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HOW PERSONAL WORK PLANNING AND ALLOCATION IS MANAGE D
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HOW INDIVIDUAL INITIATIVE HAS BEEN USED AND PERSONA L WORK GOALS HAVE BEEN

EXTENDED
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HOW PERSONAL PERFORMANCE IS MEASURED
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HOW INITIATIVE IS TAKEN TO PRIORITISE AND FACILITAT E COMPETING DEMANDS TO
ACHIEVE GOALS AND OBJECTIVES, WHILST MAINTAINING WO  RK/LIFE BALANCE
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WEEKS:
WBS 1 Summary Element 1

WBS 1.1 Activity A

START-TO-START

WBS 1.2 Activity B 67% complete

FINISH-TO-START

WBS 1.3 Activity C

I
FINISH-TO-FINIS H{

WBS 1.4 Activity D

WBS 2 Summary Element 2

12 3 4 567 89 10111213

R S Y] 57% complete

75% complete

90% complete

0% complete

DR 0% complete

WBS 2.1 Activity E 0%|corhplete

WBS 2.2 Activity F 17710% complete

WBS 2.3 Activity G ; 0% complete
TODAY

Project Name
Company Name

Project Lead: John Doe
Today's Date: 3/5/2007 (vertical red ling)

WViewing Weeks: 1/1/07 - 11/26/07

i a 2
= v o =
E 2 T = &=
2 ® o E E
— =% m 2 W
:g E ,EU'I R L e L e e ) R L L M
E 3 £ 2 £ E£:5E55583E5538522835%3°%2
WBS Tasks Stat End 5 ® T 8 8 ESESCCHERAamBEsNYs eSSBS
1 Task Category 1 /03007 /20007 76 85% 55 65 11 I N |
14 SubTask 1003007 /2107 18 100% 13 18 O
12 SubTask 122007 22107 30 95% 23 29 2 |
13 SubTask 1022007 210007 18 95% 15 18 1
14 SubTask 2MAM07 3720007 37 S50% 27 19 19 1
2 Task Category 2 AT 51307 73 20% 52 15 58 1 I
21  SubTask 00T 180T 1T S0% 12 8§ ]
22  SubTask 007 &7 1T 30% 12 5 12 -
2.3  SubTask 39007 42707 39 0% 30 0 39 I
24  SubTask 41507 SMIOT 28 0% 20 0 28 [ ]
3 TaskCategory 3 42707 8/0B/0T 103 0% 74 0 103 [
31 SubTask 4127007 SM4NT 1T 0% 12 0 AT ]
32  SubTask SMSIT 0107 17 0% 14 0 17 [ ]
3.3 SubTask 802007 TO9OT 37 0% 26 0 37
34  SubTask THOIOT 8087 29 0% 22 0 29
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TECHNIQUES USED TO ASSESS PERSONAL SKILLS AND KNOWLEDGE

634 < -6 <;-.(5-1 ) -(+6 ( -5-36 47 *),;;767;
4-)6+,-<7,45+, 5;-1* 4--67) 7).,

PERFORMANCE SNAPSHOT

A Performance Snapshot is an opportunity for you to review your performance at regular intervals throughout
your yearly review period in order to check that you are on target to meet set goals. It may help to determine
whether there are areas of improvement, support or additional training required. A Performance Snapshot
should be completed at least once every three months and the results discussed with your Manager.

Name:
Position Title:
Date:

Approximate Date of Your Last Performance Assessment:

(PLEASE ANSWER IN RED AND KEEP ANSWERS SHORT AND BRIEF

A. What projects have you worked on in the past th ree months?

> answer

B. Who have you worked with during this period?

> answer
C. What technologies have you worked with during t his period?

> answer

D. What improvements have you made in your skillse t?

> answer

E. Are there areas of improvement needed with your:

TEAMMATES > answer
MANAGER(s) > answer
PROJECTS > answer

PROCESSES > answer

F. Who has mentored you and how did they help you?

> answer

G. Have you done any mentoring and how did you hel p them ?

> answer
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TECHNIQUES USED TO OBTAIN FEEDBACK FROM EMPLOYEES, CLIENTS AND
COLLEAGUES, AND AN ILLUSTRATION OF HOW THE FEEDBACK IS ACTED ON TO
DEVELOP AND IMPROVE COMPETENCE
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HOW INDIVIDUAL LEARNING AND DEVELOPMENT PATHWAYS HA VE BEEN DEVELOPED

B - -, R (( (G ))) )
(* )** 11/' )-'-0(I

SELF APPRAISAL REVIEW WORKSHEET

This Self Appraisal Review Worksheet is based on the idea that you are most familiar with your own
work, and that your involvement is essential in ABC’s Performance Review Process. This is your
opportunity to rate yourself and suggest improvements. It helps to clarify your goals and expose areas
of weakness which need to be worked on.

Name:
Position Title:
Date:

Approximate Date of Your Last Performance Assessment:

A. Review of Goals

List the stated goals in your last performance assessment and indicate which of them are complete. For
any that were not completed, provide a progress report and circumstances that hindered your ability to
complete the goal.

>

B. Position Responsibilities

List your core position responsibilities and note any significant changes to these responsibilities since
the last review. If you wish, comment on other aspects of your position responsibilities such as:

1. Which job responsibilities do you view as most important? Why?

2.  Which job responsibilities do you find most satisfying? Why?

3. Are there job responsibilities that you find least satisfying? Why?
>

C. Accomplishments

List your accomplishments or contributions since your last review which may include some of the goals
from Part A, above. (These may include personal, professional and organizational accomplishments.)
Share the significance of some of these accomplishments, both to the organization and/or to your own
development. If you wish, comment on other aspects of your accomplishments such as:

1. Were there areas in which you feel you experienced growth or development over the past
review period? Please describe.

2. Were there specific factors that you would attribute to your development such as training,
professional involvement, mentoring, peer support, opportunities to be challenged, etc.?

3. What would you have liked to accomplish during this period, but were unable to? Why?
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SELF APPRAISAL REVIEW WORKSHEET cont’

D. Job Satisfaction and Organizational Support

Describe any factors that would contribute to your success and enhance your job satisfaction. If you
wish, comment on other aspects of job satisfaction and organization support such as:

1. Were there obstacles to your progress?

2. Are you experiencing challenging working relationships (with supervisor, peers, supervisees,
committee members, etc.)?

3. What kind of support or guidance would you like to see from your supervisor?

4. Are there specific areas of knowledge or skills that would be helpful to develop?

5. Is there additional support from the organization that would help you do your job more
effectively?

>

E. Personal and/or Professional Development

Describe any activities or initiatives for which you would like to be considered that might provide
opportunities for personal and/or professional growth and challenge. If you wish, comment on other
aspects of personal and/or professional development such as:

1. What are your career goals (short and/or long term)? What kind of support would you like to
see from the company in progressing toward these goals?

2. In what activities are you involved or plan to be involved that may have a positive impact on
your personal development and that will provide opportunity to impact the company?

3. Are there specific professional contributions that you are considering or committed to during
the review period?

>

F. Goal Setting

Suggest some goals for the next review period that you would like to discuss with your supervisor.

>
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HOW NEW SKILLS HAVE BEEN IDENTIFIED AND DEVELOPED T O GAIN A COMPETITIVE
EDGE
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PARTICIPATION IN NETWORKS IS TO ENHANCE PERSONAL KN OWLEDGE, SKILLS AND
WORK RELATIONSHIPS
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*9.

KPI (Key Performance Indicators) Worksheet - May 09

_Staffmember K |

Staffmember L

Total

Leave Days

o




ABC PERFORMANCE REPORT

MONTH: MAY 2009

a b [« d e f g h | j k
(axb) (b+d) (e=)) (b—e%) (i-h) (b))
Non- Total Avg.Total Leave
Rate Chargable Revenue chargable Hours Hours Percentage Days Workdays Days Avg.Chrg.
hours per recorded per less Hours Per
PERMANENT STAFF Hours per month month Recorded day Achieved publ.hols. Worked Day
| Staffmember A__ | g135 | 137 | $18495.00 | 10 ‘ 147.00 7.5 93% f____g._s____ 23.0 19.5 7.03
| StaffmemberB _ ___ | | $135 | 17175 | $23,186.25 | ¢ 975 | 181.50 8.6 9% i 2 23.0 21.0 8.18
| StaffmemberC_~ | $125 5___154_.?§___5 $19,343.75 5______1_2_._2_5 _____ | 167.00 8.4 93% 5_____3____ 23.0 20.0 7.74
| StaffmemberD_ | $100 ; 18575 ; $18575.00 ; 4 | 189.75 8.3 8% 0 23.0 23.0 8.08
| | 825 | $10,312.50 | | 8250 3.6 100% |0 23.0 23.0 3.59
0.00 0.0 #DIV/O! - 23.0 23.0 0.00
: $1,687.50 | 2. | 16.00 0.7 84% ;_____Q____ 23.0 23.0 0.59
| $22392.00 | 20, | 176.00 8.8 8% | 3 23.0 20.0 7.78
___________ | $23,472.00 | | 176.00 8.0 93% i1 23.0 22.0 7.41
152.25 | $21,924.00 | | 192.25 8.4 79% | 0 23.0 23.0 6.62
0.00 0.0 #DIV/O! 23.0 23.0 0.00
$0.00 0.00 0.0 #DIVIO! 23.0 23.0 0.00
1 $16,056.00 | 179.50 7.8 62% I 0 23.0 23.0 4.85
| $15,000.00 '_ 120.00 5.2 100% 5_____Q____ 23.0 23.0 5.22
! $18,828.00 | | 207.75 9.0 63% | 0 23.0 23.0 5.68
| $750.00 | 750 03 80% | o0 23.0 23.0 0.26
| 149.00 8.3 9106 | 5 23.0 18.0 7.57
36.00 16 100% | 0 23.0 23.0 157
7771;57.75775 $16,976.25 | | 138.00 6.3 91% iﬂﬂ}ﬂﬂ 23.0 22.0 5.72
Staffmember T | | 1275 | $15937.50 | . | 158.00 7.9 I3 23.0 20.0 6.38
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