MID-YEAR EMPLOYEE PERFORMANCE REVIEW











	REVIEW

	Employee Name: Mathew Halls
	Employee No.: 000-000-623

	Position/Title: Sales Specialist
	Time in Position: 1 year

	Department: Sales
	Immediate Supervisor: Mart Strider

	Review Period: Q2
	Date of Review: May 26, 2050



	RATING SCALE
	DESCRIPTION

	E - Excellent
	Employee’s work performance is consistently above the standard of performance for the position.

	G - Good
	Employee’s performance consistently meets the standard of performance for the position.

	S - Satisfactory
	Employee’s work performance does not consistently meet the standard of performance for the position.

	N - Needs Improvement
	Employee’s work performance is inadequate and inferior to the standards required for the position. Performance of this level cannot be allowed to continue.

	N/A - Not Applicable
	Employee is not required to perform in a specific rating factor, and cannot be measured.



	Instruction: Mark the corresponding review area rating with “✔”.

	REVIEW AREA
	E
	G
	S
	N
	N/A

	1. QUALITY OF WORK.
Work is completed accurately with few or no errors, effectively and within deadlines
	✔
	
	
	
	

	2. ATTENDANCE AND PUNCTUALITY.
Reports for work on time and provides advance notice for the need of absence
	
	✔
	
	
	

	3. RELIABILITY AND DEPENDABILITY.
Consistently performs at a high level, manages time and workload effectively to meet responsibilities
	✔
	
	
	
	

	4. COMMUNICATION SKILLS.
Written and oral communications are clear, organized, and effective; listens and comprehends well
	
	✔
	
	
	

	5. JUDGEMENT AND DECISION-MAKING.
Makes thoughtful, well-reasoned decisions; exercises good judgment, resourcefulness, and creativity in problem-solving
	
	✔
	
	
	

	6. INITIATIVE AND FLEXIBILITY.
Demonstrates initiative, often seeking out additional responsibility; identifies problems and solutions; thrives on new challenges and adjusts to unexpected changes
	✔
	
	
	
	

	7. COOPERATION AND TEAMWORK.
Respectful of colleagues when working when others and makes valuable contributions to help the group achieve its goals
	
	✔
	
	
	

	8. PRODUCTIVITY.
Quantity and quality of work compare favorably with that of others who have similar production opportunities; the finished product is technically satisfactory
	
	✔
	
	
	

	9. SELF-EXPRESSION.
The employee makes himself/herself readily understood and expresses thoughts well orally
	✔
	
	
	
	

	10. EXTENT OF INTEREST AND MOTIVATION.
Shows interest in the present job and demonstrates interest in work of service, and is ambitious and interested in self-improvement
	✔
	
	
	
	



	SUPERVISOR'S COMMENTS
The employee shows interest in achieving his/her goals in a professional manner.

	EMPLOYEE’S COMMITMENT
The employee commits to working hard for the company.

	Employee Signature:  [signature]
	Supervisor Signature: [signature]

	Date: May 26, 2050
	Date: May 26, 2050



