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Preparation for Annual Performance Appraisal

In preparation for your annual performance appraisal, please respond to the following questions.  Attach additional sheets if the space provided does not allow for a full response in any area.

1.
How would you rate the overall quality of your work including knowledge of grammar, punctuation and spelling, neatness and accuracy of completed assignments.

2.
Do you take the initiative to ensure you are current on all assigned tasks (including timekeeping and filing) without being reminded by others?

3.
Are you comfortable with your level of expertise in WordPerfect?  Describe any features on which you would like to receive additional training.

4.
Are there other software programs on which you require additional training?  

5.
Do you willingly assist others when requested?  Do you volunteer your services when there is a need?  

6.
How would you describe your demeanor when working under time constraints?  Do you remain composed and effective under pressure?

7.
Are you flexible in adjusting work priorities or work hours when necessary to complete assignments?

8.
Describe your work habits such as neatness and organization of work area, extent of personal telephone calls and time spent away from desk, attendance and punctuality.

9.
Do you feel you have a clear understanding of what is expected of you?

10.
Describe the strengths you feel you bring to your position.

11.
Describe any areas in which you feel you need to improve.

12.
Please comment on the firm's benefit programs, such as health insurance, profit sharing and 401(k) plans, medical and dental reimbursement and dependent care reimbursement plans, etc.  Are the firm's benefit plans meeting your needs? 

13.
Do you have any suggestions for improving your work situation or the general work environment at Fox and Fox?
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