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Annual Performance Review

Date Due
Name
Current Date

Annual Performance Review

Overview:
Overview of year’s performance.

General Comments:

Comments and issues identified here (1 to 2 pages, max).

I rate _______’s overall performance as Satisfactory/Successful/Superior/Outstanding.  Expectations for next year highlighted here.  

Your Name

Current Date
Name’s past Goals:
2.


3.


4.


5.


6.


7.


8.


A. Most successful job accomplishments since last performance period:

B. Key strengths of employee:

C. Problems since last performance appraisal:

D. Key areas that need improvement:

Software Development

Performance Characteristics

Results Orientation:  
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NEEDS 

 

 IMPROVEMENT

 

SATISFACTORY

 

SUCCESSFUL

 

SUPERIOR

 

OUTSTANDING

 

 


Sets and achieves short and long-term goals which make a significant contribution to company’s success.

Commits to project schedules and tasks, negotiating schedule changes when necessary to meet commitment.

Focuses on completing tasks that move projects forward significantly.
Recognizes when results are not on target, follows up on problems, proposes solutions and adapts quickly.

Maintains productivity and composure in pressure situations.

Time sensitive; manages deadlines and expects it of others. Sensitive to the need for prompt response.

Does whatever it takes to get the job done.

Management Effectiveness:  
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Effectively keeps own areas of responsibility functioning smoothly over extended periods of time.

Prioritizes, organizes and manages time, money, staff and other resources efficiently.

Prepares for new projects by formulating an in-depth plan, including assumptions and feasibility analysis.
Works with supervisor and team members to create plans that all parties are confident in achieving.

Keeps supervisor and project teams informed of progress and changes in schedule.

Knows when and where meetings are taking place and attends them.
Keeps supervisor informed of non-standard hours.

Doesn’t let tasks fall through the cracks.

Makes the right things happen.
For those who manage others:
Recruits and develops a highly productive staff.

Communicates goals, expectations and priorities clearly.

Delegates work effectively and ensures work is completed according to expectations.

Keeps staff motivated and productive, meeting or exceeding goals.

Ensures that staff members have the training and resources needed to do their jobs.

Provides structure and discipline without being heavy-handed.

Gives clear performance feedback and coaches employees to improve.

 Creativity:
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Initiates change when necessary; questions established methods where inadequate and suggests new ones.

Articulates alternative approaches and solutions, along with their implications for a project or task.

Seeks out new tools and techniques to facilitate work.

Generates, enhances, and promotes ideas for new projects and technologies that contribute to company goals.

Finds ways to complete tasks and projects in a timely manner.

Provides innovative ideas and solutions.

Teamwork:
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Communicates effectively and forges relationships across departments and to other companies.

Considers viewpoints of others and is sensitive to their feelings and motivations.
Plans own work to coordinate most effectively with other people on the product team and across departments.

Works to accommodate the needs of others, in the context of project schedules.

Willingly accepts and acts upon criticism and feedback from others.

Shows fairness and diplomacy, courtesy and respect at all times.

Would be welcomed on any project.

Critical Thinking:
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Displays skill in analyzing and solving problems promptly and effectively.
Effectively applies knowledge of hardware and software maintenance practices and techniques.
Presents well-considered alternatives when making recommendations.

Is considered unbiased and unemotional in decision making.

Makes decisions in a timely manner and takes responsibility for making difficult decisions.

Is alert to indicators of potential problems and takes action to head them off.

Actively participates in the resolution of problems both within and outside areas of responsibility.

Uses all available resources to improve job knowledge, asking questions when necessary.

Is technically adept and solves problems appropriately.

Quality:  
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Produces work that is considered excellent by peers, supervisors and self.

Continually strives for and attains higher levels of skills.
Designs and implements code that is robust, extensible, and well-tested.

Produces efficient code that is easily understood by others.
Produces sufficient documentation for others to understand and maintain code, according to group standards.

Continually seeks ways to improve quality at all stages of development or tasks.

Delivers timely, well crafted results.
Leadership:
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Creates or endorses a vision for the future and inspires others to work together toward it.

Influences and motivates others and leads them in pursuit of goals and tasks.

Takes leading role; does not wait for assignments; fills voids; gets projects and groups moving.

Willingly accepts the challenge of difficult assignments and voluntarily does more than required.

Shows fairness and impartiality.

Represents the company in a positive and competent manner.

Leads by example.

For those who manage others:
Furthers growth of team members through coaching, training, and self-development.

Expands team capability by assigning more complex and varied tasks.

Responsiveness to Change:
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Shows enthusiasm to new ideas, programs, and procedures.

Stays abreast of industry innovations and developments and is able to incorporate new technologies.

Operates productively in a constantly-changing environment.

Willing to listen to the ideas of others.
Maintains a sense of humor about work and the working environment.
Embraces change.
Performance Summary

Select an overall rating for the employee's performance for this review period.

OUTSTANDING (5)


Far exceeds the requirements of the job and produces






exceptional results in all or nearly all areas.

SUPERIOR (4) 



Consistently exceeds requirements of the job and







excels in most areas of responsibility/performance.

SUCCESSFUL (3)



Consistently meets requirements of the job and








works in an efficient and effective manner.

SATISFACTORY (2)


Meets the minimum requirements of the job, yet 







there is potential for improvement in some areas of 







responsibility/performance. 

NEEDS IMPROVEMENT (1)

Does not meet the minimum requirements of the job.

Recommended New Salary:  $_________________   % Increase:________

Employee signature acknowledges that employee has reviewed the appraisal with the supervisor and does not necessarily mean that employee agrees with all statements in the review.  Employee is to sign at time it is received and if desired submit written comments of his/her own which will be attached to the review form.

_________________________________________________________

Signature of Employee



Date

_________________________________________________________

Signature of Manager




Date

__________________________

___________________________
Department Manager



Director, Human Resources
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