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	These questions are designed to assess various aspects of a Administrative Staff's performance and provide valuable feedback for their professional development and improvement.

	

	

	1. Job Knowledge and Skills

	Q1: How well does the employee understand their assigned administrative tasks and responsibilities?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: How skilled is the employee in using office software (e.g., Microsoft Office, scheduling tools, databases)?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: Does the employee maintain organized and accurate records (digital and physical)?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: How effectively does the employee handle unexpected challenges or situations?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	2. Communication Skills

	Q1: Does the employee communicate clearly and effectively with colleagues and supervisors?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: How well does the employee handle external communications, including phone calls, emails, and meetings with clients or vendors?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: Does the employee listen attentively to instructions and feedback?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: Does the employee maintain a professional tone and demeanor in all communications?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	3. Time Management and Productivity

	Q1: Is the employee consistently on time for work and meetings?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: How well does the employee prioritize tasks and meet deadlines?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: Is the employee able to complete tasks efficiently without compromising quality?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: How effective is the employee at managing multiple tasks or projects simultaneously?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	4. Initiative and Dependability

	Q1: Does the employee take initiative to anticipate and address administrative needs without being prompted?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: Can the employee be relied upon to consistently complete tasks accurately and on time?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: Does the employee suggest improvements to processes and handle issues independently?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: How well does the employee handle sensitive or confidential information?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	5. Adaptability and Flexibility

	Q1: How well does the employee adapt to changes in procedures, policies, or workload?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: Is the employee open to taking on additional tasks or shifting priorities as needed?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: How effectively does the employee manage pressure during busy or challenging periods?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	6. Teamwork and Collaboration

	Q1: How well does the employee collaborate with other team members?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: Does the employee contribute positively to team goals and initiatives?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: How well does the employee handle conflicts or disagreements with colleagues?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: Does the employee foster a positive and supportive team environment?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	7. Professional Development

	Q1: Has the employee shown an eagerness to learn new skills or take on new responsibilities?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: Has the employee participated in any training programs to enhance their administrative skills?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: How effectively has the employee applied new skills or knowledge in their role?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: Does the employee seek out feedback and opportunities for personal and professional growth?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	8. Customer Service and Client Interaction

	Q1: How effectively does the employee manage interactions with clients, customers, or visitors?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: Have there been any compliments or complaints from clients regarding the employee’s performance?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: Does the employee respond to customer inquiries or requests promptly and professionally?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: How well does the employee handle complaints or issues raised by clients?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	9. Overall Performance and Areas for Improvement

	Q1: What are the employee’s key strengths in their role?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q2: What areas could the employee focus on improving?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q3: What specific goals should the employee aim to achieve before the next evaluation?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Q4: Does the employee maintain a professional tone and demeanor in all communications?

	

	Adele's answers
	Miriam's answers

	Lorem ipsum
	Lorem ipsum

	
	

	
	

	Rating of this employee (Miriam's answers) (Between 1-10)

	 
	Rating
	 
	Weighted Average

	Cultural fit
	6.5
	 
	7.125

	Goal progress
	8
	 
	

	Quality of work
	7
	 
	

	Communication
	7
	 
	

	Overall Comments
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	Reviewer
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