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	NAME  

     

	JOB TITLE  

     

	The appraisal process is provided to help both you and the company.  Completing this form and returning it to your supervisor will:

· Help make your appraisal interview more productive

· Assure your viewpoints are considered as your performance is appraised

If you need more space for any item, please use a separate sheet of paper and attach it to this form.

	SECTION I - Key Job Responsibilities:  Describe your job as you see it in terms of key elements (i.e. major responsibilities, primary duties, or important functions).  The following will help you identify the key elements of your job:  What important results are expected of you?  If you supervise others include the following: Organize, Plan, Communicate, Work with Others, and Develop Subordinates.  Even if you do not supervise others, you may use these if they apply to your job.
     

	SECTION II - Major Contributions and Significant Accomplishes:  Review each responsibility identified in Section I and your major accomplishments.  These may include an important problem solved, an idea successfully implemented, an improvement in your job, the accomplishment of a work goal, or the successful completion of a difficult assignment.
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	SECTION III – Performance Roadblocks:  Review each job responsibility and note “trouble spots”, things that happened that made you less effective than you could be.  Note any support you need to remove these roadblocks.
     

	SECTION IV – Improvement Plans: Thinking through your job responsibilities, contributions, and performance difficulties may result in ideas to improve the quality of our operation, products, and services, these guidelines in developing your improvement ideas:

· Improvement plans should consist of things you can do to increase your effectiveness or remove performance roadblocks.

· Improvement plans should be specific enough so that you know when they have been accomplished.

· Improvement plans should indicate whether training or education would be helpful.

You and your supervisor should spend enough time discussing these plans to assure they are fully evaluated and, if in line with our company goals, implemented when appropriate.

     

	SECTION V – Reporting Goals and Objectives:

	Prior Year’s Goals: Explain how you accomplished previous year’s goals and objectives.

	Personal: 

     

	Current Job: 

     

	Company: 
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	Future Year’s Goals And Objectives: Establish realistic goals and objectives for the upcoming year.

	Personal:   

     

	Current Job:  

     

	Company:   

     

	SECTION VI – Career Goals:  Describe your short and long range goals.
     

	Employee Signature
	Date   
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