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	EMPLOYEE’S SIGNATURE
	MANAGER’S SIGNATURE

	ANNUAL REVIEW
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	Overall Feedback-‘What’ the team member does-Discuss the fulfilment of their roles and responsibilities:

	





















 MY GOALS & ACHIEVEMENTS:






	‘What’ are we going to deliver this year:

	Key Performance Indicators
	How will it be measured?

	
	

	
	

	
	

	
	





	
Core Competencies Rating   

	Core competencies
Provide tangible examples
	

	
	Working Towards
	Consistently Demonstrates
Meets Expectations
	Role Model
Exceeds Expectations

	Demonstrates the (organiation name) company values
	☐	☐	☐
	
	Example:





	Demonstrates self-organisation and reliability
	☐	☐	☐
	
	Example:





	Is willing to take decisions
	☐	☐	☐
	
	Example:





	Enables change and is solutions focused
	☐	☐	☐
	
	Example:





	Is passionate and enthusiastic
	☐	☐	☐
	
	Example:





	Demonstrates empathy
	☐	☐	☐
	
	Example:





	Sales Focus (upselling, effectively closes a sale and drives sales growth)
	☐	☐	☐
	
	Example:





	Demonstrates customer service excellence
	☐	☐	☐
	
	Example:





	Overall Rating 
	☐
	☐
	☐



	Additional Feedback (Team Collaboration, Support and Feedback):

	Team Member Feedback for Leader
	Leader Feedback for Team Member

	












	



	Outlook for the next 12 months–Leader’s assessment of team members development potential 

	Same position
	Same Level/Specialist development
	High Potential/Next Step

	☐
	☐
	☐
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INDIVIDUAL GROWTH PLAN (IGP):

 
	My Career Goals
	Talents or Strengths (1-2)

	What are my professional growth and career aspirations over the next year?
	My key talents and strengths that I can leverage on?

	1. 
	1. 

	
	2. 



	My Growth Goals-How will I get there

	What is my Goal:
	What I will do to achieve this:
	Target date of completion:
	The resources or support I need:
	How will the success of my goals be measured:

	What is the specific development need?
	What activities will I undertake to develop in  this  area (for example, projects, coaching from  a Leader or peers or attending formal training programs)
	What date will my activity be completed?
	Who can support me?
(for example, Leader or peer)
	What is the impact of changing my behaviour or learning new skills?
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