Performance Review

Employee: Date:

Job Description:

. Needs major improvement

1

2. Needs some minor improvement
3. Average
4
5

. Does procedures very well
. Excels in area

Needs Improvement Excellent
Ability to listen ' Ll D2 ™3 ¢ [5
Ability to keep personal affairs under control (11 2 3 ¢ [5
Accuracy L1 [J2 [J3 [4 []s
Adaptability (1 2 [3 [J4 . (15
Attitudes of optimism 1 D2 ™3 ¢ [>5
Attitudes of self-giving Ll 2 O3 [¢ []>5
Cooperation with co-workers 1 O2 Ods 4 Os
Cooperation with employer 11 (]2 [13 14 [s
Cooperation with patients 11 []2 []3 (14 [s5
Daily attendance (punctuality) 1 O2 [s3 (1«4 []5
Dependiability, follow-through Cl1 [J2 [3 [1¢4 [15
Diplomacy and tact L1 2 3 [14 [15
Establishes and achieves high standards of performance 1 Oz [s3 ¢ [s
Establishes meaningful relationships with patients [(J1 O2 @3 ¢ s
Genuine, active love for people 1 D2 03 [¢ [s5
Honesty L1 O2 O3 [« [s
Initiative Ll 2 O3 [¢ [Js5
Knowledge of job J1 [J2 [13 []4 s
Loyalty (12 2 [d3 ™« s
Maintains confidentiality L1 2 O3 [¢ [s5 .
Manages time efficiently and economically Ol 2 [3 [¢ [s
Markets internally U1 2 3 [14 [>5
Markets externally J1 2 3 [4¢4 [s5
Masters communication skills/contributes ideas Oz 2 O3 ¢ [s
Memorizes and studies schedule Ll 2 [3 [14 [s
Personal appearance L1 2 3 ¢ [>5
Personality (outgoing and friendly) L1 2 O3 ¢ [Os
Willingly accepts suggestions & constructive criticism 1 2 Qs O« [s
Willingly volunteers to assist other staff members (1 D2 O3 O« Os
EXPERTISE
Whrites legibly and with correct grammar Ll1 2 [3 [J4 [1s5
Speaks clearly and with correct grammar O 2 s d4¢ [Os
Is proficient in required skills of duties assigned ; Lz O2 O3 ¢ [Os

Able to understand assignments clearly and perform

them at once O D2 ™3 O+¢4 Os



Shows mental alertness

Able to reason and reach a logical conclusion
Responsive to directions and instructions
Plans and carries out work systematically
Keeps work areas neat and organized

PRIMARY FUNCTIONS (In order of importance)

J1 O2 O3 [«
O 2 O3 [«
Ll1 2 [03 [4
O: O2 O3 [4

(01 2 O3 [4
(11 2 [3 []4
(11 [J2 [J3 [J4
(1 2 [J3 [+«

GROWTH SINCE LAST REVIEW (Ability and changes in your position)

[(J1 2 [3 []¢4
- Od1 Q2 Os
Or 02 O3 O
(J1 O2 O3 [+«

GOALS AND GROWTH (Courses, reading, activities to improve job function)

\' NEXT SIX MONTHS

Evaluated by:

O1 O2 O3 [4
(J1 2 3 [«
(11 2 3 [+«

Date:

Date Employment Started:

Hours Working per Week:

Compensation Type: [_] Hourly [ Salaried

Present Compensation per Month:

Date of Last Raise and Amount:

Monthly Compensation One Year Ago:




