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Premier Transportation Services
EMPLOYEE SELF EVALUATION OF JOB PERFORMANCE
Management Positions
Employee Name:  





Date of Review:

Employee Position:





Dates Covered in Review:


PROGRESS TOWARD ACHIEVEMENT OF GOALS FROM LAST PERFORMANCE EVALUATION

Identify the five most important goals that were established from the last performance evaluation meeting, and your  achievement or progress toward achievement of these goals.  If this is your first review, identify objectives/goals from initial orientation.


GOAL







          LEVEL OF ACHIEVEMENT

Goal 1








Did not achieve










Still working on achievement










Achieved










Exceeded


Comments


Goal 2








Did not achieve










Still working on achievement










Achieved










Exceeded


Comments


Goal 3








Did not achieve










Still working on achievement










Achieved










Exceeded


Comments


Goal 4








Did not achieve










Still working on achievement










Achieved










Exceeded


Comments


Goal 5








Did not achieve










Still working on achievement










Achieved










Exceeded


Comments


KEY MANAGEMENT RESPONSIBILITIES

List your primary job responsibilities for the review period.

1.

2.

3.

4.

5.

KEY PERFORMANCE FACTORS
Using the following definitions, rate your performance for each of the performance factors as it relates to your  responsibilities.

Rating Guide:
1  --  below expectation; improvement needed



2  --  sometimes met expectations, but usually did not



3  --  regularly and consistently met expectations



4  --  consistently met expectations and often exceeds them



5  --  consistently exceeds expectations


PERFORMANCE FACTORS                RATING          COMMENTS/EXAMPLES OF STRENTHS AND/OR AREAS FOR IMPROVEMENT


Job Knowledge & Skills

The ability to acquire and apply the

information and expertise for the 
position held and the application of 

sound management practices in the

execution of the position.  The 

willingness to enhance one’s

knowledge and skill set and

improve personal performance.

Decision Making & Judgment
The ability to think clearly, weigh
relevant information, and make

decisions based on judgment of the

best solution consistent with

Premier’s policies, values and 

commitment to exceptional client 

satisfaction.  The ability to present

 well considered alternatives, make

timely decisions and keep affected

parties adequately informed.
                                                                                                                                                                                                                      

KEY PERFORMANCE FACTORS CON’T.
Rating Guide:
1  --  below expectation; improvement needed



2  --  sometimes met expectations, but usually did not



3  --  regularly and consistently met expectations



4  --  consistently met expectations and often exceeds them



5  --  consistently exceeds expectations


PERFORMANCE FACTORS                RATING          COMMENTS/EXAMPLES OF STRENTHS AND/OR AREAS FOR IMPROVEMENT


Customer Service
A willingness to help and serve
others and meet their needs with the

highest standard of excellence

whether they are internal or

external customers.  A willingness

to go “above and beyond”.


Leadership
The ability to inspire, influence and

motivate others through the 

behavior and examples set for

subordinates as well as peers.

The ability to earn the respect and

confidence of others.

Planning & Organization

The ability to effectively set and

execute both short and long-term

plans.  The ability to recognize the

needs of the business and assure

the objectives match this need, are

defined and achieved.  The ability

to anticipate changes/trends in

the area of responsibility and plan

accordingly.


Innovation & Creativity

The ability to create or introduce

new ideas, methods or processes

to the workplace to improve 

performance and solve problems.  

The willingness to encourages others
 to do the same.  The ability to

identify obstacles and logically
communicate concerns while

providing well-conceived solutions.



KEY PERFORMANCE FACTORS CON’T.
Rating Guide:
1  --  below expectation; improvement needed



2  --  sometimes met expectations, but usually did not



3  --  regularly and consistently met expectations



4  --  consistently met expectations and often exceeds them



5  --  consistently exceeds expectations


PERFORMANCE FACTORS                RATING          COMMENTS/EXAMPLES OF STRENTHS AND/OR AREAS FOR IMPROVEMENT


Development & Coaching
The ability to select competent 

employees and recognize and help

develop their strengths and areas of

improvement.  The willingness to

adjust management techniques to
 support team.  The willingness to
meet regularly with employees to

share information of relevance and

provide support.  The willingness to

meet individually with employees to

mentor, guide, and conduct annual

performance evaluations.

Relationship Building
The ability to create a network of
contacts with people who are or

may be useful in information

gathering, sharing or the 

accomplishment of work-related

goals.  

Initiative
The ability to take action to meet
immediate challenges or to think

ahead and meet future

opportunities and challenges.


KEY PERFORMANCE FACTORS CON’T.
Rating Guide:
1  --  below expectation; improvement needed



2  --  sometimes met expectations, but usually did not



3  --  regularly and consistently met expectations



4  --  consistently met expectations and often exceeds them



5  --  consistently exceeds expectations


PERFORMANCE FACTORS                RATING          COMMENTS/EXAMPLES OF STRENTHS AND/OR AREAS FOR IMPROVEMENT


Communication

The ability to provide information
to senior management, peers and

subordinates in a meaningful, 

effective and timely manner.  The

ability to use correct grammar and

correspond clearly and concisely.  

The ability to use logical 
assessment and assertiveness in

expressing and advocating one’s

points of view.

OVERALL PERFORMANCE ANALYSIS

1. Identify training programs, conferences, courses or other items  attended this year to improve job skills or enhance career development.
2. Identify your greatest accomplishments and strengths demonstrated during this review period.

3. Identify areas on which to concentrate improvement or development.
GOALS AND DEVELOPMENT FOR NEXT PERFORMANCE EVALUATION PERIOD

Identify at least five goals and/or areas of development to be worked on and achieved during the next performance period.
Remember to make goals SMART:

S – Specific

M – Measurable

A – Achievable

R – Relevent

T – Timebound


GOAL OR DEVELOPMENTAL

DATE TO BE
       RESOURCES
       ACTION STEPS

                        NEED


COMPLETED              NEEDED


ITEM 1


ITEM 2


ITEM 3


ITEM 4


ITEM 5

CAREER ASPIRATIONS AND ADDITIONAL COMMENTS
1. Identify how you hope your career may advance at Premier Transportation Services, and if there are any other positions within Premier Transportation Services to which you aspire.

2. Additional comments

Employee Signature:






Date:


