
Employee Performance Review
Employee’s Name Date of Review
Job Title Review Period From to
Department Reviewer

Performance Category Exceedsexpectations Meetsexpectations Needsimprovement Unacceptable Comment
Quality of WorkDelivers accurate, thorough, and timely work. Consistently strives forexcellence in outcomes.
Attendance & PunctualityDemonstrates reliability by arriving on time and communicatingabsences in advance.
Reliability & AccountabilityConsistently completes assigned tasks and takes responsibility.
Judgment & Decision-MakingMakes sound decisions and uses logic and reasoning to evaluatesituations effectively.
Team CollaborationWorks well with others, values team input, and contributes to asupportive team culture.
Communication SkillsCommunicates clearly and respectfully in both written and verbalformats. Listens actively.
AdaptabilityAdjusts to changes in priorities, processes, or environment with apositive and flexible attitude.
Initiative & Problem SolvingTakes proactive steps to solve problems and suggests improvementswithout being prompted.
ProfessionalismDemonstrates respect, integrity, and a positive attitude in allinteractions.
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