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Employee Self Appraisal Template
	Employee Self Appraisal Template

	Employee Name:
Review Period:

	

	1. Key Responsibilities and Goals

	Q1: What were your primary responsibilities during this review period?
	Your Answer

	
	

	
	

	Q2: How effectively did you manage your workload and prioritize tasks?
	Your Answer

	
	

	
	

	Q3: Were there any changes to your responsibilities during this time? If so, how did you handle them?
	Your Answer

	
	

	
	

	2.Achievements and Accomplishments

	Q1: What are the most significant accomplishments you achieved this period?
	Your Answer

	
	

	
	

	Q2: How did you measure or track your success in these accomplishments?
	Your Answer

	
	

	
	

	Q3: Which of your achievements are you most proud of, and why?
	Your Answer

	
	

	
	

	3.Areas for Improvement

	Q1: In what areas do you feel you could improve your performance?
	Your Answer

	
	

	
	

	Q2: What specific challenges or setbacks have you faced that impacted your performance?
	Your Answer

	
	

	
	

	Q3: Are there any external factors that influenced your performance, and how did you overcome them?
	Your Answer

	
	

	
	

	4. Skills and Competencies

	Q1: Which new skills have you developed during this review period?
	Your Answer

	
	

	
	

	Q2: What competencies do you believe are important for your growth in your role or department?
	Your Answer

	
	

	
	

	Q3: Are there any specific skills or competencies you would like to develop or improve in the next review period?
	Your Answer

	
	

	
	

	5. Challenges and Obstacles

	Q1: What were the biggest challenges you faced during this review period?
	Your Answer

	
	

	
	

	Q2: How did these challenges impact your performance or workflow?
	Your Answer

	
	

	
	

	Q3: Are there any ongoing challenges you anticipate in the next review period? How do you plan to handle them?
	Your Answer

	
	

	
	

	6.Collaboration and Teamwork

	Q1: How would you describe your working relationships with your team members?
	Your Answer

	
	

	
	

	Q2: What role do you play in team projects, and how have you contributed to team success?
	Your Answer

	
	

	
	

	7.Feedback and Development

	Q1: What constructive feedback have you received from your manager, peers, or subordinates?
	Your Answer

	
	

	
	

	Q2: How open are you to receiving constructive criticism, and how do you use it for personal growth?
	Your Answer

	
	

	
	

	8.Future Goals and Objectives

	Q1: What are your top three goals for the upcoming review period?
	Your Answer

	
	

	
	

	Q2: What specific steps or actions do you plan to take to achieve these goals?
	Your Answer
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