COBB COUNTY PRE-APPRAISAL DISCUSSION MEMO

MEMORANDUM

TO:      
FROM:      
DATE:      
SUBJECT: Performance Appraisal Discussion

This memo is to confirm our plans to meet on       (date) at       (time) to review your annual performance appraisal to discuss your performance, set goals and objectives for the upcoming year, and to discuss you career development.

Your input will be an important part of the meeting, so I’d like you to look over the questions below and write down your responses, as well as any thoughts you might have that can help me better understand your concerns and priorities.

It would be helpful if I could receive your responses 24 hours prior to us meeting.

Thanks!

1. List your strengths/weaknesses in the following areas:

Job Knowledge (Demonstrates knowledge of all phases of work, assigned department and relevant County policies and procedures.)

     
Work Quality/Quantity (Thoroughness, accuracy, neatness and organization; work quantity is consistent with department requirements; prioritizes and plans work to meet deadlines; follows up on and completes assigned tasks.)

     
Judgment/Decision Making (Analyzes problems or procedures and selects the best course of action to include making logical and sound decisions.)

     
Safety/Care of Equipment (Follows all applicable safety policies and procedures; takes appropriate care of all equipment for both safety and cost reasons.)

     
Communication (Expresses self in a clear and concise manner in both speaking and writing, if applicable; listens effectively; expresses self appropriately in order to have effective working relationships with coworkers, supervisors, departments and citizens. )

     
Work Principals (Assumes responsibility for job requirements; arrives to work and meetings prepared; stays on task; readily volunteers for projects and assignments.)

     
Professional Conduct (Cooperates, gets along with others; exercises self-control; displays an appropriate appearance for the work environment; shows commitment to the general public and Cobb County; conforms to all applicable policies and procedures such as Conduct and Performance.)

     
Time/Attendance (Present on time and available for work when scheduled according to departmental policy, does not abuse leave.)

     
Leadership/Supervision- Complete this if your position supervises other employees.

(Establishes, directs and guides team effort toward common objectives. Collaborates with other departments and builds effective working relationships, assesses staff needs and provides training, development, coaching and evaluation. Assigns work so that employees are fully engaged)

     
2. List the types of training or development activities you feel you need in order to improve your performance.

     
3. List your most significant accomplishments in the past 12 months? Are there any awards, activities, or other recognition that I should be aware of?

     
4. Do you have any questions about what’s expected of you on the job? Please list any areas that are unclear.

     
5. What can I or the organization do to help you improve?

     
6. What are your ideas for your goals for the upcoming year?

     
