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Employee Self-Assessment
Name:_______________________________   Review Date:____________________________

This self-evaluation will be of help to both you and your supervisor in reviewing your progress and in future planning.  Use additional paper if needed.

Instructions for Completing this Form

· Employees should complete this form prior to the annual performance review with their supervisor.

· Employees should make a copy of their completed Employee Self-Assessment for their supervisor in advance of the review meeting.

· The goal of this form is to provide information from which the employee and the supervisor, working together, can create goals and actions plans.
1. My primary duties/responsibilities are:
a. _____________________________________________________________________

b. _____________________________________________________________________

c. _____________________________________________________________________

d. _____________________________________________________________________

e. ______________________________________________________________________

2. Do you think your position description accurately describes your work?  If not, what duties have been added or removed?
            ____________________________________________________________________________

            ____________________________________________________________________________

            ____________________________________________________________________________

            ____________________________________________________________________________

3. My major accomplishments in the last year (in each dimension/responsibility area):

       ____________________________________________________________________________                       

       ____________________________________________________________________________
       ____________________________________________________________________________


____________________________________________________________________________

       ____________________________________________________________________________
4. The biggest challenges that I faced this year (in each dimension/responsibility area):                        

       ____________________________________________________________________________

       ____________________________________________________________________________

       ____________________________________________________________________________

       ____________________________________________________________________________

5. I wish to improve my overall work performance in the following areas:

      ____________________________________________________________________________

      ____________________________________________________________________________

      ____________________________________________________________________________

     Some steps I should take to initiate this improvement are:

     ____________________________________________________________________________

     ____________________________________________________________________________

     ____________________________________________________________________________

6. Assistance I might need from my supervisor:

      ___________________________________________________________________________

      ___________________________________________________________________________

      ___________________________________________________________________________
7. Training or educational opportunities that I have participated in this past year and how                   

       they were helpful:

      ___________________________________________________________________________
      ___________________________________________________________________________

      ___________________________________________________________________________

      ___________________________________________________________________________

8. In what areas do you feel additional education, training/development would be beneficial: 
      (classes, seminars, etc…):         

      ___________________________________________________________________________

      ___________________________________________________________________________

      ___________________________________________________________________________

9. New skills or knowledge demonstrated since last evaluation:   __________________________________________________________________________ __________________________________________________________________________ __________________________________________________________________________
10.  What goals do you have for your job in the coming year:
             __________________________________________________________________________

             __________________________________________________________________________

             __________________________________________________________________________

11.  List the subjects you would like to discuss with your supervisor during your annual     

       performance evaluation meeting:


 
1.____________________________________________________________________



2.____________________________________________________________________



3.____________________________________________________________________



4.____________________________________________________________________

Employees Signature:_____________________________________ Date:_____________________

