Employee Evaluation
Name:  Bill Blizzard




Department:  Sales 

Date of Hire:  28 January 2004


Date of Review: 2 June 2004

Supervisor:  Sarah Volpe



Date of Last Review: 1 March

Position Held:  Sales Clerk for Mary Kay




Job Description:  Giving facials, doing makeovers, recruiting new members to the team, stocking items, doing flyers for Mary Kay parties, keeping track of the pink Cadillac inventories and tracking customer purchases.  Meet and greet the customers as they come in the door.  Be a personal assistant to the customers and provide information to them on their purchases past and present.  Know the customer’s likes and dislikes and cater to them accordingly.

Rating System

1= Unsatisfactory





2= Needs Improvement

3= Satisfactory





4= Exceeds Expectations

5= Significantly Exceeds Expectations

Employee Ratings
                   Performance                                                  


 Ratings

1.  Quality of employee’s work





     2

2.  Exercise of good judgment





     2

3.  Attendance








     3

4.  Employee involvement/participation




     2

5.  Attention to company policies/procedures



    
     3

6.  Interpersonal elationships





     
     2

7.  Personal initiative 





    

     2

8.  Responsiveness to changing work requirements



     4

9.  Work ethic








     4

10.  Overall performance rating





     2
See Comments below regarding numbers 1-10.

1. Bill doesn’t understand that going the extra mile for customers is what makes them return.  Bill’s quality of work has not changed since his last review in March.  I recommend more training to make Bill more familiar with what types of customers we have and how to go the extra mile with them.  A class next week on Wednesday is being held in customer relations.  I am sending Bill to this class and will re-evaluate him in two weeks.

2. Bill sold an open and used bottle of cold cream to a woman who is allergic; she became ill.  Bill would have known she was allergic if he had been paying attention to the customer cards.  See number 1 above.

3. Bill’s attendance has improved since his last review.  He has not missed a single employee meeting since March.

4. Bill does not work well with the other employees.  The above rating, however, is an improvement from the last review.  With a little more encouragement Bill might become a team player.

5. Bill does know the company policies and procedures very well.  All employees are tested every three months, and he always passes with high marks.

6. Bill communicates well with the other workers; unfortunately this rapport has little to do with work-related issues.  Bill should harness his ability to talk about personal issues and turn it into more productive information sharing with his co-workers.

7. Bill does not meet and greet the customers, and he does not try to sell the Mary Kay recruitment package to them. 

8. Bill does not mind changing work requirements: If asked to clean the stockroom Bill immediately jumps at the chance and spends all day cleaning down to the doorknobs and wall moldings.  He stocks the shelves very well and we are never out of anything.

9. Bills work ethic is good: Another employee was caught stealing and Bill convinced them to turn themselves in and return the stolen items.

10. Bill Blizzard is an overall good employee.  I do believe, however, that Bill is in the wrong position here at Mary Kay.  I am considering moving him to a full-time stock boy/ janitor position here at the store to remove him completely from the makeup sales department.  This change will be effective today if Bill accepts the position.  We will do another employee evaluation again in three months to evaluate Bill in this new position.

Employee’s Comments:

Employees Signature:






Date:

Supervisor Signature:






Date:

