BSBRSK501 Manage risk	Performance Review Results Memo


This document is Performance Review Results Memo. 
It is part of the supporting assessment resources for Assessment Task 3 of BSBRSK501.


Performance Review Results Memo 

To: Operations Manager
From: Human Resources Manager

As discussed, I am sending you the results of the recent performance reviews of the two customer service officers who are now in managerial positions. 
As discussed this should help to monitor the action plan regarding implementation of training to ensure suitably qualified staff.
Please get back to me if you have any questions. 


Performance Review Results Manager 1


Procedure
1. Agree on the date for a performance appraisal meeting to allow time to prepare.
2. Meet and openly and constructively discuss performance over the period.
3. The manager and the employee will agree any objectives and outcomes for the next appraisal period. 
4. Training and development will be considered as part of the process.
5. Record outcome in the Performance Agreement.

Performance review for:	Jamie (Manager Brisbane) 

Date: 1 December 2017

Notes: Jamie was previously a customer service representative with our company but as we were unable to find suitably qualified managers stepped into the role of Manager of the new Brisbane store. Jamie has been in the role for six months now. 
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Work product. The quality and quantity of work produced by the employee.


Exceeds Requirements:
· Managers and co-workers have commented on high levels of accuracy and work productivity.
· Takes pride in work and strives to improve work performance.
· All workplace documentation is completed on time with no errors.



Dependability: Being where he/she should be, doing what he/she is supposed to do.


Meets Requirements:
· Consistently arrives to work on time.
· Makes sure work area is covered at all times.
· Has had no unscheduled absences, except for documented emergencies.

 

Cooperation: Working with people.


Meets Requirements:
· Is usually able to answer customer questions.
· Maintains good working relationships with co-workers.




Adaptability: Adjusting to change.


Meets Requirements:
· Usually adjusts well to changes in the work place.
· Maintains good customer service relations, even under stress.

 


Communication: Giving and receiving information.


Exceeds Requirements:
· Co-workers feel comfortable coming to this employee with questions and comments.
· Comes to manager with any questions that employee does not know off-hand
· Going well with this even though new to job. 



Daily decision making and problem solving: Thinking on the job.


Meets Requirements:
· Often offers workable solutions to problems.
· Uses good judgment in solving problems and working with others.
· Uses PPR ratings in making decisions related to new hires, promotions and merit increases.



Service to clients 


Exceeds Requirements:
· Answers all questions promptly and accurately.
· Forwards any complaints or problems to supervisor immediately.


Use of equipment and material


Meets Requirements:
· Takes good care of equipment and uses supplies efficiently.
· Turns off and secures all equipment at the end of the shift.








· 


Work group management 


Meets Requirements:
· Draws on the knowledge and skills of others.
· Available when needed and has an open door policy for subordinates.
· Assigns work fairly and resolves disputes and grievances of subordinates fairly.



Performance Review Results Manager 2


Procedure
6. Agree on the date for a performance appraisal meeting to allow time to prepare.
7. Meet and openly and constructively discuss performance over the period.
8. The manager and the employee will agree any objectives and outcomes for the next appraisal period. 
9. Training and development will be considered as part of the process.
10. Record outcome in the Performance Agreement.

Performance review for:	Sasha (Manager Sydney) 

Date: 2 December 2017

Notes: Sashas was previously a customer service representative with our company but as we were unable to find suitably qualified managers stepped into the role of Manager of the new Sydney store. Sasha has been in the role for six months now. 


Work product. The quality and quantity of work produced by the employee.


Meets Requirements:
· Does not require constant supervision.
· Error rate is acceptable, and all work is completed timely.
· Forms and required paperwork are completed on time with minimal errors.



Dependability: Being where he/she should be, doing what he/she is supposed to do.


Exceeds Requirements:
· Good attendance record.
· Can always be counted on to work overtime when necessary without complaint.

 

Cooperation: Working with people.


Exceeds Requirements:
· Demonstrates “team player” behaviour views individual success as imperative to group success.
· Direct, straightforward, honest and polite.

Adaptability: Adjusting to change.


Needs Improvement:
· Gets flustered in unusual situations.
· Does not always make the best decisions to fit the situation.

 


Communication: Giving and receiving information.


Exceeds Requirements:
· Co-workers feel comfortable with questions and comments.
· Going well with this even though new to job. 



Daily decision making and problem solving: Thinking on the job.


Needs Improvement:
· Needs to develop analytical skills necessary to weigh options and choose the best way to deal with situations.
· Spends too much time focusing on less important aspects of daily job.



Service to clients 


Exceeds Requirements:
· Answers all questions promptly and accurately.
· Forwards any complaints or problems to supervisor immediately.


Use of equipment and material


Exceeds Requirements:
· Quickly learns new software programs.
· Uses queries and reports to maximize efficiency in the office and find errors.







· 


Work group management 


Meets Requirements:
· Draws on the knowledge and skills of others.
· Available when needed and has an open door policy for subordinates.
Assigns work fairly and resolves disputes and grievances of subordinates fairly.
