
 

 
EMPLOYEE PERFORMANCE APPRAISAL 

 
 
 
 

Name, Title          Date: _____ / _____ / _____ 

 
 

Rating Scale:   
1 = Consistently meets and exceeds the expectations required in this position 
10 = Does Not Meet Expectations of minimum requirements or only occasionally 
  
Use this scale to rate employee’s performance in specific areas identified below: 
 

Collaboration 
[    ] Leadership 
The ability to guide and direct activities related to job responsibilities to help achieve budget and operational goals consistent 
with organizational guiding principles. 

[    ] Professional Judgment/Discernment 
Understands when to provide leadership and when to empower or assist others to lead; is able to offer support to projects at all 

levels regardless of position or title to accomplish common goals when dealing with tenants, vendors, team members and 
constituents. 

[    ] Teamwork/Collaboration 
Successfully works with others to achieve desired results; contributes to team projects; exchanges ideas, opinions; helps prevent, 

resolve conflicts; develops positive working relationships; is flexible, open-minded; promotes mutual respect. Strives to for the 
betterment of others and acts professionally avoiding gossip, drama and behavior that does not build up the organizational team. 

[    ] Communication 
Effectively conveys and receives ideas, information and directions; listens effectively; demonstrates good verbal and written 

communication within CPC and with tenants, vendors and constituents. 

[    ] Professionalism 
Conducts oneself to the standards and expectations of the organization.  These include expectations regarding appearance and 
behavior, as well as performance standards, including performance standards such as personal polish enhancing the 

organization's professional profile at all times. 

 

Performance 
[    ] Job Performance 
Consider degree of job knowledge relative to length of time in the current position.  Consider the individual’s efforts to learn new 

skills and maintain up-to-date job related information.  Applies technical and procedural know-how to get the job done. 

[    ] Job Knowledge  

Understands job duties and responsibilities; has necessary job skills and knowledge; understands and promotes organization’s 
mission and values; keeps informed of the latest developments in the area of specialty; monitors events which could impact 

functional areas. 
[    ] Planning and Organizing 
Structures daily work in a productive and efficient manner with an ability to analyze for action and to multi-task as required. 
Develops realistic plans; ability to respond reactively to short term needs and acts proactively towards weekly and monthly goals; 

uses time and resources effectively; prioritizes duties in a manner consistent with organizational objectives which fulfill our 
strategic plan; meets deadlines and follows through.   
[    ] Problem Solving 
Able to trouble shoot as problems arise and is solution-minded in problem solving; anticipates and prevents problems; defines 

problems, identifies solutions; overcomes obstacles; helps team solve problems. 
[    ] Quality of Work 
Demonstrates accuracy, thoroughness, and reliability; manages time and priorities; develops and follows work procedures. 
Double-check and triple-checks work for accuracy. 
[    ] Quantity of Work/Productivity 
Maintains required work load; takes on additional responsibilities as needed; manages priorities; develops and follows work 

procedures; completes assignments on time, to specifications and on budget. 
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I.  Performance Plan:  
 

 

 

 

 

 
 

 

 

 

 

 

II.  Employee Comments:  Enter below any comments you wish to make about your appraisal or 

the objectives for the upcoming year. 
 

 

 

 

 

 

 

 

 

 

 

 

 

_______________________________________________________________________________________

_______________________________________________________________________________________ 
Please Note:  Your signature does not signify your agreement with the appraisal; it simply means that 
the appraisal has been discussed with you. 
 

 
___________________________________  _______ / ________ / _______ 

Employee Signature      Date  
 
  

___________________________________  _______ / ________ / _______ 
Evaluator Signature      Date 
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