Employee Self-Review Form

Employee Name____________________________
Date______________


Department_______________________________

As part of the performance review process, please complete the following self-review form and submit it to your supervisor no less than ___ days prior to your annual review meeting.  You will be given up to two hours over a 3 - 5 day period to complete the Self-Review form.  This form is intended for use by you and your supervisor.  It does not become part of your personnel file unless you initial the bottom of the form.  If the Self-Review form is not submitted by the appropriate deadline, your supervisor may proceed with writing the appraisal without your input.  

This self-review form is your opportunity to formally let your supervisor know how you feel about your job performance, your accomplishments and communicate any career and/or professional development goals or needs that you have.

1. Describe how you would assess your job performance over the past review period.  Please include any particular accomplishments, special projects, and/or demonstrated strengths during this time.

2. Comment upon any challenges or barriers that may have prevented you from achieving your goals or effectively completing work products.  How can such challenges be overcome in the future?

3. Are there specific areas for professional/career development that you would like to discuss with your supervisor?  Please include ideas for training, skill improvement, future goals, and/or career guidance.

4. How can your supervisor be most helpful to you next year?

5. Are there any additional topics you would like to discuss with your supervisor during your review meeting?

Initial here if you would like this form included in your personnel file: ______

