
Employee Evaluation Report
This detailed employee evaluation report sample provides a comprehensive framework for assessing individual
performance, highlighting strengths and areas for improvement. It ensures clear communication between management
and staff while supporting professional growth. Utilizing this sample streamlines the review process and enhances
organizational productivity.

Employee Information

Employee Name Jane Doe

Position/Title Marketing Specialist

Department Marketing

Evaluation Period January 1, 2023 - December 31, 2023

Evaluator Name & Title John Smith, Marketing Manager

Date of Evaluation January 10, 2024

Summary of Responsibilities

Jane Doe is responsible for developing and executing marketing campaigns, managing social media platforms,
analyzing market trends, collaborating with cross-functional teams, and supporting the team in meeting the
department's goals and objectives.

Performance Evaluation

Criteria Rating (1-5) Comments

Work Quality 4 Consistently delivers high-quality work with attention to detail.

Productivity 5 Exceeds expectations in completing assignments on time.

Communication Skills 4 Communicates clearly with team members and clients.

Initiative 4 Regularly suggests new ideas and improvements.

Teamwork 5 Works exceptionally well with others, always supportive and collaborative.

Attendance & Punctuality 5 Always reliable and punctual.

Strengths

Excels in collaborative projects and maintains a positive team dynamic.
Quickly adapts to new challenges and embraces feedback.
Strong organizational and multitasking abilities.
Consistently exceeds performance targets.

Areas for Improvement

Continue to enhance presentation and public speaking skills.
Further develop data analytics capabilities to inform marketing strategies.



Seek opportunities to lead more initiatives within the department.

Development Goals

1. Complete an advanced analytics workshop by Q3 2024.
2. Lead at least one major marketing campaign in the next evaluation period.
3. Participate in a public speaking training program.

Additional Comments

Jane has demonstrated consistent growth and commitment to the department. She is a valuable team member whose
contributions have positively impacted our results this year. Continued professional development will enable her to take
on more leadership roles in the future.

Evaluator Signature: _______________________ Date: _____________

Employee Signature: _______________________ Date: _____________
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