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   Performance Appraisal

General Staff Appraisal  (   ___ / ____ ) [ e.g. 98 / 99 etc. ]

Staff name ( in full name ) : _________________
Department : ___________________

Staff no.    
                     : 
_________________
Date joined  : ___________________

Title                                     :  _________________


Scale system:  

1- 5  = represents the level 

of performance in ascending order

( 5 = performs excellent,   1 = performs the worst   N/ A = Not Applicable* Please circle the appropriate one )
SECTION 1 : Staff General Performance                                               

A. Attendance 

	1. Late arrival to work
	1
	2
	3
	4
	5
	N/A

	2. Absences caused by personal reasons
	1
	2
	3
	4
	5
	N/A

	3. Work overtime to complete tasks
	1
	2
	3
	4
	5
	N/A


B. Work Performance
	4. Finish tasks within deadlines
	1
	2
	3
	4
	5
	N/A

	5. Produce tasks in quality, without many mistakes
	1
	2
	3
	4
	5
	N/A

	6. Well-planning on the assigned tasks
	1
	2
	3
	4
	5
	N/A

	7. Problem-solving & analytical skills
	1
	2
	3
	4
	5
	N/A

	8. Able to apply technical skills on the tasks
	1
	2
	3
	4
	5
	N/A

	9. Willing to make useful & feasible suggestions to the superiors
	1
	2
	3
	4
	5
	N/A

	10. Leadership skills
	1
	2
	3
	4
	5
	N/A

	11. Ability to generate creative ideas
	1
	2
	3
	4
	5
	N/A

	12. Ability to meet certain job requirement 
	1
	2
	3
	4
	5
	N/A


C. Team Work 

	13. Cooperate well with colleagues
	1
	2
	3
	4
	5
	N/A

	14.  Willing to assist colleagues to solve job-related problems
	1
	2
	3
	4
	5
	N/A

	15.  Willing to do extra work
	1
	2
	3
	4
	5
	N/A


D. Communication skills 

	16. Handle the client properly
	1
	2
	3
	4
	5
	N/A

	17. Good proficiency of Oral English
	1
	2
	3
	4
	5
	N/A

	18. Good proficiency of Mandarin
	1
	2
	3
	4
	5
	N/A

	19. Good proficiency of other languages

    ( Please specify : _____________________)


	1
	2
	3
	4
	5
	N/A


E. Attitude
	20. Polite to colleagues
	1
	2
	3
	4
	5
	N/A

	21. Polite to clients
	1
	2
	3
	4
	5
	N/A

	22. Unfailing enthusiasm on his/ her work
	1
	2
	3
	4
	5
	N/A

	23. Entirely dedicated to his/ her work
	1
	2
	3
	4
	5
	N/A


SECTION 2 : Overall Performance & Assessor’s Comments

As a conclusion, the staff’s overall job performance belongs to one of  the following categories:  please circle for the choice

A. Excellent

B. Good

C. Satisfactory

D. Fair

E. Below standard

F. Dissatisfactory

Appraiser’s additional comments on the staff’s job performance :

Improvements that the staff needs to undergo :

SECTION 3 :  Staff Career Advancement Planning 

Will the staff be promoted ?

* Yes / No  - *Please delete the inappropriate

If yes, position 
     : _______________________


effective date      : _______________________

Training required for promotion :

	Staff’s signature :


	Appraiser’s signature
	Department Head’s signature:



	Date :
	Date :
	Date : 


~   The End  ~







