Journal

Self Assessment

Documenting everything an employee accomplishes during the appraisal period is not expected.  Employees are encouraged to keep a journal throughout the appraisal period to record significant activities as they occur.  The journal makes the self assessment activity easier to complete and keeps the self assessment specific and relevant to critical elements.

Documenting Tips:

1. Spend 15 minutes each Friday to review and record the week's accomplishments and short falls.

2. Devote an hour during the last week of the month to a similar analysis of the month's successes and failures.

3. Commit a day at the middle and end of the performance cycle to review weekly and monthly results.
4. To facilitate writing your self assessment, consider maintaining a record of your achievements throughout the entire year.

Highlight your most significant achievements for the week or month:________

______________________________________________________________

______________________________________________________________

______________________________________________________________

Make the connection between what you did and why that helps your organization:___________________________________________________

_____________________________________________________________

_____________________________________________________________
_____________________________________________________________
Cite instances where your actions or conduct exemplified your critical elements:_____________________________________________________
_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

Describe areas of your job in which you have grown significantly, made progress on past challenges and/or have been able to use new learning’s for professional growth:____________________________________________
____________________________________________________________

____________________________________________________________

____________________________________________________________

Describe any notable obstacles you encountered in fulfilling the expectations of your position during the week or month.  Can you suggest ways to remove those obstacles?  Did you?_______________________________________
____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

What are the areas in which you would like to grow professionally and what kind of support, training and/or resources would you need?_____________
           

            

