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	Annual Performance Review

	  Review Period:  
	Review Date:  


	Name:
	
	 Position Reports To:

	
	
	

	Position Title:
	
	 Department:

	
	
	

	Position Number:
	
	 Overall Level of Performance (1-5):

	
	
	


	 Position Description

	  Last Reviewed:   

	  Accurately Reflects Current Responsibilities    Yes           No         . 


	Key Performance Factors

	Levels of Performance
Assessment overall and for each of the following key performance factors is based on the following scale:
	(1) Superior Performance (consistently exceeds expectations)

(2) Solid Performance (fully satisfactory)

(3) Acceptable Performance (meets minimum expectations)

(4) Requires Improvement/Developing in a New Role (does not always meet minimum expectations; coaching, training and/or remedial action is required)

(5) Unsatisfactory Performance (consistently unsatisfactory) 

	JOB RELATED KNOWLEDGE/SKILL: Understanding and applying fundamental knowledge and skills central to the job function.

Level of Performance(1-5): 

Comments:



	QUANTITY OF WORK: Maintaining an acceptable level of output in achieving standards and results.
Level of Performance (1-5):                  

Comments:



	QUALITY OF WORK: Accuracy, completeness and usefulness of output in achieving job standards.
Level of Performance (1-5):                  

Comments:



	COMMUNICATION: Exchanging ideas and information both orally and in writing with others.
Level of Performance (1-5):                  

Comments:



	PROBLEM SOLVING AND DECISION MAKING: Analyzing situations, evaluating alternatives, choosing and implementing a course of action.
Level of Performance (1-5):                  

Comments:



	INITIATIVE: Generating new ideas/concepts and taking independent action.
Level of Performance (1-5):                  

Comments:



	ADAPTABILITY: Adapting and responding appropriately to the demands of various situations.

Level of Performance (1-5):                  

Comments:



	 Objectives/Key Responsibilities:      


	Objective/Key Responsibility
	Target Measure / Deliverables
	Results

	
	
	

	
	
	

	
	
	


	  Professional Development :

	      Opportunity/Goal
	How Met
	Timeline
	Results

	
	
	
	


	Comments/Signatures:


	  Employee Comments / Signature: 
	 
	               Date: 

	
	
	

	  Manager Comments/Signature: 
	 
	               Date : 
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