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Your Hotel

Employee Performance and Evaluation
Name

Date
Job Title

Period                                               To
Next Review Date:

INSTRUCTIONS TO REVIEWER:
Based on your observations during the review period, indicate the performance level which most closely describes this individual's performance. Write any explanatory or amplifying comments in the extra space provided for each factor.

PERFORMANCE LEVELS:  





Above


Unacceptable
Acceptable
Standard
Outstanding
PART 1:  FACTORS
JOB KNOWLEDGE:




Understands requirements, related 
functions, established procedures, 
adherence to specifications. Comments:

CUSTOMER RELATIONS:





Degree of rapport, quality of service, 
interpersonal relationships, sincerity

Comments:

QUANTITY:




Consistent performance level, accomplishing 

necessary work required.

Comments:

PERSONAL SKILLS:





Verbal ability, grooming, care of uniform, 

amount of teamwork, relations with co-workers 

and supervision. Comments:

ATTITUDE:





Degree of dependability, punctuality, helpfulness,

friendliness, attentiveness, evidence of pride in 

operation. Comments:

Your Hotel Performance Review and Evaluation

PART 2:  OVERALL PERFORMANCE LEVEL
Indicate your evaluation of the individuals overall performance during the period.  The overall evaluation need not be and "average" of the five separate components.


Level I, Outstanding


Level II, Above Standard


Level III, Acceptable


Level IV, Unacceptable

Comments:

PART 3:  EMPLOYEE COMMENTS (AT THE EMPLOYEE'S OPTION)
PART 4:  ACTION PLAN FOR FURTHER DEVELOPMENT
List agreed upon steps.  Make specific reference to key factors (i.e. job knowledge personal skills etc.  Indicate time frame.)

Employees Signature

Date

Performance Evaluation Conducted By

Date
Copy of This Evaluation Received By

Date
Reviewed By

Date
�
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