SEMI-ANNUAL EMPLOYEE ASSESSMENT

Employee Name:

Department:

Hire Date:

Supervisor:

The purpose of this assessment is to identify the employee’s growth in key areas outlined
during the annual review period. This assessment should be completed approximately six (6)
months from the date of the employee’s last performance review, allowing both the employee
and supervisor to track the progress of established goals. Please mark an (X) in the box next to
the field that best describes the employee’s performance rating located below each action item.

Key Performance Points

Project / Task Management
Employee completes all assigned tasks with minimal s
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Time Management Skills
Employee successfully maintains productivity with varying workloads of
department. Frequently delivers results in areas where production is essential
and utilizes time proficiently with little or no direction from supervisor(s).
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Key Performance Points

Customer Service Skills
Employee is _familiar with client related goals of the company and constantly
seeks ways to increase the business relationships. Has the ability to assess the
needs of the customer and their viewpoint and match those with the services
provided. Able to build and maintain a good rapport with varying personality
types while delivering consistency in service.
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SEMI-ANNUAL EMPLOYEE ASSESSMENT

Overall Performance Ranking

Please assign an overall level of rating to the employee, which you feel
best identifies his/her performance during the specified period. This rating
should be a direct reflection of the progress shown in all the above areas
or lack there of.
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Supervisor: ate: “
Manager: Da
Employee: Date:
Note:
Supervisor should discuss nager prior to scheduling
assessment with-employee. ned assessment to the HR office no later
than 2 days fol chedule essment.
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