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Most organisations use some form of review system to encourage staff to review and reflect on their past year and agree their development needs and objectives for the coming year. Use these tips to enable you to maximise this opportunity.

1. Agree what the purpose of the appraisal/review is
What are the outcomes your company/Boss wants? Once you know this, you can get the most from the meeting.

2. Get to know the paperwork
What documentation do you need to familiarise yourself with?

3. Review the past year
Ask yourself questions such as: What did I achieve? What did I learn? What was the high point? Were there any low points? What do I love about my job? What gets in the way of me doing my job effectively?

4. Ask for feedback on your strengths
It is beneficial to know our strengths. Ask customers, peers and your Boss for feedback with examples.

5. Ask for feedback on the areas you can develop
It is beneficial to know our limitations. Ask customers, peers & your Boss for feedback with examples.

6. Think of your future goals – the task
What are your goals for next year? These should be split into your task and your performance. Task goals could be analysing weekly reports, cashing a till, increasing sales, reducing costs or training staff.

7. Think of your future goals – your development needs
To help you achieve your task goals, you may require development. Development could be by a formal training course, coaching, elearning, mentoring, secondment, formal course or observation.

8. Allow sufficient time
Both for preparation and for the appraisal review itself. Ideally it will be a quiet space for discussion.

9. Be positive – the appraisal review will help you be more effective in your job

10. Agree actions
Take notes of your own during the meeting and agree initial actions. For instance, your Boss may have agreed to ask what training budget he/she has. Agree when you will get back to continue the discussion.


	Bio: The Development Company deliver seminars, 1 to 1 coaching and training courses on Appraisee Skills. We also provide consultancy on appraisal and review systems. Contact us if you would like to discuss your unique needs.





The Development Company Limited
Ireton House
9 Sunny Side
Earls Barton
Northamptonshire
NN6 0EX
Tel:01604 810801
Email: training@thedevco.com
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