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	GRADUATE / UNDER-GRADUATE TRAINEE PROGRAMME
MAXIMISING PERFORMANCE

Name:

Employee Reference:

Line Manager:

Performance Year

Period:




COMPETENCY OBSERVATIONS/FEEDBACK

	COMPETENCY
	KEY BEHAVIORS
	WHAT HAS BEEN OBSERVED
	COMMENTS/CONCERNS/

SUGGESTIONS

	ACHIEVING EXCELLENCE

Gets the job done to a high standard
	· Gives priority to work in order of importance.
· Takes individual responsibility for meeting client needs and our business objectives
· Displays “Can Do “attitude.
· Adhered to guidelines and procedures.
· Uses initiative to act on opportunities.

	
	

	COMMUNICATING

Enhances communication
	· Communicates clearly and effectively.

· Makes best use of the communication methods available.

· Always keeps management informed of progress.

· Discusses hurdles & difficulties with management.

· Ability to communicate verbally & writing to business etiquette,


	
	


	COMPETENCY
	KEY BEHAVIORS
	WHAT HAS BEEN OBSERVED
	COMMENTS/CONCERNS/

SUGGESTIONS

	BUIDLING UNDERSTANDING & TRUST.

Develops a full understanding of others’ perspective.
	· Gives priority to work in order of importance.

· Takes individual responsibility for meeting client needs and our business objectives

· Displays “Can Do “attitude.

· Adhered to guidelines and procedures.

· Uses initiative to act on opportunities.
	
	

	COLLABORATING FOR SUCCESS.

Works collaboratively.


	· Responds positively to requests for help and support.
· Works interdependently with the rest of the team and with colleagues from other areas in order to meet our objectives.
	
	


	COMPETENCY
	KEY BEHAVIORS
	WHAT HAS BEEN OBSERVED
	COMMENTS/CONCERNS/

SUGGESTIONS

	GATHERING INFORMATION.

Probes for information.
	· Collects and works with others to gain relevant information to enable set tasks to be undertaken.

· Rigorously probes for and obtains more detailed follow up information in relation to specific tasks or issues.
	
	

	UNDERSTANDING ISSUES.

Breaks down problems.
	· Pro-actively seeks to understand client and business needs.

· Analyses concerns and issues in order to understand and provide potential solutions.
	
	


	RATING SCALE AND DEFINITION
Performance Rating

Definition

0

Exceptionally, this rating is used, for example when an individual has been recruited to the company during the final period of the performance year and the line manager feels insufficient time has elapsed to allow a true assessment of performance.
1

Performance unacceptable. Objectives not achieved.

Level of behaviour for competency not achieved.
2

One or more key objectives not achieved.

Further competency development required for current role.
3

FULLY ACHIEVED KEY OBJECTIVES THROUGHOUT THE YEAR.
All behaviours have been demonstrated at required levels for each competency.
4

All objectives fully achieved and some have been exceeded throughout the year.
All required behaviours have been demonstrated and consistently exceeded.
5

All objectives have been exceeded throughout the year.
Outstanding levels of the required behaviours are always demonstrated across the entire range of job competency.



LINE MANAGER SUMMARY
	LINE MANAGER COMMENTS



	

	TRAINEE SIGNATURE                                                                                    DATE

LINE MANAGER                                                                                               DATE



	AREAS OF IMPROVEMENT


	COURSE OF ACTION
	EXPECTED RESULTS

	
	
	


ACTION PLAN
[image: image1]388B Prince Regent Lane, London E16 3DH

Tel: 0207 476 2165 Email: recruitment@dvpe.co.uk


[image: image2.jpg]D= A\ V===

= PRAIVAT= EQUITY

DELIVERING PERFORMANECE




