	YOUR COMPANY NAME
Employee Performance Assessment
Annual review period: January 1 – December 31, 2026



	Employee Name
	
	Employee ID
	

	Job Title
	
	Department
	

	Manager / Reviewer
	
	Review Date
	


SECTION 1 — PERFORMANCE RATINGS
1 = Unsatisfactory   2 = Needs Improvement   3 = Meets Expectations   4 = Exceeds Expectations   5 = Outstanding
	Criteria
	1
	2
	3
	4
	5
	Comments

	Job knowledge
Understands duties, tools and procedures
	☐
	☐
	☐
	☐
	☐
	

	Quality of work
Accurate, thorough and well organized
	☐
	☐
	☐
	☐
	☐
	

	Productivity
Completes work on time and meets targets
	☐
	☐
	☐
	☐
	☐
	

	Communication
Shares information clearly and listens
	☐
	☐
	☐
	☐
	☐
	

	Teamwork
Cooperates and supports colleagues
	☐
	☐
	☐
	☐
	☐
	

	Initiative & problem solving
Takes ownership and finds solutions
	☐
	☐
	☐
	☐
	☐
	

	Attendance & reliability
Punctual, dependable and prepared
	☐
	☐
	☐
	☐
	☐
	

	Customer focus
Responds to internal and external customers
	☐
	☐
	☐
	☐
	☐
	


Overall rating:   ☐ Unsatisfactory   ☐ Needs Improvement   ☐ Meets   ☐ Exceeds   ☐ Outstanding   
SECTION 2 — GOALS REVIEW
	Goal set last period
	Result / evidence
	Status

	Reduce order processing time by 15%
	
	

	Complete Excel advanced training
	
	

	
	
	


SECTION 3 — STRENGTHS, DEVELOPMENT & NEXT GOALS
		Key strengths



		Areas for development






	Goals for next review period


SECTION 4 — COMMENTS & SIGNATURES
		Employee comments



		Manager comments





	

Employee Signature / Date
	

Manager Signature / Date
	

HR Signature / Date







