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Performance Reviews 
A useful performance review should be a two-way discussion about the 
employee’s job. The following list of questions may give you some useful ideas for 
encouraging employee participation. 

Job Responsibilities 
What do you see as the major responsibilities of your job? 
Which are most important? Least important? Why? 
What takes the most time? 
What do you like best about your job? Least? 
What would you change about your job? 

Expectations/Goals 
What accomplishments are you most pleased about? 
What has contributed to your success? 
In some areas, has it been difficult to reach your objectives?  
How could I help you with these areas in the future? 

Strengths 
What do you consider your strong points? 
How do these abilities help in your job? 
Are there ways we could use your talents more effectively? 

Areas For Improvement 
In what areas do you feel you could do a more effective job? 
What have you been doing to improve in these areas? 
How could I be of help to you? 

Development 
What abilities would you like to improve? 
What developmental opportunities would be helpful to you? 
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For more information on performance evaluations, please attend our workshops 
Performance Management and/or Performance Matters. Check out our Course 
Catalog for other workshop offerings. 
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