Performance Appraisal
Worksheet 1
Establishing Standards of Performance

There is information in your text in both chapter 17 and chapter 6 to support this worksheet.

For every employee, there needs to be expectations of performance set so an employee knows what it takes to be successful. As a supervisor, you need to set those expectations. Below are ideas about how expectations should be set.


· Set expectations that are  (SMART)
· Specific
· Measurable
· Attainable
· Realistic
· Timely

· They should also be:
· Objective
· Job-related
· Based on behaviors, not person
· Related to specific tasks
· Based on company/departmental goals
Based on these ideas, write four potential standards for the performance of a secretary. One has been given as an example.
Ex: There will be fewer than three customer complaints in a quarter.
1.________________________________________________________________________________________________________________________________________________________________________

2.________________________________________________________________________________________________________________________________________________________________________

3.________________________________________________________________________________________________________________________________________________________________________

4.________________________________________________________________________________________________________________________________________________________________________
