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	Employee Performance Appraisal Technical/Managerial



Related Procedures: Employee Handbook, Procedures PE-01 Set Initial Goals and Objectives for New Employee and PE-02 Conduct a Performance Appraisal, PE-03 Complete a Salary Action
	Name
	Functional Title
	Level and Grade

	<Employee Name>
	Senior Technician
	

	Scheduled Review Date
	Employment Date
	Personnel Number
	Department Number

	07/12/2004
	01/12/2004
	
	

	
A formal performance review appraises how well an individual is meeting job responsibilities and performing against the goals established.  The performance review also establishes the goals for the forthcoming period and provides a forum for dialogue on how best to attain those goals.  

	Type of Review:
 FORMCHECKBOX 
 Initial Performance Review
 FORMCHECKBOX 
 Annual Performance Review
 FORMCHECKBOX 
 Special Performance Review


	REVIEW OF PERFORMANCE AGAINST GOALS.  List specifics.
1. Perform all Jr. Technician roles

2. Diagnose through trouble shooting techniques and other systematic investigative procedures the mis-functioning of computer soft- and hard- wares

3. Apply sophisticated research techniques to find solutions to technical problems or computer system mis-functions

4. Apply personal knowledge, education, and experience to find solutions to technical problems or computer system mis-functions

5. Use specialty technical tools to diagnose or correct computer system mis-functions

6. Carry-through from diagnosis to full or partial correction as is possible system mis-functions

7. Communicate corrections, either completed or to be completed, to both affected customers and Computer Scene staff through verbal explanations and written documentation

8. Maintain a helpful, positive, and professional attitude to customers and Computer Scene staff at all times

9. Strive to maintain an organized workspace

10. Sustain personal growth through continuing education on all technical areas that can benefit our customers, team, and/or ourselves

11. Assist customers by bringing their computers and other large items into and out from the store to their vehicles

12. Answer the telephone if no one else is able to by the third ring

	ADDITIONAL ACCOMPLISHMENTS OF PAST REVIEW PERIOD.  List specifics.
1. Improved customer system correction operations through innovative application of technologies – <Name> used external USB 3.5” disk drive boxes to scan customer drives without having to shut down CS workstations, thereby improving CS time on task to scan and move data between customer drives and CS workstations.
2. Found alternative vendors for common system components – <Name> identified New Egg as an alternative supplier.
3. Contributed to selection of competitive product offerings – <Name> was instrumental in the design of the FlexPower System offerings.

	GOALS AND OBJECTIVES FOR NEXT PERIOD.  List specifics.
1. Identify opportunities to contribute to the development of a Computer Scene (CS) standard services and product offerings. 

2. Establish working relationships with other professionals by participating in appropriate webinars, and present the details of the session and the contacts to the CS staff. 

3. Develop a thorough understanding of system build technologies, such as will streamline the installation of new computer operating systems and application suites.  Demonstrate these tools for a manager or client. Show how to recover a “crashed system” using these technologies. Participate in customer training session.
4. Continue to support CS projects and marketing initiatives by identifying the "best of class" technology solutions for use in marketing presentations. 

6. Champion the growth of CS products and services by establishing long term client relationships and bringing in 10 new customers per quarter, whereof at least 2 are businesses.

7. Participate in the development of a business proposal and help with the drafting and review. 

8. Support recruiting and hiring of CS employees by reviewing resumes, participate in prospective job candidate interviews. 
9. Have fun.


	For purposes of continuity, the Company uses the following rating definitions:


Exceptional
-  Reserved for those few employees who perform continuously at such a high level as to be considered exceptional.


Exceeds Standards
-  For employees whose performance is consistently above the Company’s very high standards.


Meets Standards
-  For employees whose performance meets the Company's very high standards, commensurate with their current responsibilities and compensation.  An employee who is given this rating is eligible in all respects to be considered for promotion.


Meets Most Standards
-  For employees who meet some standards but for whom improvement is needed in specific areas.


Meets Few Standards
-  For employees who do not meet Company standards after a reasonable period of training and experience.  This rating places the employee on notice that performance must improve for continued employment.


	1.
TECHNICAL KNOWLEDGE 
Has appropriate level of knowledge and understanding of all phases of own and related work based on experience, skills, and training. 
1.
Perform all Jr. Technician roles: Assemble new computer systems, install the operating system and their appropriate updates and patches, install device drivers and (customer) software applications on an operating system, refresh and rebuild an operating system, and communicate corrections, either completed or to be completed, to both affected customers and Computer Scene staff through verbal explanations and written documentation.

2.
Diagnose through trouble shooting techniques and other systematic investigative procedures the mis-functioning of computer soft- and hard- wares.
3.
Apply sophisticated research techniques to find solutions to technical problems or computer system mis-functions.
4.
Apply personal knowledge, education, and experience to find solutions to technical problems or computer system mis-functions.
5.
Use specialty technical tools to diagnose or correct computer system mis-functions.
6.
Carry-through from diagnosis to full or partial correction as is possible system mis-functions.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
In addition to <Name>’s performance in these six areas that comprise the technical competencies required of a Senior Technician, he has demonstrated superior performance by innovating the methods used to clean PCs of viruses and spyware (i.e., by using USB external drive boxes), and he improved PC correction turn-around by more quickly bringing the customer to decide to reinstall the OS.


	2.
TECHNICAL WRITING ABILITY
Uses appropriate style, organization, and grammar in the development of written communications used for service orders, invoices, bills of sale, and/or credit memos; produces a well-organized document requiring little editing and rewriting. Communicate corrections, either completed or to be completed, to both affected customers and Computer Scene staff through verbal explanations and written documentation.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
The position requires taking notes during the diagnosis and correction stages, as well as documenting calls to the customer (even when the customer has an answering system or not), and entering the diagnosis and correction details, in a readable form for individuals who do not posses technical backgrounds, into the sales receipts or invoices. <Name> is inconsistent with his note-taking, and with entering the pertinent details into the sales receipts and invoices. On occasion <Name> leaves no notes or enters inadequate levels of detail into the sales receipts and invoices. <Name> frequently forgets to add notes regarding calls to the customer or where he is at with his diagnoses and corrections on the service order form. <Name> has also forgotten to enter the customer contact details on the service order forms, and once in awhile having the customers sign the release section of the form. <Name> needs to be much more attentive to these details as they represent a very important aspect of the team function, and legal requirements of providing computer repair services to individuals and businesses.


	3.
ORAL COMMUNICATIONS ABILITY 
Communicates effectively; at ease when giving customer presentations or in a group situation or by phone; communications are clear and understandable. Communicate corrections, either completed or to be completed, to both affected customers and Computer Scene staff through verbal explanations and written documentation.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> consistently demonstrates an ability to communicate verbally to customers by providing examples and explanations to the depth necessary. <Name> also is able to communicate effectively with difficult customers and/or concepts.


	4.
ANALYTICAL ABILITY/JUDGEMENT
Sizes up a problem, gathers and evaluates the facts, and presents solutions in a clear, concise manner; makes practical and logical decisions within own area of responsibility; exercises proper degree of common sense and discretion. 
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> consistently shows strong analytical abilities as pertains to computer technologies; he is able to quickly diagnose problems and implement corrective procedures. When a solution is not easily found, <Name> has been able to ask for support from others, pride is not a hindrance. He engages in meaningful dialogs with CS staff or with other peers through the internet.


	5.
BUSINESS DEVELOPMENT/CLIENT RELATIONSHIP
Develops new market areas as well as obtains follow-on work; has good rapport with clients; is alert to their needs and responds quickly; follows up after project completion; is a good representative of the Company in all situations.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> is learning to identify business opportunities and starting to learn about qualifying them. He is willing to work as a team member to explore possibilities. He supported efforts to bid a project with Ukiah Valley Medical Center, which did not work out, and he is constantly tracking specific products and/or product configurations that may have a market – he provided critical support in the development of the FlexPower System product line, and is now identifying specific high-end gaming configurations.


	6.
COOPERATION WITH MANAGEMENT AND OTHER EMPLOYEES
Provides assistance in solving personnel and technical problems; contributes to improving quality of Company services and increasing Company profitably; attends meetings and appointments on time. 
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> is a team player. He is always ready to provide support to other team members. He quickly helped office staff with printer and phone system problems. He has also helped out with emergency office machine rebuilds and software installations – most notably Act!. 


	7.
COMPUTER SCENE (CS) PROCESSES
Supports CS’s work processes. Implements CS processes on projects; mentors new employees; shares lessons learned. Participates in process improvement activities.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
Generally <Name> is open to process improvement and is ready to provide ideas and solutions for store operations improvement. On one occasion, <Name> did provide support to install a process tool, but then he found it difficult to commit to using it. Admittedly, the tool has short comings. However, <Name> would have been a stronger team player by seeking alternatives or work-arounds for the flawed tool – Act!.


	8.
OPERATIONAL CONTROL/PROJECT MANAGEMENT
Produces quality work on time and within budget; properly balances technical, schedule, and budget aspects; practices cost control measures; keeps management informed in a timely fashion.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> strives to maintain a balanced workflow, by increasing his efforts when there is a lot of work, and by providing technical expertise on other projects when time permits. When there is a lot of work pending, <Name> contributes consistently to completing the work. There have been periods, short and not overly prolonged, when personal issues caused <Name> to perform inconsistent with his superior level of competency. <Name> needs to continue to explore ways to better manage problematic situations of a personal nature. That aside, <Name> is a high performer who keeps a clear vision of the big picture. Once in awhile, minor process details are lost from the stress of the work – notation details on service orders or sales receipts, for example.


	9.
FLEXIBILITY
Remains flexible in all situations; is capable of handling a variety of projects or situations; handles changing priorities well; keeps Company needs in mind at all times. Answer the telephone if no one else is able to by the third ring.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> is strongly flexible. This has been noted elsewhere in this review, which contributes to the higher rating of this area. <Name> is always willing to help and support his team members. <Name> also consistently provides a professional demeanor to customers and thinks of ways to provide good customer service and to increase business profits. <Name> nearly always answers the phone if no one else is able to.


	10.
INITIATIVE/INNOVATIVENESS
Originates or develops constructive ideas; is a self-starter; identifies situations or programs that need improvement and follows through with improved methods. Supports the Guiding Principle "We must be learning continuously" by attending training or teaching courses. Shares knowledge with others in the Company. Creates, seeks out, and uses knowledge to serve our clients, improve performance, and grow the Company. 
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> has shown strong ability to innovate or improve store offerings, store processes, or technical infrastructure. He is a self starter and consistently completes projects he initiates. <Name> contributes to team technical offerings by continuous learning, and he is very willing to share his knowledge to improve team member competencies.


	11.
BUSINESS ETHICS
Identifies project problems and fosters open discussions and resolutions; takes responsibility; resolves project issues between client and CS honestly and effectively; scrupulously enforces business ethics; is forthright in evaluating performance. 
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> provides a consistent approach to ethical issues. He is forthright with customers when their systems are of questionable legal status. <Name> treats his customers and team members with integrity and honesty. He is also willing to explain his position at the request of the customer.


	12.
PROFESSIONAL ATTITUDE
Supports Company's Mission, Values, and Guiding Principles; puts forth effort necessary to complete tasks. Maintain a helpful, positive, and professional attitude to customers and Computer Scene staff at all times.  Strive to maintain an organized workspace. Assist customers by bringing their computers and other large items into and out from the store to their vehicles.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
Remarks regarding <Name>’s attitude have been noted elsewhere within this review. <Name> maintains a consistent professional attitude with customers. He strives to keep his workspace neat, and he assists customers by bringing in and taking out computers from/to their vehicles.


	13.
HUMAN RELATIONS
Treats all individuals with courtesy and respect; encourages participation from all team members; lives up to the Company's Guiding Principle, "We believe in treating others as we wish to be treated" at all times.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> is consistent with how he treats others and is in-line with the guiding principle.


	14.
LEADERSHIP
Sets a good example; establishes realistic and challenging goals; creates an environment in which people are motivated and challenged and enjoy their work.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
 This is a future target area when the business grows.


	15.
SUPERVISION/DEVELOPMENT OF OTHERS
Maintains consistent standards of conduct, performance, and quality; encourages self-improvement; is objective in evaluations of performance and recommendations. Takes an active interest in bringing qualified personnel into the Company; participates in recruiting events, job fairs, and technical conferences; hires people who will help the Company grow and expand its capabilities.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
<Name> has not had ample opportunity to demonstrate leadership. For a short time during the summer, <Name> had some supervision over a jr. employee, but there were circumstances which mitigated <Name>’s ability to lead. This is a targeted area for <Name> once staff can be added to the team.


	16.
QUALITY OF PERFORMANCE
Enhances Company reputation as an organization that takes great pride in providing the highest quality service at the best value to the client.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
This area is essentially a summation for this review. <Name> has shown strong, quality-rich contributions to the business. He is a good team member. He is a strong innovator, and he is a self starter. He needs to improve in some communication areas. As opportunities present themselves, <Name> will likely demonstrate his effectiveness serving business offerings and technical solutions.


	17.
PROFESSIONAL DEVELOPMENT/POTENTIAL FOR ADVANCEMENT
Prepares for advancement by outside education and training; seeks additional assignments and responsibility; is training at least one suitable replacement. Sustain personal growth through continuing education on all technical areas that can also benefit our customers and/or team.
	Meets

Few Standards

 FORMCHECKBOX 

	Meets

Most Standards

  FORMCHECKBOX 

	Meets

Standards

  FORMCHECKBOX 

	Exceeds Standards

  FORMCHECKBOX 

	Excep-tional

  FORMCHECKBOX 



	Remarks:
This is an area for future review.


	OVERALL RATING

This rating is a composite of the employee’s total performance, with major emphasis on the end results of functions and responsibilities.

	Meets Few Standards

 FORMCHECKBOX 

	Meets Most Standards

 FORMCHECKBOX 

	Meets Standards
  FORMCHECKBOX 

	Exceeds Standards
  FORMCHECKBOX 

	Exceptional
  FORMCHECKBOX 


	
	
	
	
	


	SUPERVISOR’S COMMENTS




	George R. Bradford
	
	
	
	1 October 2004

	Preparer’s Name
	
	Preparer’s Signature
	
	Date

	
	
	
	
	
	
	

	Employee’s Signature
	

	Date
	
	Approved by
	
	Date

	Next Performance Appraisal Date:01/28/2005
	Next Salary Action Date:01/28/2005


	COMMENTS FROM THE EMPLOYEE
Note comments regarding this review, desire for future work, location preference, performance of Team Leaders and Managers, or anything that should become part of the personnel record.


	
	
	
	

	Employee’s Signature
	
	Date
	

	
	
	
	

	Employee Comments Noted
	
	Date
	

	
	
	
	

	Employee Comments Noted
	
	Date
	

	Action Taken:
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