
Employee Performance Overview
Employee Information

Name Jane Doe

Employee ID EMP12345

Position Marketing Specialist

Department Marketing

Review Period Jan 2024 - Jun 2024

Supervisor John Smith

Performance Summary

Criteria Rating Comments

Job Knowledge Excellent Demonstrates a strong understanding of all job responsibilities and
adapts quickly to new challenges.

Quality of Work Good Delivers consistent and accurate work with attention to detail.

Communication Excellent Communicates effectively with teammates and clients, both written and
verbally.

Teamwork Good Works well with others and contributes positively to group projects.

Initiative Outstanding Takes proactive measures and often goes beyond assigned tasks.

Key Achievements

Led the successful launch of the Spring 2024 product campaign.
Improved social media engagement by 25% over the review period.
Coordinated two major marketing events with positive client feedback.

Areas for Improvement

Focus on time management to meet tight deadlines more consistently.
Expand knowledge of analytics tools for campaign performance measurement.

Goals for Next Period

Complete advanced certification in digital marketing by Q4 2024.
Increase campaign ROI by 15% through improved targeting strategies.
Mentor one new team member during onboarding.

Supervisor's Comments

Jane has shown consistent growth and commitment during the review period. Her leadership in recent
campaigns has driven significant results. Continued development in analytics will further enhance her
impact.



Important Notes

This document serves as a summary and reference of the employee's performance for a specific period.
It should be reviewed and signed by both the supervisor and employee for transparency and
acknowledgment.
Balanced feedback, recognizing strengths and areas for improvement, encourages professional growth.
Maintain confidentiality regarding employee performance information at all times.
Goals should be specific, measurable, achievable, relevant, and time-bound (SMART).
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