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Name:

Review Period:
Date of Review:
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Employment Date:

Section I: General Performance Measures

The following areas of accountability and job performance are to be discussed with all
employees during their perfformance review meeting. A score from 1-5 (1 is below standard,
3 is satisfactory, 5 is excellent) indicates a discussion has occurred. Additional comments
should be placed in Sections Il & lll.

Scorel-5

1-Safety
Demonstrates a commitment to safety principles & practices them at all times. Participates

actively in safety audits, observations, meetings, and discussions. Follows safe operating
practices: has a safe drivina record. Maintains and utilizes PPE in the proper manner.

2-Housekeeping
Helps maintain healthy work environment. Keeps workshop, work areas, and common
spaces neat and clean, no trip & fall hazards.

3-Attitude /Responsibility /Personal Accountability

Supports & demonstrates the SESMEKE Code of Conduct. Demonstrates an attitude that
promotes a positive atmosphere that includes everyone. Is a positive influence on peers and
others in the work place; takes responsibility for actions and situations within his/her control;
accepts accountability as appropriate.

4-Team Player
Supports group and SESMEKE team success concepts. Provides input into team decisions

and discussions. Works to develop consensus on ideas and group interactions. Listens to
input of others and is open to new ideas. Makes others feel accepted a part of the group.

5-Quality of Work
Assigned work is accurate, organized, and complete. Focuses on the objectives of the
assignment and strives to meet them.

6-Quantity of Work

Competent in establishing priorities. The volume of work completed is consistent with
established standards for the position or activity. Takes initiative to identify new tasks or
projects and carries them out to completion.

7-Follow-Through

Work activities and special projects assigned to the employee are followed through to
completion within the designated timeframe. Modifications to original plans are clearly
identified and communicated to supervisor.

8-Knowledge/Proficiency
Demonstrates knowledge of all duties and responsibilities of assigned position. Is proficient in
the use of equipment, its application and operating environment.

9-Time Management
Demonstrates good time management skills on assigned activities and uses slow times
productively. Adequately identifies preparation and travel time to assignments. Spends
minimal amount of company time on personal business; keeping personal phone calls &
emails to a minimum.
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10-Punctuality/Dependability
Arrives for shift as scheduled and is on time to work or other scheduled activities. Use of Sick
Leave and/or absenteeism for personal reasons is not excessive

11-Communication Skills (Verbal and Written)

Speaks and writes clearly and concisely with an awareness of the intended audience.
Effectively expresses ideas, thoughts and information. Is an effective trainer/facilitator (if
applicable).

12-Communication in English
Speaks and writes clearly and concisely with an awareness of the intended audience.

13-Fiscal Responsibility

Utilizes sound budgetary practices in the planning of work activities. Demonstrates good
judgment in estimations of costs on projects. ldentifies and analyzes alternative cost saving
measures.

14-Documentation

Maintains accurate records such as logs, timesheets, training rosters, drill compliance, PR's,
WQO's, equipment PM's and transfers, or other documentation applicable to the job.
Completes documentation legibly and is submitted timely.

15-Leadership/Supervisory Skills/Management Ability

Is an effective leader; leads by positive example. Consistently and equally applies effective
supervisory skills with staff; is knowledgeable of employment laws and exhibits proper
application consistently; utilizes Human Resources appropriately; uses good problem-solving
techniques?

TOTAL COMMENTS :
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Section ll: Supervisor Comments

Comments

Section lll: Accomplishments & Goals Achieved During Current Review Period

Comments

Section IV: Employee Comments

Comments

I have participated in a discussion of this evaluation of my performance with my Supervisor/Manager.
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Date Employee’s Sighature
Date Supervisor
Date Depot Manager Sighature
Date Country Manager Signature
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