SALES 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. 




Achieved = The employee has achieved the goal.


      
        Not Achieved = The employee has not achieved the goal. 

	Goal
	Assessment
	Action Plan

	Goal 1:       

	Achieved

Not Achieved
	     

	Goal 2:       

	Achieved

Not Achieved
	     

	Goal 3:       
	Achieved

Not Achieved


	     

	Goal 4:       

	Achieved

Not Achieved
	     


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, which helped the project be successful? 

What can I do to help you be more successful in the coming year?
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 /or General Manager assess the employee’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:

Prompt and regular attendance. Willingness to stay late or start early to better serve customer needs. Informs peers of their whereabouts.

Has a structured plan for daily sales activities and follows it. Controls the day. Makes effective use of slow time.

Creates and follows a monthly forecast.

Shows foresight in recognizing problems in areas of responsibility and informs management of them.

Adheres to daily schedules and plans. Meets deadlines or informs management of obstacles.

Easily adapts to scheduling changes. 


	Comments:

     
Rating:    E    AA    S    M    U

	PERSONAL EFFECTIVENESS:

Maintains professional appearance. Personable and quick to smile. Consistently displays a positive attitude.

Serves as a positive role model for others.

Shows initiative and is a leader on the sales floor.

Is a team player. Consistently qualifies buyers in order not to “skate” teammates. 

Stays current with product knowledge from all sources.

Displays solid organizational skills. Others can easily find needed information in his/her absence in order to serve customers.
	Comments:

     
Rating:    E     AA    S    M    U




	SALES EFFECTIVENESS:

Consistent and successful implementation of the Road to the Sale.

Performs 100% prospect follow-up and follows up until they buy.

Achieves consistent sales/F&I numbers with improvement over time.

Displays creative problem solving skills.

Displays solid communication skills. Is a good listener and has the ability to ask good probing questions.

Very consistent and thorough.

Consistent closing ratio. (_______%)

Regularly sells aftermarket products to customers, such as E.C.P.,

window tint and accessories.

Works together in a positive manner to endorse F&I products.

Makes realistic promises and delivers on them to customers.


	Comments:

     
Rating:    E    AA    S    M    U                                                                                                                             

	QUALITY CONTROL:

Follows up as required to serve customers. Returns calls and/or emails in a timely manner.

Shows regular, consistent and timely follow-up with prospects.

Begins regular, consistent and timely follow-up after sale as well as maintains regular, consistent and timely follow-up with established owner base.

Maintains customer satisfaction scores above manufacturer’s standards.

Ensures consistently accurate and neat paperwork for purchase contracts, appraisals, get readies and other forms.


	Comments:

     
Rating:    E    AA    S    M    U

	INNOVATION AND CHANGE:

Participates in team meetings by providing input and suggestions

to change and/or improve processes.

Follows a personal self-improvement plan.

Shows enthusiasm for new ideas, programs and procedures. 

Encourages others to show enthusiasm for new ideas, programs and procedures.


	Comments:

     
Rating:    E    AA    S    M    U

	 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. 

Makes good decisions when management is not available.

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


	Comments:

     
Rating:    E    AA    S    M    U


	HOUSEKEEPING:

Maintains neat and clean workspace. 

Willingly performs general housekeeping and lot duties before being asked, such as cleaning demos, stocking brochure racks, stocking supply cabinets and various inventory duties. 


	Comments:

     
                                                            Rating:    E    AA    S    M   U

	TRAINING:

Willingly attends training sessions. (Doesn’t have to be dragged.)

Keeps current with product knowledge.

Works on building and improving sales skills.

Participates in role-plays.

Seeks additional knowledge beyond what is provided.

Regularly attends the store’s general sales meetings. 
	Comments:

     
                                                            Rating:    E    AA    S    M   U



	ORGANIZATIONAL RELATIONSHIPS:

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

Accepts coaching, 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 when needed. Willingly assists teammates when needed.

Understands and models the Zimbrick philosophy and Core Values to customers and employees. Treats all co-workers with dignity and respect. 

           Integrity                    

           Outstanding Customer Service

           Responsible Individual Initiative

           Care, Concern, Respect for Our Employees

           Continuous Improvement

           Strong Relationships with our Business Partners &  

                 Our Communities

Demonstrates integrity by challenging unethical behavior.

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


	Comments:

     
Rating:    E    AA    S    M    U

	DEPARTMENT METRICS:

CSI Score:                      Franchise Standard:      
Units/Month

    Forecast::                             Actual:       

	Comments:

     
                                                           Rating:    E    AA    S    M    U


Additional Comments and other review criteria not covered in previous sections:

     
	FUTURE GOALS AND PERFORMANCE DEVELOPMENT PLAN: 

(To include units and gross where applicable.)

     






















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.








________________________________________	______________________________________


                     Presenter Name (Please Print)				             Presenter Signature











__________________________________________________	_______________________________________________


                  Department Manager Name (Please Print)		                      Department Manager Signature








________________________________________	______________________________________


                     General Manager Name (Please Print)		                         General Manager Signature
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