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	Performance Review 


	Employee Name
	

	Department
	

	Position
	

	Reporting to
	

	Review Period
	


	Section 1 - Self Assessment Review   (to be completed by employee)

· complete your answers to this section on a separate sheet

· attach your answers to this document and return to your manager within (7) days

Upon receiving your Self-Assessment Review, your manager will arrange a time for interviewing you regarding your Performance Review

	Part A - Your Job Role

1 What particular aspects of your work do you feel you have been most effective in during the review period?

2 What do you feel were your most significant achievements during the review period?

3 In which areas of your work do you feel you might have been more effective, and why?

4 What difficulties, if any, have you experienced and how did you overcome these difficulties?

5 Does your Job Specification accurately reflect the responsibilities and requirements of your job role?

Part B - Your Competency Requirements
1 How well do you believe your skills are being utilised in your current role?

2 What level of satisfaction do you have in your current role?

3 Comment on the level of challenge in your current role

4 Would you like to take on increased responsibilities in your current role?

Part C - Your Career Objectives
1 What are your personal career objectives over the next 12 months?

2 Are you interesting in progressing your career to another position within Swaggies?

3 Would you consider undertaking a training course to further your career?
If yes, what training would you require?

Part D - Your Personal Development
1
How will you plan your personal work goals and successfully work towards these goals?

2
What additional assistance could Swaggies provide you in order to assist with your personal development?




	Section 2 – Manager Comments  
This section is to be completed by the manager during interview with the employee.  Please ensure this Review document is returned, in a sealed envelope, to the HR Manager following the employee interview.



	1 In general terms, how would you rate the employee’s performance over the review period?












2 Are there any specific areas for improvement that have been discussed with the employee?












3 How will you, as the manager, be able to assist the employee with improvement in these areas?












4 What goals or objectives have you agreed on with the employee?












5 How will you, as the manager, be able to assist the employee with these goals or objectives?












6 What training should be undertaken by the employee prior the next review period?













	Manager Signature
	
	Employee Signature
	

	Date
	
	Date
	


Swaggies Pty Ltd is a simulated company used for training purposes only
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