
Communication Skill: 
Ability to clearly convey 
information and ideas to 
others and communicate 
effectively with superiors, 
peers and customers 
(Verbal/Written). 
Drive and Initiative: 
Ability to take initiatives to 
accomplish objectives. 
Demonstrates self­
motivation and energy to 
achieve taraets. 
Attendance/Punctuality: 
Reporting to work on time 
and avoid unnecessary 
absence from work. 

Overall Rating / 
Comments 

DEVELOPMENT NEEDS (Bv Manaaer) 
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OBJECTIVES/KPls FOR NEXT YEAR (Bv Manaaer) 

SIGNATURES 

Employee's Signature Manager's Signature 

*Performance Ratina Scale Definition

5 
Significantly Exceeded Target/Expectation (Description/examples should be provided to justify 

the ratlno) 

4 Exceeded Target/Expectation (Description/examples should be provided to justify the rating) 

3 Met Target/Expectation 

2 Partially Met Target/Expectation/Development Required 

1 Did not meet Target/Expectation/Significant Development Required 
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