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Top Tips for Conducting
Successful Performance Evaluations
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Bank Teller Competencies

i Socil Cognitive abilities Potential job performance
intelligence
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Agreeableness =Tellers regularly interact with people = customers as well as co-workers
Being a representative of the bank for its customers, a5 well 35 3 colleague 16 your team
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Work performance evaluations

ALL COMPANY EMPLOYEES SHOULD NEVER BE SURFRISED BY
THEIR FERFORMANCE APPRAISALS?!

The performance evaluation process is ongoing. [t begins with goal setting and is
carried on throughcut the vear through regular supervision meetings snd culminates in
the annual performance review, which includes setting the goals for the following
evaluation period

#  Provides a reliable vehicle for employees and supervisors 1o communicate

oals, work performance, and outeo

ake sound and squitable decisions reg g performance

b and career development, recognition, compensation, md
corrective action

s Ongoing communication not only enhances relationships among employees
and managers, it sdso provides a mechanism for identifying and clarifying

expectations.

»  Provides employees with the apporiunity to set clear goals for the next year, 1o
nssess the progress made on meeting those goals and expectations, to hold wp
contribut ions 1o the job/ongeni xation, and to identify strengths and sreas of
development

The more aecurate performance assessments are:

+  The grester the chance that 1he right peaple will be promoted thraughout the

arganization,
s Having performance superstars in higher-level positions will benefit the
organization ns 2 whole
s Accurste reviews can help squash the perception of bias.
Performance Evalutions put an end to the "litde things” that are hindering our
businiess, The importance of litthe things cannot be stressed enough. How small the
action - how tremendous the consequence. As professionals, we beoome masters at
chasing the “lions™ and "dragons” sway from around us while the littke things,
urobserved and almost unhindered, spoil oar coreers.

What are these limle things that keep us from growing our business?
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Self evaluation for performance review examples job knowledge. Performance evaluation for job knowledge. Examples of job knowledge for performance review.

The employee evaluation process allows supervisors to provide helpful feedback to their employees, especially in performance reviews. Having the knowledge of what to write can make the procedure more thorough, effective and timely for each party. In this article, we will be looking at some employee evaluation phrases that can be used in providing
feedback to employees or managers.Employee evaluations are performance reviews that employees use to give feedback to employees or managers in an organization. These reviews examine an employee's work ethic and productivity and provide firm goals for professional development. Receiving consistent feedback can also ensure that the
employee remains dedicated to their job.Here is a list of phrases you can use in an employee evaluation, broken down by the following categories:Teamwork and supportObligation and competenceAttitude and comportmentEfficiency and quality of workFlexibilityCommunication and interpersonal skillsCreativeness and innovationAttendanceCustomer
serviceDependabilityLeadership"Leads the team and assigns proper duties to teammates""Started a highly engaged team that works together to start and complete the project on deadline""Offers assistance to colleagues on their duties even when they are outside their direct obligation""Always ready to offer the right assistance to colleagues who are
having difficulty with their duties""Formed good relationships with all members of the team""Encourages relationships to provide professional assistance for each other when needed""Needs support and assistance to work cooperatively with others""Unwilling to help coworkers on their tasks even when it is solicited""An expert, but could offer more
professional advice to others""Needs to learn the skills of completing tasks with the cooperation of others""Needs to inspire others to give their best on the job""Result-oriented. Carries out duties until tasks are completed""Self-inspired professional. Strives to complete all assigned duties on schedule""Big thinker who strives to help the company
reach new milestones regularly""Possesses hunger for expertise and knowledge""Always performs duties to the best possible standard""Makes effort to find new tasks that will improve professional experience on the job""Comes late to work often without giving tangible reasons""Does not carry out assigned duties""Takes excessive breaks, slowing
down the flow of work in the department""Often leaves the workplace before official closing hours""Needs to understand how to help others finish tasks without missing deadline""Keeps a positive viewpoint, and this helps in making quality decisions in difficult situations""Positive attitude remains their most special strength""Shares positive thoughts
and ideas on issues, and this helps others to have a positive outlook about their jobs""Encourages colleagues and team members to give their best on the job""Created a work environment that permits mutual trust and confidence""A good staff member who enjoys the job but attitude towards colleagues could be improved upon""Inconsistent attitude
towards decision making which adversely disturbs team's workflow""Inconsistent in working relationship with some members of staff""Advised to improve attendance and attitude within 90 days or else appointment will be terminated under the company's attendance policy""Gives quality attention to details while executing projects""Often maintains
an extraordinary level of precision with work""Ensures production is free of defective products as much as possible""Extremely focused professional who pays attention to every detail at work""Executes assigned tasks and project meeting deadlines""Rarely attains monthly performance goals""Needs help eliminating work errors""Creates a higher flaw
rate than colleagues""Needs to be encouraged to comply with the mandatory production standards""Must improve in the knowledge of the work processes""Always meets or exceeds project expectations""Always maintains calm and composed manner under tense situations""Knows the best ways to apply new and more effective methods to conduct
business""Always helps colleagues and team members to remain calm and focused on the main goals during project execution""Very flexible and always adapts to changes in assignments""Possesses a positive attitude towards criticism and comments from colleagues and superiors""Often resists changes that could lead to an increase in
productivity""Needs to be more flexible and must learn to allow changes that will increase production""Reluctant to accept changes""Needs to be encouraged to meet project schedules""Frequently disregards low-priority tasks""Possesses a highly effective verbal and written communication skill""A friendly communicator who has maintained a perfect
relationship with every section in the company""Possesses the skill to communicate the requirements of the tasks and projects to the team members""Ensures colleagues keep to established project schedule""Has built good work relationships through open and friendly communication""Collaborates with colleagues and superiors to ensure effective
working relationships""Lacks the required communication skills to effectively lead a team and relate with colleagues""Finds it difficult communicating ideas and messages to colleagues and team members""Needs to develop the skill to communicate effectively with team members""Leads quickly, needs to improve attitude with receiving
feedback""Needs to be encouraged to work cooperatively and pleasantly with colleagues""Possesses the ability to develop creative solutions to solve problems""Skillful at facing tough problems and providing solutions to them""Possesses insightful perspectives on issues, and this is a valuable asset when the team needs to solve critical problems""An
expert at taking innovative ideas and turning them into solutions""Possesses the ability to challenge common problems by creating new and innovative solutions""Always unconcerned with the creative and innovative side of the team""Does not encourage and reward creative solutions from members of the team""Lack of creativity affects productivity
significantly""Unwilling to work on problems outside of personal skill set""Shows a lack of interest in employing creative or innovative ideas""Always arrive early for seminars, workshops meetings and conferences""Always come to work on time each workday""Observes the timetable and plan whenever possible""Always available even when work
schedule has nothing to do with his department or section""Attained faultless attendance over a two-year period""Does not meet organization standards for attendance""Consistently arrives late to work""Habitually surpasses the maximum number of leave days""Has not met attendance objectives set at earlier performance appraisal""Advised to
accord more respect to other by arriving early for meetings""Must learn to come on time after scheduled leave""Advised to always follow the attendance policy of the company""Needs to improve attitude towards reporting to work on time""Should learn to encourage other coworkers by improving attitude towards attendance""Outstanding at customer
service""Relate easily with all types of clients''Always ready to help coworkers and every customer""Competently overcomes customers' objections""Always on top of situation even with the most stubborn customer""Handles tough customer service circumstances effectively""Customer approval rating is very high""Ranks high among other customer
service team members""Competent at making a difference in customer experience""Always calm and sensible in the face of tough or angry clients""Advised to learn to listen effectively to customers"'Needs to carry effectiveness on the phone to face-to-face service to customers""Advised to value and understand the benefits of customer service
training""Finds it difficult dealing with a difficult customer""Advised to work towards improving the low marks on customer satisfaction surveys""Must learn to resolve customer complaints effectively""Must avoid passing the complaining customer on to coworkers""Needs to learn how to handle clients requests efficiently""Must learn to patiently
listen to clients well""Need to improve the skill of handling face-to-face complaints of clients"“Has remained one of our most trustworthy team members”“Always very dependable in every situation”“Always ready to do whatever it takes to get the work done”“Well known for dependability and readiness to work hard”“Has been a faithful and
trustworthy employee”“Consistently demonstrates that they care about their job” Always carry out functions meeting or exceeding expectations”“Can always be relied upon on to finish tasks in a timely manner”“Always ready to complete assignment no matter how much work is involved”“Advised to learn how to put in extra work even beyond
scheduled hours”“Job results are unreliable and often need to be reviewed”“Dependability and reliability can be improved upon”“Does always not show a readiness to do what it takes to get the work done the right way”“Enjoys abandoning work for others to finish”“Has not demonstrated a willingness to help other colleagues with their work”“Does
not bother about feedbacks from managers and other coworkers”“Always ready to assist a coworker”“Encourages team members to feel comfortable to air their views and suggest ideas”“Has a good understanding of the strengths of team members usually share out duties effectively”“Helps the team to keep engaged and focused”“Always show
appreciation to team members for a job well done”“Always encourage team members to work hard”“Always promote a learning culture among coworkers and team members”“Listens actively and gives quick response to every complaint or suggestions of coworkers and team members”“Has been a good example for others to follow”“Needs to improve
incapacity to talk to team members without going against the rules”“Advised to help and inspire other team members to work hard”‘Does not put rigid plans for the future for the department”“Should learn to treat other coworkers as equals”“Wastes much time on providing a solution when a quick one is needed”“Undecided when allocating goals and
responsibilities”“Does not appreciate team members for a job well done”“Has found it difficult keeping confidential information”
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