HR - Performance Self Evaluation
Employee:___________________________  Position:_____________________________


Supervisor:________________ Review Period - From: ___________To:______________

Directions:  Complete the Self Evaluation form and submit to your supervisor by XX/XX/XX.  Your supervisor will complete an Employee Performance Evaluation for you and communicate it with you between XX/XX/XX – XX/XX/XX.

ACCOMPLISHMENTS:  Describe your most significant accomplishments during this appraisal period.  Consider critical abilities required by your job and the extent to which you demonstrated them.  Which objectives or job duties were you unable to accomplish?
Describe how your performance impacted customers during this review period.  What impact has your performance had on product development, performance and/or service?

Describe any special conditions, which might have had an unusually positive or negative effect on your performance.  What hindrances, if any, make it difficult to perform your job and to serve customers effectively?  What helps you to perform you job effectively?

JOB EFFECTIVENESS:  Describe what you feel should be done during the next appraisal period to help you improve your effectiveness and productivity.  How can you create and/or serve customers better?  Include self- improvement actions you can take as well as what the company can do to help you achieve this goal.

IMMEDIATE SUPERVISOR: What can your supervisor do to facilitate maximization of your job performance and accomplishment of objectives?  What can your supervisor do to help you create and serve customers better?
GOALS/OBJECTIVES FOR NEXT REVIEW PERIOD: List three to five key goals/objectives that you can do during the next review period.  Be specific and provide a completion date. They should be modified during the year as appropriate.  
Following are suggested guidelines for establishing goals and objectives:

1. Objectives should be related to principal areas of job responsibility and may be assignment or skill-oriented.

2. They should be specific, stated as end results, and time-tied.

3. As much as possible, they should be objectively measurable.


4. They should be realistic and attainable, yet contain some "stretch."

5. They should be mutually understood by the individual and the supervisor.
OBJECTIVE 1_______ _______________________________

_____________________________________________________________________________________OBJECTIVE 2 _______ __________________________

_________________________________________________________________________________________

OBJECTIVE 3_______ _____________________

_________________________________________________________________________________________

OBJECTIVE 4______________________________________________________________________________

_________________________________________________________________________________________

OBJECTIVE 5______________________________________________________________________________

_________________________________________________________________________________________

COMMENTS 




  





____________________
Employee Signature






Date 
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