PERFORMANCE SURVEY

Please complete this survey and bring it with you to your Performance Dialogue meeting on:  


Date: ______________________________ 


Time: ______________________________

Based on my feedback to you last year, what specific changes did you make in order to meet my expectations? Were you successful? Why or why not?

What can you do to deliver more value to our company?
What should your most important priority be?

What BIG task will you assign to a direct report to aid in his/her development this year?

What have you done to deliver more value to the company than you did 3 to 6 months ago? How did you accomplish that? 
What was your favorite/most successful project or task in the last 6 months and what made it so great? What specifically did you do to make it a success? What did I do, if anything, that helped the project be successful? 

What can I do to help you be more successful in the coming year?
 DEPARTMENT MANAGER PERFORMANCE DIALOGUE

	Employee Name

     
	Position/Title

     
	Date of Hire

     

	Reviewing Manager

     

	
	Date Review Presented 

     



Review of Current Goals and Objectives

In this section the manager and employee assess the status of previously agreed upon goals and assess each one using the measures listed below. For each goal not achieved, list the steps needed to complete it. This becomes the employee’s action plan. If the goal is no longer relevant, write “Abandoned” in the action plan section. 




Achieved = The employee has achieved the goal.


      
        Not Achieved = The employee has not achieved the goal. 

	Goal
	Assessment
	Action Plan

	Goal 1:       

	 FORMCHECKBOX 
  Achieved

 FORMCHECKBOX 
  Not  

      Achieved
	     

	Goal 2:       

	 FORMCHECKBOX 
  Achieved

 FORMCHECKBOX 
  Not 
      Achieved
	     

	Goal 3:       
	 FORMCHECKBOX 
  Achieved

 FORMCHECKBOX 
  Not 
      Achieved


	     

	Goal 4:       
	 FORMCHECKBOX 
  Achieved

 FORMCHECKBOX 
  Not 
      Achieved


	     

	Goal 5:       
	 FORMCHECKBOX 
  Achieved

 FORMCHECKBOX 
  Not 
      Achieved


	     


FACTORS OF PERFORMANCE

An employee’s effectiveness within the dealership depends significantly on his/her ability and effort to be involved in a variety of functions and have positive, professional relationships with others. This section’s purpose is to help the Manager and General Manager assess the Manager’s performance, knowledge and skills in the categories listed below.  

Indicate the performance level rating for each category. Write comments to explain the ratings. If possible, include observations of actual performance. Cross out any category that does not apply. Several examples of behavior are included under each category, however these are not meant to be inclusive of all proper behaviors for that category. 

RATING SCALE:

Excellent (E)
Attitude and actions are at the highest level at all times and exceed the expectations of the position in all categories. Significant effort is displayed above and beyond the responsibilities of the job.

Above Average (AA)
Attitude and actions generally exceed the expectations of the position in several categories.

Satisfactory (S)
Attitude and actions meet the expectations of the position in all or most categories.

Marginal (M)
Attitude and actions generally meet the expectations of the position, however several categories need improvement.

Unsatisfactory (U)
Attitude and actions are below expectations for the position. Immediate and sustained improvement is required.

	PLANNING:

Established both short and long term plans to meet future needs.

Establishes departmental stretch vision and communicates it clearly. 

Shows foresight in recognizing problems in areas of responsibility. Avoids managing by crisis.

Foresees changes and trends relevant to area of responsibility.

Adheres to schedules and plans. Meets deadlines.


	Rating:    E    AA    S    M    U

Comments:       


	ADMINISTRATION:

Gives attention to ongoing administrative tasks in a timely fashion.

Follows up on problems and decisions.

Maintains controls over areas of accountability.

Organizes own areas of responsibility and all associated systems and procedures to ensure department runs smoothly over extended periods of time.

Complies with safety requirements and reports injuries promptly.


	Rating:    E     AA    S    M    U
Comments:       


	FINANCIAL:

Demonstrates competence in reading and interpreting dealership financial statement.

Makes sound decisions that consider cost/benefit.

Accurately estimates expense levels, capital budgets and other factors. 

Shows innovation in increasing revenue and reducing expenses without comprising quality.


	Rating:    E    AA    S    M    U

Comments:       



	DECISION MAKING AND JUDGMENT:

Gathers all relevant information prior to making decisions.

Presents well thought out alternatives when making recommendations.

Makes decision in a timely manner.

Is open-minded and makes fair judgments based on facts. Balances the best interests of the company, customers and employees.

Communicates to all affected parties prior to implementing decisions and conducts appropriate follow-up to keep on track.


	Rating:    E    AA    S    M    U

Comments:       
                                                                                                                             

	INNOVATION AND CHANGE:

Initiates change when necessary and encourages others to embrace.

Effectively deals with resistance to change.

Generates ideas and creative solutions.

Shows enthusiasm for new ideas, programs and procedures.

 
	Rating:    E    AA    S    M    U

Comments:       


	MANAGEMENT EFFECTIVENESS:

Delegates to people’s strengths, then supervises performance.

Department runs smoothly in manager’s absence.

Maintains composure under trying circumstances.

Utilizes personal time effectively. 

Shows personal organization in record keeping and housekeeping.

Displays knowledge and expertise of sound management practices.

Delivers on promises and serves as a positive role model.


	Rating:    E    AA    S    M    U

Comments:       


	PERFORMANCE STANDARDS:

Communicates performance standards to employees.

Regularly assesses and provides feedback to employees on their performance and effectiveness, including an annual written performance review.

Regularly analyzes department performance. Holds employees accountable for their results.

Committed to C.A.N.I.


	Rating:    E    AA    S    M    U

Comments:       


	EMPLOYEE RELATIONS AND DEVELOPMENT:

Selects, trains and develops competent employees. Maintains appropriate staffing levels.

Builds a climate of trust and respect for all employees.

Maintains a positive attitude with employees. Viewed as a coach not a cop.

Gives positive or negative reinforcement promptly to improve employee’s performance.  Effectively handles conflict, employee problems and negative attitudes. 

Keeps employees informed and involved with consistent communication.
	Rating:    E    AA    S    M    U

Comments:       



	ORGANIZATIONAL RELATIONSHIPS:

Executes directions and plans received from higher management independent of personal likes or dislikes.

Accepts criticism and feedback with minimum defensiveness. 

Accepts accountability for shortfalls and failures without blaming others or circumstances.

Demonstrates skill in communicating with others, orally and written.

Provides information or help to higher management or peers when needed. 

Understands and models the Zimbrick philosophy and Core Values to customers and employees. 

Demonstrates integrity by challenging unethical behavior.

Shows concern about professional development and seeks continuous self-improvement.


	Rating:    E    AA    S    M    U

Comments:       


	DEPARTMENT METRICS:

Employee Turnover       
CSI Scores       
Forecast       
Inventory Control       
Performance Reviews       

	Rating:    E    AA    S    M    U

Comments:       



Additional Comments and other review criteria not covered in previous sections:       
	FUTURE GOALS AND PERFORMANCE DEVELOPMENT PLAN:  

     

























REQUIRED SIGNATURES





I have examined this performance dialogue document and have discussed the contents with the person who presented it to me.











________________________________________	______________________________________


                         Employee Name (Please Print)				                 Employee Signature











I presented and discussed the contents of this performance dialogue with the employee.











________________________________________	______________________________________


                     General Manager Name (Please Print)		                         General Manager Signature



































Human Resources 05/12


