Performance Appraisal
Employee:     
Joe Superstar
Job Title:     
Account Executive

Department:     
Sales

Manager:     
Best Coach
Review Period:     
  to  

Adaptability:You are sensitive to changing circumstances and handle them independently.  You aggressively tackle new problems, bringing in co-workers only when absolutely necessary.  While you take on new developments independently, you also communicate your actions to your team when needed.  You are consistently flexible and open-minded.  When new ideas come up, you are ready to evaluate them.  You listen carefully to others, take an objective view of situations, and alter your approach to accomplish goals better.  You readily volunteer for tasks above and beyond the scope of your normal duties.  If necessary, you reorganize your prior commitments and make adjustments to take on new assignments.  You handle pressure smoothly and productively.  You make excellent decisions even with minimal information and are creative and flexible in solving problems.  You adapt to rapidly changing circumstances and use your judgment, experience, and positive outlook to help the team through challenges.  You have demonstrated flexibility and creativity in adjusting your activity to meet evolving corporate objectives.  By taking a big picture perspective, you identify future problems and develop contingency plans to deal with them.  You handle unexpected challenges with a positive outlook and take quick action to pursue new goals.  

Communication:

You always communicate your ideas clearly.  You are able to organize and explain complex topics in easy-to-understand terms and to tailor the ideas to your audience.  You have excellent writing skills.  You use a concise style, organizing and presenting complex topics so that your audience can grasp the main points.  You are diligent in producing reports and memos.  You plan and organize your work so that they are accurate and timely.  You are always communicative with your peers.  You provide information to the appropriate people in a timely fashion.  You have excellent communications skills and have always promoted an atmosphere where candid discussions take place.  As a result, there is a free exchange of ideas in your group and high morale among team members.  You deliver correct and consistent information to all parties and are viewed as trustworthy and credible by your co-workers and managers.  Your reputation as an honest and open communicator greatly enhances your effectiveness.  You always use the most appropriate channels for your communications.  You are very effective in utilizing memos, phone calls, electronic mail, one-on-one discussions, and group meetings to accomplish your objectives.  

Customer Focus:

You build customer confidence by listening to customer needs and concerns and addressing them with great diligence.  You make sure that customers have a full understanding of what to expect from you and then you deliver on your commitments.  You are strongly committed to increasing customer satisfaction.  You are constantly searching for new ways to meet or exceed current customer needs and to identify future needs.  You make this an ongoing process by continually listening to customers and getting input from staff.  You set high standards for customer satisfaction and deliver upon your promises.  You understand the importance of meeting customer commitments and will not undermine customer trust by promising things you can't deliver.  You assume responsibility for solving customer problems.  You are careful to listen to customers' needs and requirements before making decisions.  You always follow through to make sure that your solutions are well suited for your customers.  You always ensure that commitments to customers are met.  You follow up on requests, communicate information to customers, and make everyone feel that they are your top priority.  You actively solicit opinions and ideas from customers.  As a result, you build an excellent rapport with customers and create solutions that meet their needs.  You respond actively to the needs of internal customers.  Not only are you dependable, but you frequently go beyond the scope of your job description to make sure customers are served.  

Decision Making:

You make effective, timely decisions.  You have a clear sense of priority and rarely delay important decisions.  You confront all important decisions with a careful and methodical approach.  You base your decisions on relevant facts and input and account for pertinent long- and short-range factors.  You make consistent, productive decisions when there is little time to gather information.  You rarely back away from difficult decisions.  You encourage others to participate in decision making.  Whenever you are deciding an important issue that will impact others, you first solicit input, then discuss potential solutions with group members.  You listen closely to their opinions and incorporate their input wherever possible.  You solicit and consider team input, but do not hesitate to make a decision when team opinion is split.  You carefully explain the decision to all team members and address the concerns of those who disagree.  As a result, you maintain team cohesion and can move on smoothly to new decisions.  You always consider the impact of your decisions on other departments in the organization.  When your decisions affect others, you solicit input and take steps to minimize any negative effects.  As a result, there is wide acceptance of and support for your department.  

Dependability:

You can always be relied on to complete assignments and keep commitments.  You make sure that assignments are delivered on time and are of a uniformly high quality.  You are an independent worker who needs little supervision from your manager or other team members.  You can be counted on to complete assignments thoroughly and on time.  You readily accept accountability for your own actions and do what is necessary to get your job done.  You are a very effective employee who is viewed by your colleagues as a dependable team member.  You are sensitive to changing circumstances and handle them independently.  You aggressively tackle new problems, bringing in co-workers only when absolutely necessary.  While you take on new developments independently, you also make sure to communicate your actions to the team when needed.  You set high performance standards for yourself and achieve them by establishing clear objectives and doing whatever is necessary to accomplish them.  You demonstrate great enthusiasm and commitment to quality in all of your actions.  You consistently remain balanced and even-tempered in challenging situations and are very flexible under changing or ambiguous circumstances.  As a result, you are an effective manager and lead your team to sound solutions.  You have an excellent attendance record.  You are punctual and can be depended on to handle your normal work functions and extra work when necessary.  When your schedule changes for any reason, you keep the rest of the team informed.  

Initiative:

You enjoy taking on problems.  You give priority to the most important problems and move quickly to solve them.  You are always eager to take on new responsibilities.  You are able to handle a heavy workload and maintain a consistently high level of performance on both your routine tasks and your new responsibilities.  You are quick to recognize new opportunities and can pursue them actively and independently.  You excel at generating innovative ideas, approaches, and solutions.  You are very resourceful in devising new ways to accomplish goals.  You broadly define your job responsibilities.  You actively pursue new projects that will increase your contribution to the company.  You are very committed to the ongoing development of your skills and knowledge.  You actively seek out opportunities to learn more about your job as well as other training and development activities.  As a result, you are an excellent performer who can meet new challenges.  You have a talent for assessing a situation and taking independent action when required.  You are confident of your judgment and accept responsibility for your actions.  You are a self-starter who needs minimal guidance and coaching.  

Interpersonal Skills:

You are very diplomatic and handle conflicts well.  You anticipate group and interdepartmental problems and take steps to avert them.  You demonstrate excellent listening skills.  You make others feel very comfortable in discussions by listening carefully and being sensitive to their perspectives.  You restate others' opinions to verify that you have understood them and ask for clarification on points you don't understand.  You actively solicit feedback and constructive criticism from others.  You use this input as a means to become an even more effective and productive employee.  You are very effective at developing and using informal channels to accomplish your goals.  You use internal networks for information sharing, support, resource acquisition, and the timely completion of cooperative projects.  You build ongoing relationships with key people at all levels and move well within the organization.  You are consistently flexible and open-minded.  You listen to others, take an objective view of situations, and are able to adjust your approach to accomplish objectives.  You are an excellent negotiator who is always well-prepared.  You consider other points of view and are effective at reaching win-win outcomes.  You are able to compromise when it's appropriate and are trusted by others to find creative, mutually beneficial solutions.  

Job Knowledge:

You thoroughly understand the duties and responsibilities of the job.  Because of your firm grasp of your position, you are able to take initiative.  You are very alert to changes in your environment and respond immediately to meet them.  You are very knowledgeable about what is necessary to perform effectively in your job.  When you do not know something, you are able to pinpoint what is needed and get the necessary information very efficiently.  Your breadth of technical knowledge exceeds that required for your position.  You are very thorough in digesting and assimilating new information and you understand both the theoretical and practical aspects of your work.  You clearly understand the organization's mission and values, and you are aware of how your work integrates with and advances the goals of the organization.  Your commitment and dedication to the company make you an excellent role model for those seeking to understand the company's values and how they impact day-to-day operations.  You actively keep up-to-date with developments in your field by reading extensively, attending seminars, and using contacts in the industry.  You are widely respected by your peers and add much value to the organization through your knowledge.  You take the time to master the equipment required to do your job.  You are rarely stumped by computer hardware or software problems and you can operate other necessary equipment without assistance.  You are in command of the critical issues and details for your areas of responsibility.  You are considered to be thorough, and co-workers can always rely on your expertise and knowledge.  

Judgment:

You take advantage of the experience and knowledge you have gained during your career.  As a result, you take a broad perspective on problem-solving, and your decisions are solid and effective.  You consistently make sound, productive judgments, even when under pressure.  You have an intuitive sense of the best decisions for your group and the entire organization.  You use any information available as well as your past experience to make judgments that contribute to steady group progress.  You thoroughly understand how various issues and problems interrelate and are able to take a broad perspective when making decisions.  Your ability to look at the big picture translates into sound, productive judgment calls.  You do an excellent job prioritizing your tasks and scheduling priorities to ensure due dates are met.  You understand the relative importance of projects assigned to you and consistently meet expectations.  You provide useful feedback to your manager on a regular basis.  You offer valuable insights and suggestions and actively inform your manager about all important developments both within and outside the department.  You excel at managing resources.  You demonstrate skill at leveraging financial, material, time, and human resources.  

Personal Organization:

You maintain well-organized files.  You can always retrieve important information quickly and are a valuable information resource for the team.  You keep your workspace well-organized.  This helps you complete work efficiently and also contributes to a professional image for the organization.  You take the time to organize and prioritize your work on a daily basis.  This systematic approach helps you complete work efficiently while keeping a day-to-day focus on primary objectives.  You are always on time for appointments, meetings, and other scheduled commitments.  When unforeseen obstacles come up, you quickly notify others of schedule changes.  

Planning:

You develop effective and achievable plans.  You consistently get input from others and carefully consider different views before deciding upon a final approach.  You are very effective at establishing overall goals and determining the steps required to reach them.  You formulate initial strategies and tactics, and show judgment and flexibility in readjusting them as necessary.  You are very effective at developing both short- and long-range plans to support overall goals.  You are able to balance short-term performance objectives with overall departmental and organizational goals.  You effectively align short- and long-range plans with departmental, divisional, and corporate objectives.  You make sure to keep other areas well informed, being particularly careful to get resource and support commitments when necessary.  As a result, your plans are implemented smoothly, with a high degree of integration and cooperation from others.  You are sensitive to the time constraints of others.  You plan and organize your work so that others who interact with you can accomplish their tasks efficiently.  You expertly define necessary resources and ensure availability when needed.  As a result, your projects run smoothly and stay within budget.  You anticipate potential obstacles and develop excellent contingency plans.  By responding rapidly to changing situations, you maintain steady progress toward achieving your goals and objectives.  

Problem Solving:

You can quickly recognize potential problems and take effective steps to deal with them.  You respond quickly to problems when they occur and take immediate action before they become fully developed.  You quickly and accurately define problems.  You are able to sort through the complexities of a problem and distinguish unimportant or irrelevant issues from the key components.  You are a highly effective problem solver who routinely deals with complex and sensitive issues.  You are careful to investigate and identify the cause of a problem before proceeding with corrective measures.  You are a very resourceful employee who consistently meets or exceeds your goals.  You work well within the system and can be depended upon to find creative ways to overcome obstacles.  When confronted with major decisions, you make it a priority to develop more than one solution.  As a result, you have a thorough understanding of the situation and make sound final decisions.  When unforeseen problems arise, you adjust your approach to overcome them.  You actively participate in group problem-solving efforts.  You contribute insightful ideas and help facilitate the process by supporting the exchange of ideas and information among all departments.  

Productivity:

You are a highly productive contributor to the organization.  You work efficiently and volunteer to take on extra assignments when necessary.  You are able to carry a heavy workload and meet your commitments.  You readily volunteer for tasks above and beyond the scope of your normal work duties.  If necessary, you reorganize your prior commitments and make the necessary adjustments to proceed with new assignments.  You are careful to prioritize your tasks and allocate your time accordingly.  As a result, you are able to focus quickly on what you need to accomplish.  You take the time to plan ahead and organize your work.  When appropriate, you develop systems that contribute to greater efficiency.  You have a reputation as a thorough and productive contributor.  You are very effective at establishing processes and procedures for getting work done.  When appropriate, you develop systems that increase your productivity.  You are perceived as a thorough and productive person.  You are very effective in using your time efficiently.  You set priorities, concentrate on the most important issues, and minimize unnecessary interruptions.  As a result, you are a productive contributor and a good role model for others.  You are very effective at developing systems for processing information.  You manage large volumes of paperwork by identifying and concentrating on important details.  You are also able to organize information to share with others and keep available for future use.  

Quality:

You strive to maintain a high level of quality.  You are very thorough and accurate and pay close attention to detail in your projects.  You have demonstrated an exceptional commitment to quality and excellence.  You are constantly looking to improve whatever you are doing and the quality of your work has consistently exceeded expectations.  You always look for opportunities to make continuous improvements in key processes, techniques, and procedures.  You strive to implement state-of-the-art techniques for producing high quality work.  You are committed to quality and demonstrate great determination in finding the root cause of problems.  As a result, you are very effective in eliminating problems.  You are very committed to quality and excellence.  You set high standards with your team and take immediate action to mobilize the team when quality falls below expectations.  

Results Focus:

You are a highly focused employee who consistently gets results.  You can manage competing demands on your time and remain focused on key objectives.  When needed, you have also shown the initiative to create newer, more efficient ways of completing work.  You establish challenging goals that are closely aligned with group and organizational objectives.  You also show judgment and flexibility in readjusting your goals as necessary.  You do an excellent job prioritizing your tasks to ensure key objectives and deadlines are met.  You understand the relative importance of projects assigned to you and consistently meet expectations.  You are a very resourceful employee who consistently meets or exceeds your goals.  You work well within the system and can be depended upon to find creative ways to overcome obstacles.  You readily accept accountability for your own actions and do what is necessary to get your job done.  You are a very effective employee who is viewed by your colleagues as a dependable team member.  

Teamwork:

You are effective working in groups with almost anyone.  You balance candor and sensitivity to encourage the exchange of productive ideas, and are respected in your department and throughout the organization.  When you are part of a group, you keep everyone focused without dominating the discussion.  Your dealings and communications with other groups are outstanding.  You work hard to foster good relations across departments, maintain friendly contacts and keep up with issues of common concern.  You establish and maintain cooperative working relationships with your peers and co-workers.  You have an excellent reputation as a team player who is willing to share resources and information, and are well respected by all who work with you.  You are consistently flexible and open-minded.  You listen to others, take an objective view of situations, and are able to adjust your actions and approach as needed to accomplish your objectives.  

Sales Goals:

You have turned in outstanding sales results in the last review period and are to be congratulated for your success.  Although you had very challenging goals to meet, you exceeded each one.  Overall, I am impressed with the focus and determination you demonstrated, and with the level of service and value that you delivered to customers.  You significantly exceeded your goals for expanding business.  You not only performed beyond expectations for developing new business, but also maintained a high level of performance and service with your existing customers.  You have an advanced knowledge of the features and selling points of all our products.  You ask insightful questions to uncover all customer needs and are always prepared to sell any product into a given account.  You understand the importance of selling all products and expanding market share.  

Sales Skills:

You have outstanding prospecting and qualifying skills, and show the persistence and tenacity needed to get results.  You are thorough and creative in developing prospect lists, going out of your way to identify valuable new sources of business.  You understand all the factors that make up a high-potential customer and quickly identify the real decision makers and any potential resistance to the sale.  You do not hesitate to ask direct questions to qualify the prospect and are willing to quickly move on when the profile is not right.  One of the real challenges of selling is to identify customer needs.  This is one of your strengths.  Not only do you quickly identify and address the customer's primary needs, but you also make the customer aware of additional needs that can be met with the company's products.  You take the time to ask questions and listen closely to customers, and as a result are able to keep your sales message tightly focused.  During sales calls and presentations you help customers clearly visualize how the product will benefit them.  You demonstrate superior communication skills and work to truly understand the customer's needs and concerns before finding a solution.  You observe customers and listen to them to uncover hidden objections and needs, restating their concerns before responding.  In addition, I have seen you change your sales message in the middle of a call in response to customer questions or comments.  You deliver consistently outstanding presentations.  You create agendas focused on customer needs and show flexibility in changing the presentation to match their interests.  You are always well-practiced and ready to deliver professional presentations.  You are also quick on your feet, and can handle questions and resistance smoothly.  You have demonstrated exceptional negotiating skills.  You develop a clear strategy through advance preparation, but show the flexibility needed to create win-win outcomes.  You take the time to acknowledge customer interests while staying focused on the company's interests.  You have a keen understanding of who needs to be involved and what needs to happen to close a sale.  You are in close contact with key decision makers, are ready to respond to any personal or organizational resistance to the sale, and above all have a strong ability to read the prospect.  You keep a positive, enthusiastic attitude and work hard to make all customers happy with the sale.  You do what is needed to keep the sales process moving.  You have shown an outstanding commitment to both personal and professional growth, going well beyond standard resources and training.  You convey your enthusiasm by always looking to improve your selling skills and understanding of the business.  

Product Knowledge:

You have outstanding product knowledge and can fluently explain features, benefits, and technical concepts.  More than that, you are skilled at selling the value of the product to the prospective customer.  You are always able to adjust to different needs and show customers how to maximize their return on investment in the product.  When you can't respond to a question on the spot, you always make the effort to find an expert answer and get right back to the customer.  You have a real in-depth understanding of your customers' business operations and their needs, and have positioned yourself as a valuable consultant.  You know all the details of buying practices, budget cycles, and funding sources and know where to go in your accounts to get things done.  You have an expert knowledge of the competitors' products and strategies.  You can discuss the strengths and weaknesses of different products with customers without compromising the integrity of the company or yourself.  You make the effort to find out why customers are using competing products and how they might be persuaded to switch.  By leading balanced discussions about various products, you have positioned yourself as a business resource for customers and have really earned their trust and respect.  You have a thorough and insightful knowledge of the market and are always striving to learn more.  You track relevant market statistics and identify important trends.  You are fully aware of the strengths and weaknesses of different products, who is using them, and why.  You have developed strong relationships with customers and other key individuals in the industry.  

Territory Management:

You create comprehensive marketing plans to develop new business.  Your plans are highly detailed and are based on extensive research and a real understanding of the territory.  They include tactics, annual performance goals, and well-defined objectives with strict timelines for completion.  You have outstanding forecasting abilities and always deliver accurate sales forecasts.  You understand all variables affecting closing dates including the influence of various decision makers, competitive activity, and other factors related to the sale.  You have always been a focused and disciplined sales representative.  You set challenging but realistic long- and short-term goals which you use to guide your daily work.  You always maximize peak selling time, reserving administrative tasks for your off-time.  You set up specific, action-oriented call plans that contain clear objectives and a well-defined road map from opening remarks to closing strategy.  You consider customer interests and time constraints when planning each call and prepare for likely questions and objections.  You have also shown the persistence to follow your call schedule and consequently maintain a high call rate with key customers.  You make an exceptional effort to track and respond to competitors.  You recognize that anticipating and not just reacting to competitive strategies is critical to expanding the company's market share.  You keep in touch with customers and with other sources of information in the industry to anticipate competitive strategies.  You have strong networking skills and are always looking to meet new customers and others who can help you exceed your sales goals.  You leverage your excellent reputation with current customers by asking directly for referrals and regularly attend industry-related functions important to your customers.  

Sales Organization:

You always submit thorough reports on a timely basis.  You take the time to provide not only the mandatory information but also detailed, supplemental information you have gathered on your own initiative.  Your customer records are always highly accurate and contain an extensive amount of useful information including meaningful meeting and telephone notes.  You regularly update your records to include new or additional information.  

Leadership:

You are a very persuasive leader who actively sells your ideas and projects.  You present your position in a well-organized fashion and support it with clear and compelling arguments.  You are respected by co-workers and inspire enthusiasm in your group.  You are even-handed, showing no favoritism or bias in the way you distribute rewards or constructive criticism to team members.  You exhibit tolerance for different abilities without making concessions that would undermine standards and performance.  The entire group respects your fairness, and the team shows excellent cohesion.  You establish and consistently achieve high standards for your team.  By setting clear objectives, communicating expectations, and utilizing good tracking techniques, you reach your goals with full team support.  You work with your team to establish a clear direction and focus.  As a result, they are very effective in setting priorities and identifying strategies that accomplish both group and organizational goals.  You are effective at developing, communicating, and reinforcing a shared sense of purpose throughout the organization.  As a result, morale is high and employees feel empowered to accomplish goals that support the overall mission of the organization.  You are always conscientious about implementing organizational policies.  When new directives are issued, you accept them with a positive attitude and put them into effect.  You are supportive of company leadership and offer constructive comments where appropriate.  You are committed to directly confronting tough issues.  You investigate the situation, get input from those concerned, determine an action plan based on your convictions, and communicate your decisions clearly.  This contributes to your reputation as a strong and decisive manager.  

Summary:

You are an exemplary performer.  You show unusual initiative, are a self-starter, and, once given a task, can be depended upon to carry it through to completion.  You work quickly, remain closely focused on what you are doing, and are very productive.  You are very knowledgeable in your field and your colleagues seek your advice and respect your opinions.  You work effectively within your own group as well as throughout the entire organization.  You have an excellent command of decision-making and problem-solving techniques and can apply them appropriately.  Your performance is well beyond what is expected or required for the position.  
