	EMPLOYEE EVALUATION FORM
{Organization.Name}  ·  Human Resources



EMPLOYEE INFORMATION
	Employee Name
	{Primary_Contact__r.Name}
	Position
	{Department__c}

	Department
	{Account.Name}
	Evaluation Date
	{CloseDate | formatDate:'MMMM DD, YYYY'}

	Evaluator
	{Owner.Name}
	Eval. Period
	{StageName}



RATING SCALE:  1 = Unsatisfactory  ·  2 = Needs Improvement  ·  3 = Meets Expectations  ·  4 = Exceeds Expectations  ·  5 = Outstanding
  JOB KNOWLEDGE & TECHNICAL SKILLS
	Evaluation Criteria
	1
	2
	3
	4
	5

	Technical knowledge and expertise
	○
	○
	○
	○
	○

	Understanding of role responsibilities
	○
	○
	○
	○
	○

	Application of skills to daily tasks
	○
	○
	○
	○
	○

	Keeps skills current and up to date
	○
	○
	○
	○
	○


  WORK QUALITY & PRODUCTIVITY
	Evaluation Criteria
	1
	2
	3
	4
	5

	Accuracy and quality of output
	○
	○
	○
	○
	○

	Meets deadlines consistently
	○
	○
	○
	○
	○

	Manages workload effectively
	○
	○
	○
	○
	○

	Attention to detail
	○
	○
	○
	○
	○


  COMMUNICATION & INTERPERSONAL SKILLS
	Evaluation Criteria
	1
	2
	3
	4
	5

	Written communication clarity
	○
	○
	○
	○
	○

	Verbal communication effectiveness
	○
	○
	○
	○
	○

	Active listening and responsiveness
	○
	○
	○
	○
	○

	Collaboration with team members
	○
	○
	○
	○
	○


  INITIATIVE & PROBLEM SOLVING
	Evaluation Criteria
	1
	2
	3
	4
	5

	Takes initiative without being prompted
	○
	○
	○
	○
	○

	Identifies and resolves problems
	○
	○
	○
	○
	○

	Offers creative solutions
	○
	○
	○
	○
	○

	Adapts to change and ambiguity
	○
	○
	○
	○
	○


  ATTENDANCE, CONDUCT & PROFESSIONALISM
	Evaluation Criteria
	1
	2
	3
	4
	5

	Punctuality and attendance record
	○
	○
	○
	○
	○

	Adherence to company policies
	○
	○
	○
	○
	○

	Professional conduct and ethics
	○
	○
	○
	○
	○

	Representation of company values
	○
	○
	○
	○
	○



EVALUATOR COMMENTS
	{Description}




	EVALUATOR
{Owner.Name}
Manager / HR

Signature & Date
	EMPLOYEE
{Primary_Contact__r.Name}
Acknowledgement of Review

Signature & Date
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