsibilities

	Contribution to group development / teamwork

	Performance Standards/KPIs
· acts to promote a healthy climate, good morale and co-operation, builds relationships

· shows trust and respect for members of the team

· shares responsibility, recognition and ownership of team goals and of team results whether good or bad

· works effectively with others from different backgrounds

· supports others to achieve goals while also being able to accept ideas, or advice from others

· willing to work out difficulties or conflict

	Outcome, personal successes


	Technical performance in area of expertise

	Performance Standards/KPIs
· demonstrates position specific knowledge required to successfully complete tasks

· knowledge, works to develop greater expertise

· willingly participates in learning opportunities; refresher courses, workshops, meetings, seminars etc to update personal knowledge

· keeps up to date with industry trends and recognises potential for application of new practices 

	Outcome, personal successes



	Customer care, relationship building and communication

	Performance Standards/KPIs
· recognises the importance of customer service and good customer care and strives to improve the service provided to customers

· attentive to customers

· seeks to understand customer individual needs and works at building relationships with them

· works to provides customer care in an empathic way suited to individual clients

	Outcome, personal successes


	Quality and Continuous Improvement

	Performance Standards/KPIs
· notices details of service delivery, identifies areas to improve, challenges the status quo

· monitors quality and standards of performance

· looks for and collects ideas to improve performance of team, business unit, company

· suggests ideas based on own information gathering

· willing to implement changes for improvement

	Outcome, personal successes


	Section Two: Key Performance Indicators

	Key Performance Indicator
	Outcomes / progress to date

	
	

	
	

	
	

	
	


	Section Three: Future Objectives / Development Needs

	Objective / training need
	Action to be Taken

	
	

	
	

	
	

	
	


This information reflects our review discussion.

Signed by Employee:
__________________________________________
Date:
_______________

Signed by Reviewer:
__________________________________________
Date:
_______________

General comments on this performance review and the process of the review itself:
Our resources are designed to give you a starting point and you should customise these to fit your business. If you need advice please give us a call at People in Mind, 07 823 3250.

