	
	Performance Assessment

	Name:

Job Title:
Insert Year Performance Assessment relates to:  

Line Manager’s Name:

Date of Performance Assessment:
Optimal performance requires a clear understanding of what work is to be performed, the desired outcomes and how well the work is completed (i.e. quality of work, level of production, contribution to the organisation, adherence to Group behaviours etc.) The annual performance assessment process ensures that the employee and the line manager’s expectations are aligned. Through this process, the employee and their manager can find opportunities to work together to improve job performance and grow professionally within the organisation.

Ratings Scale Definitions – A five point rating scale applies and managers must award an overall performance rating for the year based on delivery of objectives and the manner in which they were undertaken. To assist in reaching a decision on the overall performance rating the form has been designed to allow a rating and comments to be given for each objective and each behaviour.
OVERALL PERFORMANCE RATING FOR YEAR
Please enter a √ against the relevant Overall Performance Rating.
1

Exceptional: The employee exceeds expectations for delivery of business objectives & the behaviours displayed.
2

Highly Effective: The employee achieves & frequently exceeds expectations for delivery of business objectives & behaviours displayed.
3

Effective: The employee generally meets established expectations for delivery of business objectives & behaviours displayed.
4

Improvement Required: The employee sometimes meets expectations for delivery of business objectives & behaviours displayed.
5

Unacceptable: The employee does not meet expectations for delivery of business objectives or behaviours.
Employee’s Comments:

Signature:
Date:
Line Manager’s Comments:

Signature:
Date:
Head of Function signature (where appropriate):

Date:



	
	

	
	Section 1: Business Objectives  

	Employee Name:

	Please consider how the employee has applied & displayed the following behaviours in relation to the delivery of objectives & insert a rating in the appropriate section below. The ratings are stated in the table to the right and a limited description of the ‘Effective’ rating is provided below.  Complete descriptions of ‘Effective’ behavior and of behaviours above or below ‘Effective’ are included in the Performance Assessment Guidelines. 
	Rating

1

Exceptional

2

Highly Effective

3

Effective

4

Improvement Required

5

Unacceptable



	Rating

Comments

Adherence to COMPANY’s SMS, International rules & Regulations

Adherence to monitoring C/L’s which must be received from fleet as per their frequency and analysis them 

Adherence to monitoring PMS job done by fleet

Ability to organize the department and monitoring performance

Ability to handle complex projects and to solve fleet problems and follow up to rectify obs raised by company and third parties
Fleet performance in respect of avoiding off hiring due to breakdown resulting in lack of preventive /proper maintenance 

Fleet performance in respect of third party inspection (Vetting /PSC/Owner/Terminal)

Ability to control budget as per company’s requirement 
Capability to communicate in COMPANY’s Working Language
Practical experience and Professionalism
Technological competence



	
	Section 2: Behaviours  

	Employee Name:

Please consider how the employee has applied & displayed the following behaviours in relation to the delivery of objectives & insert a rating in the appropriate section below. The ratings are stated in the table to the right and a limited description of the ‘Effective’ rating is provided below.  Complete descriptions of ‘Effective’ behavior and of behaviours above or below ‘Effective’ are included in the Performance Assessment Guidelines. 

Rating

1

Exceptional

2

Highly Effective

3

Effective

4

Improvement Required

5

Unacceptable

BEHAVIOUR
RATING

COMMENTS

Safe Operation / Compliance

Complies rigorously with, and is conscious of the importance of health, safety, security & environmental
protection and Quality Assurance policies and procedures. 
Customer Service

Provides a professional & courteous service to Customers (internal and external) and Clients.  Takes time to understand their perspective and acts effectively & co-operatively to solve problems accurately, completely and to agreed time frames.     
Cost Consciousness & Financial Awareness

Achieves value for money, spends money carefully, avoids waste and complies with budgetary controls.
Teamwork

Establishes a climate of openness & trust with others, either within the team or elsewhere in the Group.  Works as part of the team to achieve results.  Seeks opinions and values working relationships.  
Innovation / Creativity

Analyses situations effectively and creates new and imaginative approaches to issues.
Involvement / Commitment

Demonstrates reliability and commitment to achievement of personal, team and Office objectives.
Effective Application of Knowledge relevant to the Job

Demonstrates a satisfactory level of knowledge and skills when performing all aspects of the job.  Works effectively to remain current.
Motivation

Demonstrates drive, enthusiasm and a determination to achieve results.  Recovers effectively from setbacks and obstacles.  Displays a sense of urgency to ensure objectives are met.
Communication (oral & written)

Displays effective communication skills.  Takes account of the audience if making presentations.  Conveys information clearly and speaks with conviction, able to summarise own and others’ main points.  Writes concise, well structured documents.
Management of Change

Accepts and recognises the need for change.  Raises issues of concern and seeks ways of overcoming them.  Takes part willingly and positively in change and supports colleagues in adopting new ways of working.

Problem Solving

Analyses information logically and systematically.  Anticipates the risks and implications of decisions and applies creative solutions within safe parameters.  
Decision Making

Uses a systematic and evidence based approach to arriving at a decision.  Ensures all relevant stakeholders are involved in the decision making process.  Gives a clear-cut decision when needed.
Leadership (where applicable)
Does not focus on the detail at the expense of the big picture.  Communicates regularly about short and long term goals.  Delegates decision making to the lowest possible level whilst retaining accountability.  Recognises a job well done and gives praise



HRM 03


