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Love	them	or	hate	them,	performance	reviews	and	self-appraisal	comments	are	a	fact	of	life	for	most	employees.	While	the	process	can	at	times	feel	daunting,	the	feedback	received	from	performance	reviews	can	help	mold	your	skills	and	provide	motivation	and	understanding	of	how	you	contribute	to	an	organization’s	overall	goals	and
outcomes.When	we	think	of	what	performance	reviews	and	self-appraisal	comments	entail,	we	often	overlook	one	of	the	most	critical	components	of	the	process:	the	self-evaluation.	Self-appraisal	comments	are	a	prime	opportunity	for	you	to	demonstrate	what	an	asset	you	are	to	your	company	and	set	goals	to	continue	your	career	growth.	We’ll	walk
through	our	best	practices	for	preparing	and	writing	your	self-appraisal	comments	and	evaluation,	complete	with	self-evaluation	for	performance	review	examples	to	help	you	draw	inspiration	and	best	present	your	skills	when	it’s	time	for	your	next	review.5	Tips	to	Ace	Your	Self-EvaluationWriting	self-appraisal	comments	can	feel	awkward,	as	you	are
unsure	how	to	estimate	your	progress	and	performance	without	selling	yourself	short	or	your	self-appraisal	comments	coming	off	as	boastful.	The	following	tips	and	self-evaluation	for	performance	review	examples	will	help	you	achieve	that	balance.1.	Be	specific	(and	provide	examples).Being	specific	adds	clarity	and	situational	relevance	to	your	self-
appraisal	comments.	Sharing	greater	detail	about	how	you’ve	reached	your	goals	in	your	self-evaluation	for	performance	review	examples	allows	your	manager	to	gain	an	understanding	of	your	strategic	approach,	which	accurately	represents	all	of	the	hard	work	you’ve	put	into	your	achievements.A	detailed	and	specific	example	looks	something	like
this:	I	leveraged	keyword	research,	site	traffic	analysis,	and	tracked	social	media	trends	to	develop	targeted	and	timely	content	that	generated	50	new	MQLs	through	our	paid	marketing	channels	and	successfully	hit	my	OKR.Much	like	a	SMART	goal	for	performance	reviews,	such	self-evaluation	for	performance	review	examples	provides	specific,
measurable	self-appraisal	comments	that	illustrate	your	thought	process	and	strategic	approach	to	achieving	your	goals.2.	Include	facts	and	figuresPrime	examples	of	self-evaluation	for	performance	review	examples	are	ones	that	provide	plenty	of	supporting	evidence	to	back	up	your	claims	and	make	your	self-appraisal	comments	credible.Metrics
serve	as	a	helpful	reference	point	to	include	in	your	self-appraisal	comments	and	self-evaluation	for	performance	review	examples	for	managers	to	clearly	understand	how	your	performance	impacts	results.Simply	stating	that	you	executed	a	task	in	your	job	scope	lacks	impact.	A	good	example	should	share	specific	self-evaluation	performance	review
examples	and	numbers	such	as:I	grew	the	company	LinkedIn	following	from	250	to	400	followers	in	three	months	and	increased	post	engagement	by	8%	through	continued	interaction,	targeted	posts,	and	repurposed	content.Such	self-evaluation	for	performance	review	examples	provides	tangible	results	that	clearly	lay	out	how	your	work	benefits	the
business	as	well	as	your	measurable	progress	and	achievements.	This	gives	your	self-appraisal	comments	credibility.Get	our	Free	Performance	Review	Toolkit	now!3.	Continuously	strive	for	growthPerformance	reviews	and	self-appraisal	comments	are	a	time	to	reflect	on	your	strengths	and	accomplishments	as	well	as	your	areas	for	improvement.	It
can	feel	uncomfortable	to	discuss	your	performance	shortcomings	in	your	self-appraisal	comments,	as	you	may	be	nervous	to	point	out	areas	of	your	work	that	need	improvement.	However,	there	are	ways	to	reframe	these	mistakes	in	your	self-appraisal	comments	as	opportunities	for	growth	instead	of	failures.	Use	positive,	solution-oriented	language
that	looks	to	the	future	when	evaluating	areas	of	improvement.	Some	phrases	you	can	use	in	your	self-appraisal	comments	are:An	area	I’d	like	to	focus	on	is...This	is	what	I’ve	discovered	thus	far…This	is	how	I’d	like	to	proceed	in	the	future...What	I’ve	learned	from	this	is...Additionally,	your	self-appraisal	comments	are	an	opportunity	for	you	to	ask	for
support.	If	your	growth	in	a	certain	area	requires	the	company’s	support	or	resources,	they’re	the	perfect	opportunity	to	make	that	request,	as	you’ll	see	in	our	self-evaluation	for	performance	review	examples.Read	next:	Tips	on	Tackling	Tough	Conversations	at	Work4.	Track	your	accomplishmentsYou	do	a	lot	in	the	day-to-day	routine	of	your	role,
and	by	the	time	self-appraisal	comments	come	around,	it	can	be	difficult	to	recall	accomplishments	and	tasks	you’ve	achieved	for	self-appraisal	comments.A	strategic	way	to	refresh	your	memory	and	always	have	a	pool	of	specific	self-evaluation	for	performance	review	examples	is	to	maintain	a	running	list	of	your	accomplishments	throughout	your
time	at	your	company.	This	can	be	as	simple	as	keeping	a	Word	document,	a	notes	app,	or	a	dedicated	notebook	that	you	regularly	update	with	points	for	future	self-appraisal	comments.	We	recommend	closing	out	your	week	by	listing	out	your	accomplishments	to	keep	this	list	up	to	date	so	that	you’re	ready	with	plenty	of	self-evaluation	for
performance	review	examples.5.	Be	positive	and	focus	on	future	developmentLast	but	not	least,	be	positive	and	focus	on	the	future.	It’s	easy	to	adopt	a	positive	tone	when	it	comes	to	your	strengths,	unique	qualities,	and	professional	skills.	However,	how	can	you	be	positive	about	your	weaknesses?	A	good	practice	is	to	be	self-aware	instead	of	self-
deprecating	or	defensive.	Frame	your	weaknesses	as	opportunities	for	growth.	Discuss	how	you	can	improve	in	the	future,	and	ask	for	help	if	needed.	This	paints	you	as	a	proactive,	self-aware	problem-solver.	So,	here’s	what	you	don’t	want	to	say:I	struggle	with	presenting	to	a	large	audience	and	freeze	every	time.	I’m	sorry,	but	I	believe	that	I’m	not
the	right	person	to	run	ideas	by	our	potential	investors,	and	it’s	better	to	have	another	team	member	take	that	on.Instead,	try	saying	this:An	area	I’d	like	to	focus	on	is	presenting	to	a	large	audience.	This	way,	I	can	better	present	ideas	to	our	future	investors	and	get	the	financial	support	our	team	needs.	Are	there	any	public	speaking	courses	or
experts	that	you	can	refer	me	to?46	Specific	Self-Evaluation	Performance	Review	ExamplesSelf-evaluation	for	performance	review	examples	and	questions	varies	from	company	to	company	and	even	sometimes	from	department	to	department;	however,	these	core	themes	often	show	up	in	all	self-assessments.Being	able	to	assess	and	articulate	your
strengths	and	weaknesses	will	help	you	write	comprehensive	self-appraisal	comments	that	reflect	your	value.In	each	category,	we’ll	share	some	starting	points	and	questions	you	should	ask	yourself,	as	well	as	provide	several	self-evaluations	for	performance	review	examples.	LeadershipCan	I	effectively	and	efficiently	run	a	team	while	giving	clear
guidance?	What	are	my	strengths	and	weaknesses	in	this	area?Here	are	some	self-evaluations	for	performance	review	examples	illustrating	both	strengths	and	areas	for	improvement	as	they	relate	to	leadership.StrengthsI	communicate	clearly	and	effectively	with	my	team	so	they	have	the	tools	and	clarity	they	need	to	achieve	their	best	outcomes.
One	way	I	achieve	this	is	by	setting	aside	15	minutes	before	each	meeting	to	review	the	key	objectives	and	action	items	I’d	like	to	focus	on	for	that	call.I	assign	and	schedule	tasks	depending	on	whether	they	require	synchronous	or	asynchronous	communication	to	save	time	and	improve	the	workflow.	Hence,	I	have	successfully	led	a	remote	team	with
employees	from	varying	time	zones	through	a	project	with	a	20%	higher	than-average	efficiency	rate.I	provide	systems	and	structure	for	my	teams	to	reference	so	they	understand	what	is	expected	of	them	and	who	they	can	collaborate	with	on	any	given	task.	An	example	of	how	I’ve	done	this	is	by	implementing	a	team	board	in	Asana	to	map	out	and
track	our	key	objectives	and	tasks.	I	create	an	open	and	honest	work	environment	and	make	my	team	feel	safe	to	come	to	me	with	any	concerns	or	questions	they	might	have.	I	set	a	recurring	“office	hours”	block	on	my	calendar	and	communicated	to	my	team	that	I	am	available	to	them	to	answer	any	questions	or	provide	support	should	they	need
it.Areas	for	ImprovementI	am	working	on	incorporating	more	positive	feedback	and	celebrating	my	team’s	achievements	in	our	weekly	meetings.An	area	I’d	like	to	focus	on	is	improving	my	delegation	skills	across	my	team.I	often	work	late	and	send	messages	outside	of	working	hours.	What	I’m	learning	from	this	is	that	it	puts	pressure	on	my	team
and	sets	an	expectation	that	we	should	work	outside	business	hours.	I’d	like	to	begin	scheduling	my	communications	to	be	sent	out	during	working	hours	to	respect	my	team’s	work-life	balance.Although	I	oversee	day-to-day	processes	with	ease,	I	want	to	better	see	and	communicate	the	bigger	picture.	That’s	why	I	want	to	improve	my	strategic
planning	skills	to	serve	the	company’s	long-term	goals.Problem	Solving	&	Decision-MakingCan	I	identify	problems,	suggest	solutions,	resolve	conflicts,	think	of	alternatives,	and	make	decisions?	How	does	that	contribute	to	my	role?Here	are	some	examples	of	self-evaluation	for	performance	review	that	highlight	strengths	and	areas	for	improvement
as	they	relate	to	problem-solving	and	decision-making.StrengthsI	can	remain	calm	when	things	don’t	go	according	to	plan	or	are	unclear.	This	allows	me	to	think	clearly	and	brainstorm	ideas	or	find	solutions.	For	example,	when	more	people	showed	up	to	our	last	product	launch	party	than	expected,	I	proposed	we	take	out	the	venue	tables,	switching
from	a	banquet	to	an	auditorium-style	seating	arrangement.I’m	not	afraid	to	take	calculated	risks	when	I	believe	the	potential	rewards	outweigh	the	uncertainties.	For	example,	when	we	targeted	a	younger	audience	with	our	last	product	launch,	many	saw	it	as	a	risk,	but	I	was	confident	it	would	resonate	with	Gen	Z—and	it	paid	off.I	can	effectively
communicate	with	internal	and	external	clients	when	they	face	technical	issues.	This	attention	and	clarity	have	helped	me	identify	and	attend	to	errors	promptly.I	can	make	decisions	independently	without	being	told	how	or	what	calls	to	make,	which	came	in	handy	when	I	filled	in	for	a	team	member	on	our	last	software	product	design.Areas	for
ImprovementI’m	looking	to	improve	my	ability	to	think	proactively	and	spot	potential	roadblocks	ahead.	Analyzing	past	data	to	notice	workflow	and	industry	trends	can	alert	me	to	future	problems.In	the	future,	I	want	to	focus	on	collecting	sufficient	data	and	getting	input	from	my	teammates	so	that	I	can	make	informed	decisions.I	have	a	capable
team,	and	I	want	to	use	their	skills	in	the	problem-solving	process.	So,	I’ll	hold	team	meetings	for	problem-solving	rather	than	working	alone.I	make	good	decisions	for	short-term	growth,	but	I	want	to	think	long-term.	I	believe	setting	a	six-month	or	yearly	plan	with	a	timeline	can	help.Team	CollaborationHow	do	I	approach	collaborating	within	my
team	as	well	as	across	other	departments	in	the	organization?Here’s	some	self-evaluation	for	performance	review	examples	that	feature	potential	strengths	and	weaknesses	in	team	collaboration.StrengthsI	thrive	in	a	collaborative	environment	because	my	colleagues’	ideas	and	drive	motivate	me	and	inspire	creativity.	I	regularly	ask	for	input	and
feedback	from	my	colleagues	with	the	help	of	surveys	and	incorporate	their	direction	into	my	projects	and	work.I	am	constantly	finding	new	ways	to	share	ideas	across	teams,	and	I	recently	implemented	a	Miro	board	to	gather	team	input	on	projects.Last	quarter	I	put	a	call	out	to	our	engineering	team	for	guest	posts	for	our	company	blog.	I	recognize
that	other	departments’	expertise	and	input	are	valuable	to	our	brand,	and	our	collaboration	can	boost	our	marketing	efforts.My	social	skills	help	me	mediate	between	conflicting	parties	efficiently.	When	two	of	my	teammates	quarreled	over	their	visions	for	our	newest	product	design,	I	suggested	we	take	a	break	before	revisiting	the	topic.	Then	I
used	our	company’s	brand	image	as	common	ground	to	build	off	of.Areas	for	ImprovementI	struggle	to	initiate	collaborations	with	new	team	members	because	I	am	concerned	that	they	will	feel	overwhelmed.	I	am	learning	to	check	in	with	these	new	employees	and	gauge	their	interest	and	bandwidth	rather	than	assume	they’re	unable	to	collaborate.I
am	learning	that	my	enthusiasm	at	times	can	cause	me	to	take	up	the	majority	of	speaking	time	during	team	meetings,	hindering	team	members	from	sharing	their	ideas.	In	the	future,	I’d	like	to	come	up	with	2-3	ideas	and	allow	others	to	speak	before	me.I	tend	to	offer	to	be	the	final	editor	on	projects	before	they	are	submitted,	and	I	have	found	it	is	a
way	for	me	to	maintain	control	over	a	project.	I	am	learning	it’s	important	to	allow	others	the	opportunity	to	take	the	lead.I	have	a	tendency	to	step	in	too	often	when	I	work	on	team	projects,	which	doesn’t	give	everyone	the	floor	to	speak.	What	I’d	like	to	focus	on	is	resisting	that	impulse	so	that	others	feel	empowered	to	take	initiative.Technical
SkillsWhen	I	think	of	the	technical	skills	relevant	to	my	field	or	industry,	am	I	proficient	in	them?	Am	I	continuously	updating	my	knowledge	of	them?	Have	I	completed	projects	requiring	high	expertise	levels?	How	have	I	demonstrated	these	skills	via	my	work,	or	do	I	need	support	with	them?Here	are	eight	self-evaluations	for	performance	review
examples	highlighting	technical	skill-related	strengths	and	weaknesses.StrengthsI’m	practiced	in	mitigating	potential	cybersecurity	threats	and	vulnerabilities.	I	made	it	so	that	our	official	website	only	accepts	very	strong	passwords	to	protect	our	clients’	data.I’ve	learned	to	use	new	software	such	as	Canva	Teams,	so	I	can	collaborate	efficiently	with
my	colleagues	on	designs.I	understand	database	design	principles	well,	which	helps	me	create	efficient	database	structures.	This	enhanced	data	storage	and	retrieval	process	was	very	handy,	particularly	for	projects	involving	our	recurring	clients.I	developed	a	new	feature	for	our	latest	product	update	that	enhanced	usability,	resulting	in	a	13%
increase	in	user	engagement.Areas	for	ImprovementI	want	to	stay	updated	with	our	software	tools	to	better	integrate	them	into	our	projects.	Are	there	guides	or	guiding	materials	that	can	help	me?I	aim	to	become	more	proficient	in	tools	like	Google	Analytics	and	Tableau	to	better	analyze	customer	data	and	measure	the	effectiveness	of	marketing
campaigns.I	recognize	the	need	to	strengthen	my	proficiency	in	advanced	Excel	functions,	especially	in	using	pivot	tables	and	macros	for	more	complex	financial	analysis.I	aim	to	become	more	familiar	with	tax	preparation	software	to	streamline	tax	filings	and	ensure	compliance	in	a	timely	manner.Creativity	and	InnovationAm	I	able	to	think	outside
the	box	to	develop	new	ways	of	doing	things?	What	new	methods	or	practices	did	I	adopt	or	create?	How	did	they	contribute	to	my	role?Some	self-evaluation	for	performance	review	examples	that	illustrate	both	strengths	and	weaknesses	in	creativity	and	innovation	include:StrengthsI	consistently	demonstrated	a	willingness	to	experiment	with	new
ideas	and	take	calculated	risks	in	my	work.	By	trying	out	new	approaches	and	processes,	I	was	able	to	identify	opportunities	for	improvement	and	develop	innovative	solutions	to	increase	efficiency	and	productivity.	One	example	is	when	I	proposed	and	implemented	a	new	system	for	tracking	project	progress	that	enabled	our	team	to	quickly	identify
bottlenecks	and	make	adjustments	to	our	workflow.I	actively	sought	out	opportunities	to	bring	creativity	and	innovation	to	my	work	this	year.	For	example,	I	suggested	and	implemented	a	new	approach	to	data	visualization	that	made	our	reports	more	engaging	and	accessible	to	our	target	audience.	I	took	an	innovative	approach	to	my	work	this	year
by	experimenting	with	new	technologies	and	tools.	For	example,	I	explored	the	use	of	software	to	automate	routine	tasks	and	improve	the	accuracy	of	customer	outreach.I’m	constantly	thinking	of	innovative	marketing	strategies.	For	this	campaign,	I	set	up	an	influencer	marketing	partnership,	which	resulted	in	a	surge	in	customer	engagement	and	a
120%	increase	in	sales	halfway	through	the	month.Areas	for	ImprovementI’d	like	to	pursue	more	learning	opportunities,	such	as	free	courses	and	webinars,	to	expand	my	knowledge	on	creating	TikTok	content	for	our	social	media	presence.An	area	I’d	like	to	focus	on	is	developing	my	creative	thinking	skills	in	order	to	come	up	with	more	innovative
solutions	to	complex	problems	rather	than	rely	on	existing	ideas.	To	improve	in	this	area,	I	plan	to	spend	more	time	brainstorming	and	experimenting	with	new	ideas	to	solve	problems.I’ve	found	I	struggle	to	effectively	communicate	my	creative	ideas	and	proposals	to	others.	In	the	future,	I	plan	to	practice	presenting	my	ideas	to	different	audiences
and	seek	out	opportunities	to	participate	in	collaborative	brainstorming	sessions	to	develop	my	communication	and	collaboration	skills	around	creativity.While	I	consistently	generate	innovative	ideas,	I	wish	to	further	improve	on	effectively	translating	my	ideas	into	actionable	and	measurable	strategies.AchievementsDid	I	successfully	achieve	the
goals	my	manager	and	I	set	for	my	role?	How	do	I	contribute	to	the	overall	success	of	the	organization?	What	are	my	top	achievements	since	my	last	performance	review?Here	are	six	self-evaluations	for	performance	review	examples	highlighting	strengths	and	weaknesses	related	to	achievements.StrengthsI	successfully	launched	an	onboarding
process	for	new	hires	in	Q1.	To	do	this,	I	researched	best	practices	and	developed	materials	such	as	onboarding	checklists	and	standardized	our	company	welcome	letter	to	create	consistency	and	help	ensure	all	bases	were	covered.I	have	demonstrated	strong	initiative	and	ownership	in	my	work,	leading	the	successful	completion	of	multiple	projects
on	time	and	within	budget.	I’ve	done	so	by	setting	SMART	goals	for	myself	at	the	beginning	of	each	quarter	to	ensure	I	remain	on	track	and	focused.I	proactively	identified	and	resolved	technical	issues	that	arose	during	our	product	launch	that	helped	mitigate	potential	risks	and	ensure	a	seamless	launch.	I	did	so	by	conducting	regular	audits	and
working	closely	with	the	UX	team	to	remain	up	to	date	on	user	feedback.Areas	for	ImprovementAlthough	I’ve	continued	to	provide	quality	support	to	our	clients	over	the	past	quarter,	I	believe	that	learning	is	a	lifelong	journey.	I	want	to	enroll	in	a	customer	support	training	course	to	improve	my	tenacity.I’ve	succeeded	in	hitting	my	monthly	goals	that
relate	to	routine	tasks;	however,	I	believe	there’s	work	to	be	done	when	it	comes	to	new	processes	and	new	software	systems.	I	would	like	to	be	involved	in	projects	with	hands-on	training	to	better	keep	up	with	dynamic	market	demands.While	I	consistently	meet	short-term	project	deadlines,	I’m	not	getting	the	same	sense	of	achievement	from	the
company’s	long-term	projects.	I’d	like	to	improve	my	time	management	skills	so	that	I	can	make	more	progress	on	these	projects.Maximize	Your	Performance	Review	ProcessPerformance	reviews	and	writing	self-appraisal	comments	don’t	have	to	be	a	dreaded	task.	With	the	right	framework,	guidance,	and	self-evaluation	for	performance	review
examples,	the	exercise	can	become	a	powerful	tool	in	self-reflection	and	professional	development.	Allow	these	self-evaluations	for	performance	review	examples	to	guide	you	to	a	concise	and	complete	evaluation	during	your	next	performance	review.	For	more	resources	to	improve	your	self-appraisal	comments,	download	our	free	performance	review
question	template.To	learn	how	Omni	can	automate	and	digitize	your	performance	review	process,	schedule	a	demo	with	our	team.	Self-evaluations	ask	employees	to	reflect	on	(and	often	rate)	their	own	performance	over	a	set	period	of	time.While	that	sounds	simple	enough,	it’s	no	secret	that	the	self-assessment	performance	review	process	can	be
awkward.	Singing	our	own	praises	may	make	our	toes	curl	—	and	acknowledging	where	we’ve	made	mistakes	in	the	past	can	feel	uncomfortable	or	embarrassing.So	it	seems	like	little	wonder,	then,	that	according	to	research	by	Gallup,	only	14%	of	employees	find	performance	reviews	helpful	for	driving	improvement.	Getting	this	part	of	the
performance	review	right	requires	introspection,	a	non-judgmental	attitude,	and	asking	yourself	the	right	questions	to	guide	self-evaluation.	To	get	things	started,	use	our	tips	in	this	article	to	help	guide	your	reflection	process.	Then,	follow	up	with	our	Self-Evaluation	Template	to	help	you	structure	your	written	evaluation.{{rich-takeaway}}What	is	a
Self-Evaluation?	(And	What	Should	It	Be?)At	its	core,	a	self-evaluation	is	a	structured	opportunity	for	employees	to	reflect	on	their	performance	over	a	given	period	—	typically	a	quarter	or	a	year.	But	in	the	best	organizations,	it’s	more	than	just	a	retrospective	exercise.A	well-executed	self-evaluation	should:Provide	a	clear	picture	of	employee
performance,	accomplishments,	developed	skills,	and	contributions	to	the	team	and	company.Identify	areas	for	improvement	and	personal	development	goals.Offer	context	for	manager	evaluations	by	surfacing	insights	that	might	not	be	visible	from	the	outside.Serve	as	a	launchpad	for	future	career	growth	conversations.Benefits	of	Self-
Evaluations	Even	if	writing	self-evaluations	can	be	a	challenge,	the	juice	is	worth	the	squeeze.	Self-evaluations	provide	several	key	benefits	for	both	employees	and	employers	alike,	including:Self-Reflection:	Employees	can	take	time	to	reflect	on	their	strengths,	weaknesses,	accomplishments,	and	areas	for	growth.Ownership	and	Accountability:	By
completing	self-evaluations,	employees	take	ownership	of	their	performance.	This	fosters	a	sense	of	responsibility	and	involvement	in	their	own	development	and	career	progression.Communication:	Self-evaluations	open	up	a	dialogue	between	employees	and	managers.	Employees	can	articulate	their	perspectives,	while	managers	gain	insight	into
how	employees	perceive	their	own	contributions.Goal	Alignment:	Self-evaluations	encourage	employees	to	align	their	work	with	company	goals	and	objectives.	They	can	review	their	achievements	in	relation	to	broader	team	or	organizational	goals,	ensuring	they're	on	the	right	track.Continuous	Improvement:	Employees	can	identify	areas	for
improvement	and	set	realistic	goals	for	the	future.	This	encourages	a	growth	mindset	and	fosters	continuous	learning.Employee	Engagement:	When	employees	feel	their	opinions	and	self-assessments	are	valued,	it	increases	their	engagement	and	motivation.	It	can	also	help	reduce	feelings	of	being	overlooked	in	the	performance	review
process.Mitigating	Bias:	Self-assessments	can	provide	a	more	balanced	perspective	in	performance	reviews	by	giving	employees	the	opportunity	to	also	evaluate	themselves.	Managers	can	compare	the	self-evaluation	with	their	own	assessment	to	identify	discrepancies	and	biases.Incorporating	self-evaluations	into	your	performance	management
process	fosters	a	more	collaborative,	transparent,	and	growth-oriented	workplace.Should	Employees	Use	AI	to	Write	Self-Evaluations?AI-powered	writing	tools	can	help	structure	self-evaluations,	but	they	shouldn’t	replace	genuine	reflection.	When	used	correctly,	AI	can	save	time,	improve	clarity,	and	suggest	more	impactful	phrasing.	However,
relying	too	heavily	on	AI	risks	creating	evaluations	that	feel	impersonal	or	miss	key	nuances.How	AI	Can	Help	With	Self-EvaluationsAI	can	enhance	self-evaluations	by:Structuring	responses	for	better	readabilityOffering	alternative	phrasing	to	avoid	repetitionSummarizing	key	accomplishments	from	previous	feedbackHelping	employees	articulate
their	growth	areas	and	future	goalsThe	Risks	of	Over-Reliance	on	AIDespite	these	benefits,	AI	has	limitations.	It	may:Generate	overly	generic	responses	that	lack	authenticityMiss	important	personal	context	or	specific	contributionsLead	to	a	loss	of	trust	if	employees	or	managers	rely	on	AI	too	muchBest	Practices	for	Using	AI	in	Self-EvaluationsTo	use
AI	effectively	without	losing	the	human	element:Use	AI	as	a	starting	point.	Let	it	help	with	structure	and	wording,	but	personalize	the	content.Provide	detailed	inputs.	The	more	specific	the	data	(metrics,	projects,	feedback),	the	better	the	output.Refine	and	review.	Edit	AI-generated	text	to	ensure	it	reflects	personal	insights	and	a	growth	mindset.AI
can	be	a	useful	assistant	in	the	self-evaluation	process	—	but	it	should	enhance,	not	replace,	thoughtful	self-reflection.What	to	Reflect	On	Before	Writing	an	Employee	Self-AssessmentJumping	into	a	self-evaluation	might	feel	a	little	daunting.	Taking	a	moment	to	do	an	informal	review	of	your	performance,	progress,	and	goals	can	help	you	collect	your
thoughts	when	it’s	time	to	write	the	real	thing.In	the	spirit	of	continuous	feedback	and	the	performance	review	process,	consider	your	metrics	of	success	for	your	own	performance	—	whether	that’s	a	quantitative	measure	like	KPIs	and	OKRs,	or	more	qualitative,	such	as	your	emotions	and	feelings	about	the	last	year.Make	sure	you	write	down	specific
examples	of	any	skills	learned,	goals	met,	or	targets	hit,	so	that	you’re	well-prepared	for	the	next	performance	review	cycle.Here	are	our	five	best	practices	to	get	this	process	right.1.	Identify	how	you	really	feel.	Start	by	figuring	out	how	you	actually	feel	about	your	overall	performance	without	the	pressure	of	presenting	these	thoughts	in	a
professional	context.	Try	taking	some	notes	or	consulting	a	trusted	friend	or	peer	about	how	you	feel	you’ve	performed	over	the	last	quarter	or	year.	Acknowledge	the	full	spectrum	of	your	experiences,	including	any	specific	examples	you	might	feel	hesitant	to	highlight	in	your	formal	performance	review.Coming	up	with	an	unfiltered	version	will	help
you	understand	how	your	perspective	comes	across,	and	you	can	always	make	edits	once	you	start	writing.​2.	Review	your	goals.Setting	goals	—	and	feeling	motivated	to	achieve	them	—	is	the	cornerstone	of	doing	your	best	work.	Review	how	you	performed	against	your	most	recent	goals.	Did	you	meet,	exceed,	or	struggle	to	meet	expectations?For
each	goal,	evaluate	yourself	based	on	the	following	questions:Why	did	you	meet	—	or	struggle	to	meet	—	this	goal?When	you	didn’t	meet	a	goal,	what	blockers	made	progress	difficult?Was	this	goal	clear,	specific,	and	challenging	enough?	Why?Thinking	about	the	goals	you	struggled	to	meet,	what	could	you	improve	on	to	meet	goals	like	this	in	future?
Thinking	about	the	goals	you	achieved,	how	can	you	build	on	this	success	to	set	a	new	goal?As	you	reflect	on	goal	progress,	use	your	objectives	and	key	results	(OKRs)	to	provide	a	framework	for	your	self-assessment,	adding	details	and	examples	from	the	past	year	that	contextualize	your	progress	or	challenges.3.	Review	your	manager’s
feedback.	Your	performance	review	is	an	opportunity	to	check	in	with	your	manager	about	your	progress	and	have	a	dialogue	on	what’s	next.	But	it’s	also	an	opportunity	for	you	to	provide	additional	context	on	anything	that	might	have	improved	or	hindered	your	performance	and	goal	accomplishment.	Look	at	recent	one-on-ones	or	manager	feedback
from	previous	check-ins	for	guidance.	What	did	your	manager	highlight	or	praise?	Was	there	any	constructive	feedback	on	your	performance?Make	sure	you	reference	your	accomplishments	in	your	review	and	highlight	what	you	did	well.	For	areas	that	need	improvement,	provide	additional	context	for	any	questions	you	think	your	manager	might
ask,	and	share	any	details	about	how	you	approached	a	project	or	situation	that	shed	light	on	its	outcome.	Reflect	on	how	you	grew,	and	your	plans	to	continue	improving.	4.	​Review	notes	from	peers	and	coworkers.	Peer	feedback	isn’t	just	great	for	professional	development	and	surfacing	new	performance	perspectives	—	it’s	also	vital	for	fostering	the
environment	needed	for	great	teamwork.	In	fact,	one	2015	study	on	employee	recognition	found	that	praise	from	team	members	can	have	twice	the	impact	on	your	wellbeing	at	work	compared	with	manager	feedback.Evaluating	feedback	from	peers	can	help	you	see	how	you’ve	supported	your	team’s	overall	goals,	as	well	as	highlighting	your
progress	on	any	non-technical	skills	—	like	problem-solving	or	communication	—	that	build	a	more	complete	picture	of	your	progress	in	the	last	year.	Look	through	any	past	performance	reviews,	emails,	personal	messages,	team	meeting	slide	decks,	or	your	company’s	Praise	Wall	to	collate	a	balanced	view	of	how	your	peers	see	you.Evaluate	your
progress	by	considering	the	following	questions:How	have	you	helped	team	members	and	peers	deliver	on	their	goals?Were	there	any	specific	instances	or	projects	where	team	members	praised	your	contributions?How	have	you	followed	through	on	team	expectations?How	would	you	rate	your	teamwork	and	collaboration	skills?Find	more	question
examples	in	our	Peer	Review	Template.{{rich-highlight-3}}How	to	Write	a	Self-Evaluation	for	Performance	ReviewsOnce	you’re	ready	to	write	your	self-appraisal,	you’ll	want	to	collate	everything	you’ve	noted	during	the	reflection	process,	and	start	crafting	your	highlight	reel	that	outlines	all	of	your	accomplishments	since	your	last	review.To	get
started,	use	your	job	description	as	a	guide.	Evaluate	how	you	meet	each	of	the	core	competencies	and	skill	sets,	pointing	to	specific	examples	when	you	demonstrated	each.	While	you	write,	work	through	the	following	topics:Role	in	the	wider	team:	How	does	your	work	connect	to	the	bigger	picture?	What	kind	of	teammate	are	you?Unique	selling
point:	What	do	you	contribute	that	sets	you	apart?	How	is	your	team	unable	to	function	without	you?Key	results:	Review	any	OKRs.	What	key	results	did	or	didn’t	you	achieve?	Why	or	why	not?Areas	for	improvement:	Things	can	change	for	the	better	after	a	performance	evaluation.	What	does	that	look	like	for	you?{{rich-highlight-1}}Examples	of
How	to	Talk	about	Your	Accomplishments	in	Your	Self-AssessmentMany	folks	worry	about	sounding	braggy	in	a	self-review.	And	while	it	might	feel	uncomfortable	to	sing	your	own	praises,	try	writing	it	like	you’re	advocating	for	someone	else	to	show	what	you’re	capable	of.Talk	about	the	cause	and	effect	of	your	actions	on	projects,	and	make	sure	to
reference	praise	you’ve	gotten	from	others.	Include	business	outcomes,	quotes	from	happy	customers,	and	any	tangible	data.	Talk	assertively	about	your	accomplishments	like	they’re	facts.Try	using	these	self-evaluation	examples	to	help	you	guide	your	review.​Goal	Accomplishment“I	set	an	OKR	this	year	to	grow	our	social	channels	20%,	but	I
exceeded	that	goal	by	growing	them	40%.”	“My	contribution	to	project	X	has	helped	increase	customer	NPS	10x.”	“Project	Y	has	streamlined	our	process	and	saved	time	across	teams.”	“Project	Z	will	bring	in	more	and	better-qualified	leads.”	“I	accomplished	a	personal	developmental	goal	to	learn	a	new	skill	by	working	alongside	peers	in	a	different
department.”Project	Management“I	demonstrate	strong	time	management	skills	when	hitting	project	deadlines.”“I	communicate	project	updates	with	all	team	members	and	relevant	stakeholders	in	a	timely	manner.”“When	running	project	X,	I	was	effective	at	delegating	tasks	and	following	up	on	work	to	make	sure	our	team	stayed	on	deadline.”“I	am
effective	at	taking	ownership	of	new	projects	and	managing	their	successful	completion.”Team	Support	and	Enablement“I	always	review	my	team	member’s	work	within	24	hours	of	being	asked.”	“Because	of	my	feedback	on	this	project,	XYZ	was	completed	faster.”	“I	supported	the	success	of	our	customer	conference	by	being	a	speaker,	and	received
praise	from	our	VP	of	Marketing.”“I	go	above	and	beyond	to	make	sure	our	team	operates	at	its	best,	and	I	regularly	provide	help	and	support	to	team	members	when	working	on	a	collective	goal.”Non-Technical	Skills“My	problem-solving	skills	helped	overcome	a	key	strategic	challenge	in	a	recent	project.”“Because	of	my	effective	decision-making
skills,	we	were	able	to	complete	project	XYZ	in	a	timely	manner.”“I	regularly	contribute	my	ideas	and	perspectives	in	team	meetings	to	help	boost	our	team’s	output	and	goal	accomplishment.”“I’m	successful	at	staying	on	top	of	my	to-do	list,	and	regularly	communicate	progress	with	team	members	on	shared	projects.”Ongoing	Contributions“I
maintain	and	moderate	a	critical	daily	community	discussion	channel.”	“I	reach	out	to	prospects	early	in	the	morning,	since	they’re	in	a	different	time	zone	than	I	am.”“I	send	out	a	weekly	update	to	the	entire	organization	about	my	project	or	function.”“I	helped	launch	and	manage	a	new	Employee	Resource	Group	that	supports	our	LGBTQ+
employees.{{rich-highlight-2}}Examples	of	How	to	Talk	About	Areas	of	ImprovementIt	can	be	hard	to	talk	about	your	mistakes	or	recognize	room	for	improvement	in	aspects	of	your	work.	For	this	reason,	tone	is	particularly	important	when	it	comes	to	this	portion	of	your	self-assessment.When	talking	about	any	areas	for	improvement,	focus	on
honesty,	and	try	not	to	be	defensive,	minimize	errors,	or	blame	others	in	your	self-evaluation.	Remember	that	everything	you	say	is	from	your	own	perspective,	so	it’s	a	good	practice	to	phrase	things	accordingly,	such	as	“I	found	out	I	benefit	from	x”,	or	“I	found	I	work	best	in	x	conditions”.	Reflecting	on	where	you	need	to	improve	can	also	be	a
perfect	opportunity	to	talk	about	how	you	want	to	grow	in	your	career	or	improve	in	your	job.	When	talking	about	mistakes	or	known	problems	during	the	review	period,	stay	positive	and	emphasize	the	solution	and	next	steps.	You	want	to	position	yourself	as	a	problem-solver	with	self-awareness.For	example,	perhaps	you	weren’t	prepared	to	take	on
a	task	because	you	weren’t	trained.	Propose	enrolling	in	a	class	to	help	you	step	up	your	career	development	and	take	on	more	responsibilities.When	reflecting	on	your	areas	for	improvement,	try	emulating	the	following	examples:“I	can	sometimes	struggle	to	take	the	lead	in	project	management	scenarios.	I’d	really	like	to	take	on	some	leadership
skills	classes	to	help	me	develop.”“I	find	it	hard	to	share	my	ideas	with	team	members	on	how	to	approach	a	project	or	piece	of	work,	because	I	get	overwhelmed	when	talking	in	a	larger	group.	This	year,	I’d	really	like	to	learn	how	to	develop	my	confidence	with	some	mentoring.”“I	made	a	scheduling	mistake	that	contributed	to	a	delay	on	our	team’s
recent	project.	I	learned	better	time	management	skills	as	a	result	and	have	a	plan	to	manage	these	situations	better	in	future.”“I	struggle	with	my	presentation	skills	in	front	of	a	large	audience.	Is	there	someone	in	our	wider	team	I	can	learn	from?”Common	Mistakes	to	Avoid	in	Self-EvaluationsEven	high-performing	employees	make	mistakes	in	self-
evaluations	that	diminish	their	impact.	Here’s	what	to	watch	out	for:1.	Being	Too	Vague	or	GenericThis	is	your	opportunity	to	showcase	accomplishments	that	directly	impact	the	business.	"I	worked	hard	and	contributed	to	team	projects."	"I	led	the	automation	of	our	reporting	workflow,	reducing	manual	effort	by	12	hours	per	week	and	improving
data	accuracy	by	30%."2.	Over-Explaining	Weaknesses	Without	SolutionsSelf-awareness	is	valuable,	but	framing	mistakes	without	a	growth	plan	can	come	across	as	unproductive.	"I	struggled	with	project	management	and	communication	skills	and	missed	a	deadline."	"Balancing	multiple	priorities	was	a	challenge.	To	improve,	I	implemented	a	task
prioritization	system	and	took	a	project	management	workshop."3.	Only	Looking	Backward	Instead	of	ForwardA	self-evaluation	should	set	the	stage	for	what’s	next.	Instead	of	just	listing	past	achievements,	include:Future	goals	and	career	aspirationsHow	you	plan	to	build	on	successesAreas	of	development	and	learning	opportunitiesFAQs	About
Writing	Better	Self-EvaluationsYour	self-assessment	is	a	chance	to	be	your	own	biggest	advocate,	but	sometimes	it	can	feel	like	exposing	your	weaknesses,	past	failures,	or	mistakes.	Try	to	look	at	it	as	an	opportunity,	with	your	manager’s	help,	to	take	ownership	of	your	career	path,	celebrate	your	wins,	and	unravel	any	issues.Working	through	this
collaborative	process	should	feel	like	a	conversation	with	your	manager	that	gives	you	a	roadmap	to	help	you	perform	at	your	very	best	in	the	future.1.	What	if	I	don’t	have	many	achievements	to	highlight?Everyone	contributes	value,	even	if	their	work	isn't	always	visible.	Focus	on	small	wins,	team	contributions,	or	process	improvements.	If	you	lack
measurable	results,	highlight	new	skills	you’ve	developed	or	challenges	you’ve	overcome.2.	How	honest	should	I	be	about	my	weaknesses?Be	transparent	but	solution-focused.	Instead	of	just	listing	weaknesses,	explain	what	you’ve	learned	and	how	you’re	improving.	For	example,	rather	than	saying	“I	struggle	with	time	management,”	try	“I’ve	been
working	on	prioritization	techniques	and	plan	to	take	a	time	management	course.”3.	What’s	the	best	way	to	structure	my	self-evaluation?Use	a	framework	to	keep	it	organized.	Common	structures	include:STAR	(Situation,	Task,	Action,	Result)	to	explain	key	achievements.SMART	Goals	(Specific,	Measurable,	Achievable,	Relevant,	Time-bound)	for
goal-setting.Past-Present-Future	approach	to	highlight	what	you	accomplished,	what	you’re	working	on,	and	where	you	want	to	grow.4.	Should	I	include	feedback	from	peers	or	customers?Absolutely.	If	you’ve	received	positive	feedback	from	colleagues,	managers,	or	clients,	include	it	as	evidence	of	your	impact.	Quotes	or	metrics	from	peer	reviews	or
customer	satisfaction	scores	can	make	your	evaluation	more	credible	and	well-rounded.5.	How	do	I	connect	my	self-evaluation	to	company	goals?Show	how	your	work	aligns	with	broader	business	objectives.	Instead	of	just	listing	tasks,	explain	how	your	contributions	impacted	the	company—whether	in	efficiency,	revenue,	customer	satisfaction,	or
team	performance.6.	What	if	my	manager	and	I	have	different	views	on	my	performance?If	you	anticipate	disagreements,	be	prepared	with	data	to	support	your	self-assessment.	If	there’s	a	misalignment,	ask	for	specific	feedback	on	improvement	areas	and	discuss	how	expectations	can	be	better	aligned	moving	forward.7.	Should	I	include	personal
development	goals	in	my	self-evaluation?Yes!	Managers	appreciate	seeing	employees	take	initiative	in	their	career	growth.	Identify	skills	you	want	to	develop	and	how	they	align	with	your	role	or	company	needs.8.	How	can	I	make	my	self-evaluation	stand	out?Use	clear,	measurable	results	(e.g.,	"Increased	project	efficiency	by	25%").Incorporate
storytelling	(e.g.,	"Led	a	cross-functional	project	that	reduced	customer	churn").Show	growth	and	adaptability	rather	than	just	listing	responsibilities.9.	What	if	I	don’t	agree	with	my	manager’s	feedback?Stay	professional	and	open-minded.	If	you	receive	unexpected	criticism,	ask	for	specific	examples	and	clarify	expectations	for	the	future.	If
necessary,	propose	a	follow-up	conversation	to	revisit	concerns	with	more	data.10.	Can	I	reuse	the	same	self-evaluation	for	future	reviews?Partially.	While	past	evaluations	can	serve	as	a	starting	point,	make	sure	to	update	accomplishments,	refine	goals,	and	adjust	to	changing	priorities.How	Lattice	Helps	Streamline	the	Self-Evaluation	ProcessFor
many	employees	and	managers,	self-evaluations	are	time-consuming,	frustrating,	and	disconnected	from	daily	work.	Lattice	eliminates	these	pain	points	by	providing	a	centralized,	data-driven	approach	to	performance	reviews.1.	AI-Powered	Writing	AssistanceLattice’s	AI-powered	review	tool	helps	employees:Surface	past	feedback,	goals,	and
achievements	to	make	self-evaluations	more	comprehensive.Get	smart	writing	suggestions	to	frame	contributions	effectively.Reduce	bias	and	self-doubt	by	providing	objective	phrasing	recommendations.Save	time	by	generating	structured,	data-backed	self-appraisals	based	on	their	past	feedback,	goals,	and	achievements.2.	Seamless	Integration	with
Continuous	FeedbackUnlike	traditional	self-evaluations	that	rely	on	memory	recall,	Lattice	connects	self-assessments	to:Ongoing	peer	and	manager	feedback	is	collected	throughout	the	year.Easily	pull	in	past	peer	and	manager	feedback	to	provide	a	well-rounded	self-evaluation.Goal-tracking	data,	ensuring	employees	can	tie	performance	to	key
objectives.Performance	trends	over	time	help	employees	and	managers	see	long-term	progress.3.	A	Structured,	Fair	Review	ProcessLattice	ensures	self-evaluations	aren’t	just	an	exercise	in	self-promotion	but	a	tool	for	accurate	and	balanced	performance	assessments.Provides	visibility	for	managers	into	employee	reflections,	reducing	blind
spots.Helps	managers	benchmark	performance	fairly	with	structured	data.Makes	performance	conversations	more	productive	by	aligning	employee	self-reflections	with	company	goals.Embeds	real-time	feedback	into	workflows,	ensuring	performance	insights	are	collected	continuously	—	not	just	at	review	time.{{rich-highlight-4}}	A	performance
evaluation	is	an	important	tool	for	keeping	communication	flowing	between	teams.	Periodic	evaluation	is	a	chance	for	managers	and	employees	to	review	the	recent	past	and	discuss	future	expectations.	An	evaluation	also	serves	as	an	opportunity	to	set	goals	as	individuals	and	as	a	team,	and	an	important	part	of	this	process	is	the	employee	self-
assessment.	These	tips	will	help	you	create	a	useful	self-assessment	for	your	next	performance	evaluation.Self-assessments	can	be	equally	useful	for	employees	and	managers.	The	evaluations	are	normally	short,	take	less	than	15	minutes	to	complete	and	have	long-term	benefits	for	all	the	involved	parties.Self-assessments	are	the	portion	of	a
performance	review	that	offers	employees	an	opportunity	to	self-reflect	and	consider	what	their	strengths	and	weaknesses	are.	They		are	important	not	only	for	professional	growth	but	personally	as	well.	By	critiquing	their	own	work	and	behavior,	employees	can	gain	insight	that	helps	them	improve.Employees’	self-assessments	tell	managers	how
their	employees	see	themselves	in	the	context	of	the	team	and	the	organization	at	large.	They	highlight	any	disagreements	or	misunderstandings	between	managers	and	employees.	Self-assessments	also	offer	an	opportunity	for	gathering	employee	feedback	about	what	motivates	an	employee	(beyond	money)	to	do	their	best	work.	From	there,
managers	can	encourage	professional	development	for	employees.“Modern	employees	are	intrinsically	motivated	to	work	autonomously	and	by	opportunities	to	learn	and	grow.	So,	from	a	management	perspective,	self-assessments	—	which	contribute	to	autonomy	and	development	—	are	incredibly	valuable,”	said	David	Hassell,	founder	and	CEO	of
15Five.	“Work	product	from	intrinsically	motivated	employees	tends	to	be	more	impactful	and	sustainable	than	work	derived	from	extrinsic	motivators,	such	as	bonuses	or	fear	tactics.”Self-assessments	are	important	for	both	employees	and	managers	as	a	lever	of	professional	growth.Despite	its	importance,	writing	a	self-assessment	is	no	easy	task.
Analyzing	oneself	can	be	immensely	difficult,	especially	when	that	analysis	is	submitted	to	a	supervisor	for	review.	If	you’re	having	trouble	getting	started,	these	five	tips	will	help	you	learn	how	to	write	a	self-assessment.	[Learn	more	about	performance	management	plans.]	One	major	goal	of	the	self-evaluation	is	to	highlight	your	accomplishments
and	recollect	milestones	in	your	professional	development.	A	good	self-assessment	should	point	to	specific	tasks	and	projects	that	highlight	your	best	work.	When	describing	those	accomplishments,	employees	should	emphasize	the	impact	those	achievements	had	on	the	whole	business	to	emphasize	their	value	to	the	company.Julie	Rieken,	CEO	of
Applied	Training	Systems	Inc.,	said	you	should	strive	to	connect	your	actions	with	a	manager’s	goals.	This	alignment	encourages	any	manager	and	conveys	that	you	understand	your	role	within	the	larger	context	of	the	company.“If	your	manager	needs	to	hit	a	certain	number,	share	how	you	played	a	role	in	hitting	the	number,”	Rieken	said.
“Accomplishments	you	list	should	connect	with	business	objectives.”Self-assessments	aren’t	just	about	highlighting	triumphs.	You	should	also	critically	assess	the	times	you	came	up	short.	Being	honest	means	pointing	out	weaknesses	that	could	be	improved	upon	or	past	failures	that	taught	you	a	valuable	lesson.	Recognizing	your	own	flaws	is
important	to	demonstrate	your	ability	to	learn	and	grow.Still,	it’s	important	not	to	be	self-deprecating	in	your	assessment.	Timothy	Butler,	a	senior	fellow	and	director	of	career	development	programs	at	Harvard	Business	School,	advised	employees	to	use	developmental	language	when	critiquing	the	areas	in	which	they	need	to	improve.“You	don’t
want	to	say,	‘Here’s	where	I	really	fall	down,’”	Butler	told	the	Harvard	Business	Review.	“Instead,	say,	‘Here’s	an	area	I	want	to	work	on.	This	is	what	I’ve	learned.	This	is	what	we	should	do	going	forward.’”It’s	important	during	self-assessments	to	never	stagnate;	humans	are	constantly	learning	and	changing	(this	is	why	adaptable,	resilient	teams	are
so	important	and	common).	Whether	you’ve	had	a	great	year	or	fallen	short	of	your	own	expectations,	it’s	important	to	remain	committed	to	improving	and	educating	yourself.	During	a	self-assessment,	taking	a	moment	to	list	your	goals	and	objectives	for	the	coming	year	demonstrates	that	you	are	not	content	to	settle.“The	first	step	is	to	adopt	a
growth	mindset	and	understand	that	adult	human	potential	is	not	fixed,”	Hassell	said.	“We	are	always	in	a	state	of	becoming,	and	our	potential	increases	or	decreases	based	on	many	factors,	including	the	environments	where	we	live	and	work.	Adopting	that	framework	prevents	people	from	becoming	too	transfixed	on	their	perceived	failures	and	from
becoming	too	attached	to	their	triumphs.”Managers	will	also	see	a	willingness	to	improve	and	take	on	new	things	as	a	sort	of	coachability.	If	an	employee	has	struggled,	making	room	for	growth	could	improve	their	performance.	On	the	other	hand,	an	employee	thriving	in	their	position	requires	growth	opportunities	to	prevent	boredom	or
stagnation.Take	a	moment	to	list	your	goals	and	objectives	for	the	coming	year	during	a	self-assessment	to	demonstrate	that	you	are	not	content	to	settle.4.	Track	your	accomplishmentsProviding	hard	data	to	show	what	you’ve	done	throughout	the	year	is	highly	beneficial.	Employees	and	managers	may	roughly	understand	how	you	have	performed
but	having	concrete	numbers	to	back	up	any	assertion	strengthens	the	validity	of	your	self-assessment.“If	employees	…	spend	10	seconds	a	day	writing	down	their	one	biggest	accomplishment,	success,	metric	hit,	feedback	received	for	that	day,	they’d	have	10	times	more	data	than	they’d	ever	need	for	self-assessment,”	said	Mike	Mannon,	president	of
WD	Communications.Hank	Yuloff,	the	owner	of	Yuloff	Creative	Marketing	Solutions,	said	continuous	evaluation	of	your	performance	can	make	it	much	easier	to	ground	your	self-assessment	in	facts	and	measurable	data.“We	teach	our	clients	to	keep	a	list	of	daily	and	weekly	accomplishments	so	that	when	it	is	time	for	the	self-assessment,	there	is	very
little	guesswork	as	to	how	valuable	they	are	to	the	company,”	Yuloff	said.5.	Be	professionalYou	should	always	be	professional	when	writing	self-assessments.	This	means	not	bashing	the	boss	for	poor	leadership	or	criticizing	co-workers	for	making	your	life	more	difficult.	It	also	means	not	gushing	over	a	co-worker	or	manager	you	like.	Whether	you	are
providing	critical	or	positive	feedback,	professionalism	is	important.Being	professional	means	giving	the	appraisal	its	due	attention,	like	any	other	important	project	that	crosses	your	desk.	Dominique	Jones,	chief	people	officer	at	BusPatrol,	recommends	treating	your	self-evaluation	like	a	work	of	art	that	builds	over	time.	She	said	you’ll	be	much
happier	with	the	result	if	you	give	yourself	time	to	reflect	and	carefully	support	your	self-assessment.“Use	examples	to	support	your	assertions	and	…	make	sure	that	you	spell-	and	grammar-check	your	documents,”	Jones	wrote	in	a	blog	post.	“These	are	all	signs	of	how	seriously	you	take	the	process	and	its	importance	to	you.”Keeping	things	simple
and	using	short,	declarative	bullet	points	are	key	to	writing	an	effective	self-assessment.	While	the	exact	nature	of	your	self-assessment	might	depend	on	your	industry	or	your	job	description,	this	basic	model	can	help	guide	you	in	writing	a	self-evaluation.StrengthsI	am	a	dedicated	employee	who	understands	my	role	and	responsibilities,	as	well	as
the	larger	mission	of	our	business.	I	strive	to	both	do	my	job	and	make	this	company	successful.I	am	a	good	communicator	who	stays	on	task	and	helps	rally	the	team	when	cooperation	is	needed	to	meet	a	deadline	or	solve	a	problem.I	am	a	creative	thinker	who	can	develop	novel	solutions	and	improve	conventional	ways	of	doing	things.WeaknessesI
am	somewhat	disorganized,	which	often	impacts	my	productivity.	I	have	learned	how	to	manage	my	time	better	and	intentionally	direct	my	efforts.	While	it	remains	a	challenge,	I	have	seen	some	progress	and	look	forward	to	continually	improving.Sometimes,	I	do	not	ask	for	help	when	I	could	benefit	from	assistance.	I	am	always	willing	to	help	my
teammates,	and	I	know	they	feel	the	same	way,	so	I	will	try	to	be	more	vocal	about	when	I	need	a	helping	hand	moving	forward.Core	valuesI	believe	in	teamwork	and	cooperation	to	overcome	any	obstacle.I	value	respect	and	transparency	between	employees	and	managers.I	value	friendship	and	building	warm	relationships	within	the	workplace.I
strive	to	be	a	welcoming	and	helpful	presence	to	my	co-workers.AccomplishmentsI	never	missed	a	deadline	in	the	past	year	and	often	submitted	my	work	early.I’ve	gone	beyond	my	job	description	to	ensure	our	team	operates	optimally,	staying	late	and	helping	others	whenever	it	could	contribute	to	our	collective	goal.I	created	and	delivered	a
presentation,	stepping	outside	my	comfort	zone	to	do	so.	It	was	well	received	and	bolstered	my	confidence	regarding	public	speaking.GoalsI	want	to	continue	developing	my	presentation	and	public	speaking	skills.	As	a	weakness	that	I	listed	on	previous	self-assessments,	it	is	gratifying	to	see	that	I	have	made	some	progress	on	this	skill	set,	and	I
would	like	to	double	down	on	the	growth.I	aspire	to	enter	a	managerial	role.	I	enjoy	working	closely	with	my	teammates	and	considering	the	bigger	picture,	and	I	often	efficiently	help	direct	resources.	I	could	see	myself	as	a	manager	who	helps	facilitate	teamwork	and	encourages	workers	to	do	their	best.FeedbackMy	manager	is	pleasant	and
transparent,	and	they	always	set	clear	expectations.	I	never	have	to	guess	where	I	stand.	I	appreciate	the	openness	and	direct	communication.I	want	to	be	more	involved	in	decision-making	at	the	team	level.	I	believe	each	team	member	has	unique	insights	that	supervisors	cannot	fully	understand	since	their	perspective	is	different.	I	believe	involving
staff	members	in	strategic	planning	could	greatly	improve	results.You	should	keep	your	self-assessment	short	and	simple	by	using	bullet	points.Along	with	the	elements	in	the	preceding	sample,	self-evaluation	forms	might	ask	you	to	address	some	more	specific	areas.	Your	answers	will	give	your	employer	deeper	insights	into	how	you	view	your
strengths	and	weaknesses.	Here	are	some	tried-and-true	phrases	that	managers	like	to	see	in	a	self-assessment.CommunicationFor	communication	efforts	on	the	job,	here	are	a	few	common	phrases	to	include:I	communicate	effectively	with	project	managers	and	team	members.I	can	have	difficult	conversations	with	co-workers	and	managers	in	a
respectful	manner.I	provide	constructive	feedback	and	know	how	to	accept	the	same	from	team	members	and	management.PerformancePerformance	is	normally	the	most	generalized	area	of	self-assessments.	These	are	some	effective	phrases	to	use:I	worked	on	X	projects	and	met	timelines	and	goals	for	each	one.I	take	the	initiative	on	each	project
and	confirm	that	I	understand	the	parameters	before	launch.I’m	consistently	the	top	performer	within	my	project	team.I	always	look	for	ways	to	improve	on	the	job.ReliabilityThe	reliability	section	will	discuss	how	dependable	you	perceive	yourself	to	be	so	that	you	can	include	the	below	statements:I	am	well	known	for	my	dependability	and	the	way	I
give	it	my	all	on	every	project.My	work	is	always	done	on	time	with	a	high	level	of	accuracy.I’m	always	on	time	at	work	and	arrive	at	meetings	early,	being	mindful	of	other	people’s	time.LeadershipFor	leadership,	you	should	use	phrases	demonstrating	how	you’ve	taken	the	initiative	in	the	workplace.Here	are	a	few	self	evaluation	examples	when
describing	your	leadership	capabilities:I	always	go	out	of	my	way	to	help	co-workers.I	make	sure	everyone	on	my	team	feels	comfortable	when	exchanging	ideas.I	look	for	ways	to	keep	my	team	on	track	and	meet	important	milestones.I	brainstorm	ways	to	motivate	others	and	freely	give	praise	when	performance	goals	are	met.InnovationFor
innovation,	the	self-assessment	is	looking	for	ways	that	you	creatively	solved	problems.	Here	are	a	few	self	evaluation	example	statements	about	innovation:I	always	look	for	better	ways	to	manage	projects	and	ensure	the	process	goes	smoothly.I’m	not	afraid	to	look	for	out-of-box	solutions.I	don’t	let	change	interrupt	workflow.	Instead,	I	roll	with	the
adjustments	to	keep	projects	on	track.TeamworkYou	need	to	demonstrate	how	well	you	can	get	your	team	to	work	together,	using	phrases	similar	to	the	below.I	maintain	a	positive	attitude	to	benefit	my	co-workers	and	managers.I	encourage	team	members	to	work	together	as	a	way	for	us	all	to	reach	a	common	goal.I	always	consider	my	co-workers’
feelings	and	show	respect	for	their	opinions.Problem-solving	skillsIn	this	section,	you’re	expected	to	talk	about	ways	you	have	come	up	with	solutions	to	common	workplace	problems.	Here	are	a	couple	of	sample	phrases:I	can	look	at	a	problem	from	every	direction	to	devise	a	creative	solution.I’m	willing	to	ask	for	help	when	having	a	difficult	time
brainstorming	a	solution	to	a	workplace	problem.Performance	evaluations	help	everyone	know	where	they	stand	and	how	they’re	performing	in	relation	to	business	goals.	Often,	workplaces	engage	in	performance	evaluations	annually,	but	they	should	become	an	ongoing	process	to	fairly	and	accurately	evaluate	employees	and	create	a	positive
company	culture	of	constant	communication	and	feedback.“[S]elf-assessments	cannot	merely	be	an	annual	event.	They	are	part	of	an	ongoing	and	regular	practice	of	reflection,”	Hassell	said.	“If	you	look	at	a	snapshot	of	performance,	you	will	never	see	the	truth.	It’s	too	easy	to	focus	on	a	particular	experience	or	event	and	then	create	an	overarching
story	around	performance.”This	will	prevent	“recency	bias,”	a	type	of	tunnel	vision	that	centers	on	recent	events	rather	than	the	big	picture.	It	also	creates	an	inclusive,	give-and-take	culture	where	employees	are	invited	to	offer	feedback	to	their	managers	as	much	as	their	managers	offer	them	feedback.	Overall,	a	workplace	built	on	inclusive
communication	has	a	greater	chance	of	success.“Managers	who	adopt	a	coaching	or	mentorship	role	can	provide	external	reflections	and	much-needed	perspective	so	employees	can	see	failures	as	learning	opportunities,”	Hassell	said.	“They	can	also	enjoy	the	praise	of	a	job	well	done	but	not	dwell	on	past	triumphs,	because	every	company	has	a
continued	need	for	peak	employee	performance	over	time.”Max	Freedman	also	contributed	to	this	article.	Source	interviews	were	conducted	for	a	previous	version	of	this	article.	Ah,	the	performance	review.	A	classic	Human	Resources	pillar	that	has	some	of	us	roll	our	eyes	and	others	filled	with	excitement.	Possibly	the	most	confronting	part	of	the
performance	review	is	the	self-evaluation.	It’s	a	task	where	an	employee	answers	a	series	of	reflection-provoking	questions	about	their	strengths,	weaknesses,	accomplishments,	goals,	and	inspirations	at	work.	It	is	a	balance	of	showcasing	our	achievements	and	owning	our	blunders.	While	employees	and	managers	alike	dread	this,	often	awkward,
practice,	self-evaluations	can	significantly	contribute	to	both	individual	and	organization	success	–	if	done	right.	So,	how	do	we	get	employee	self-evaluations	right?	We’ve	put	together	the	ultimate	guide	to	employee	self-evaluations.	We	will	help	you	understand	the	benefits	and	drawbacks	of	employee	self-evaluations,	how	to	get	the	most	out	of	them,
what	to	do	and	what	to	avoid.	Five	benefits	of	self-evaluations	Self-evaluations	can	have	some	fantastic	benefits	to	both	an	employee	and	their	organization.	Allowing	employees	to	get	involved	in	the	performance	review	process	supports	self-awareness,	accountability,	and	goal	setting.	Here	are	five	exciting	benefits	of	self-evaluations	to	help	you	see
the	event	differently:	1.	Develop	Self-Awareness	Self-evaluations	are	an	exercise	in	self-awareness,	depicting	your	ability	to	recognize	your	strengths	and	weaknesses.	Self-aware	employees	positively	affect	an	organization’s	bottom	line,	so	it’s	pretty	essential	to	possess	and	develop	this	skill.	2.	Promote	honesty	and	improvement	Self-evaluations



empower	employees	to	evaluate	their	performance	and	fix	problems	in	a	non-judgemental	way,	giving	a	sense	of	control.	The	New	York	Times	points	out	that	self-evaluations	provide	an	outlet	for	employees	to	identify	areas	of	weakness,	allowing	a	manager	to	give	employees	the	support	they	need	to	improve	and,	ultimately,	further	the	company’s
strategic	mission.	3.	Encourage	goal-setting	and	long-term	achievement.	By	understanding	an	employee’s	goals	and	ambitions,	the	organization	can	better	help	put	them	on	the	right	track	to	achieve	them.	It	also	records	an	employee’s	accomplishments	and	efforts	over	a	given	period,	creating	a	valuable	benchmark	for	setting	goals	and	implementing
improvements.	4.	Develops	two-way	communication	that	encourages	accountability.	Self-evaluations	give	employees	a	voice	during	performance	reviews	and	help	them	stay	accountable	for	their	achievements	and	missteps.	It	also	allows	managers	to	understand	how	their	employees	perceive	‘good	performance,’	helping	to	align	their	definitions	better
if	there	are	discrepancies.	`	5.	Self-evaluations	can	help	employees	show	their	managers	they	care.	Employees	can	show	their	organizations	that	they	take	their	careers	seriously	by	putting	effort	and	thought	into	self-evaluations.	Proudly	showing	off	their	successes	and	milestones,	acknowledging	and	owning	where	their	performances	may	have	fallen
short,	and	creating	a	realistic	plan	for	overcoming	challenges,	shows	that	you	are	not	thoughtless	at	work	and	care	about	who	you	are	in	your	organization.	The	drawbacks	of	self-evaluations	Self-evaluations	have	some	prevalent	shortcomings.	It’s	important	to	be	aware	of	these	drawbacks	to	help	overcome	them	and	make	self-evaluations	work	for
you.	Here	are	the	three	most	prominent	disadvantages	and	what	you	can	do	to	mitigate	their	negative	effect:	1.	Objectivity	is	difficult	for	employees.	According	to	the	Harvard	Business	Review,	individuals	can	be	pretty	terrible	at	assessing	their	performance,	with	poor	performers	more	likely	to	give	themselves	even	more	inaccurate	appraisals.	To
overcome	this,	keep	a	record	of	your	accomplishments	over	the	period,	be	honest	and	utilize	proof	when	writing	your	self-evaluation.	Evidence	can	include	metrics,	communication,	and	appraisal.	2.	Conflict	can	arise	from	varying	perceptions.	It	can	get	a	bit	awkward	when	there	are	discrepancies	between	the	ratings	you’ve	given	yourself	and	what
your	manager	has	given	you.	Keeping	track	of	your	accomplishments	will	save	you	here	again.	As	long	as	you	are	truthful	and	speak	to	your	proven	actions,	this	situation	can	be	avoided	or	disproven.	3.	It	can	be	a	scapegoat	for	managers	to	place	the	performance	review	onus	on	employees.	Managers	are	responsible	for	monitoring	and	recording
employee	performance.	Unfortunately,	managers	can	sometimes	neglect	their	employee	evaluation	and	performance	monitoring	role	with	self-evaluations,	relying	on	the	employee’s	self-perception.	To	overcome	this,	regularly	ask	for	feedback	on	your	performance	and	initiate	discussions	on	your	successes	when	they	happen.	Ultimately,	the	benefits
of	self-evaluations	outweigh	the	disadvantages.	Successful	employee	self-evaluations	can	help	align	you	with	management	and	your	organization,	improving	your	long-term	career	success.	Let’s	get	into	how	to	make	your	self-evaluation	reflect	your	impressive	contributions	while	realistically	speaking	to	your	performance.	Here’s	how	to	make	your
self-evaluation	great:	1.	Prepare	To	prepare	for	your	self-evaluation,	here	are	some	helpful	steps	you	can	take:	Look	back	at	your	job	description	and	any	goals	that	you	set	out	for	yourself.	Evaluate	how	your	daily	tasks	and	overall	performance	align	with	your	job	description	and	the	goals	that	you	set.	If	you	haven’t	yet,	begin	tracking	your
accomplishments	at	work	in	detail.	Gather	any	proof	or	records	you	have	that	can	back	up	your	victories.	These	can	include	emails,	messages,	documents,	and	insight	reports.	Consider	how	your	achievements	have	directly	contributed	to	the	organization’s	success.	Reflect	on	the	feedback	you’ve	received	from	people	at	work,	including	peers,
managers,	and	direct	reports.	If	you	aren’t	getting	much	feedback,	try	and	initiate	a	feedback	loop	with	your	peers.	2.	Be	proud,	honest,	and	critical.	While	filling	out	a	self-evaluation	feels	foreign	to	most	of	us,	here	are	some	tips	to	remember	to	help	your	evaluation	truly	reflect	your	performance:	It	can	feel	a	bit	weird	to	sing	our	praises.	But	this	is
the	perfect	time	to	boast	about	what	you	have	accomplished	at	work.	Highlight	your	accomplishments	and	milestones,	try	to	make	them	specific,	contextual	into	the	broader	organization,	and	honest.	Ask	yourself	some	hard	questions	that	assess	your	skill-set.	Be	honest	about	where	you	may	have	come	up	short	this	year	and	how	you	can	be	better	in
the	future.	Culture	Amp	outlines	some	models	that	help	describe	your	performance	in	a	self-evaluation.	It	states	you	should	structure	your	feedback	around	these	elements:	Situation:	Describe	the	circumstance	and	be	specific.	Behavior:	Describe	the	observable	behavior.	Impact:	Explain	how	the	action	has	affected	the	team	or	organization.	3.	Ask
questions	Be	prepared	to	ask	your	manager	questions	about	your	performance.	You	can	ask	which	areas	in	your	performance	need	improvement,	their	perception	of	your	success	and	accomplishments,	and	how	you	can	better	contribute	to	your	team.	This	is	also	a	great	time	to	discuss	your	career	map,	where	your	manager	sees	you	going,	and	how
they	help	you	get	there.	4.	Consider	your	goals	While	you	are	reflecting	on	the	time	that	has	passed	since	your	last	performance	review,	it	is	essential	that	you	also	consider	the	goals	that	you	would	like	to	achieve	going	forward	during	the	following	performance	evaluation	period.	Research	indicates	that	employees	are	highly	motivated	when	there	is
a	50%	chance	of	achieving	a	goal.	Setting	goals	can	help	you	work	towards	something,	improving	your	performance	at	work.	The	SMART	goals	method	is	a	step-by-step	process	that	ensures	you	set	obtainable	goals	that	will	motivate	you.	They	can	be	performance-oriented	or	in	regards	to	your	professional	development.	Here	is	how	to	ensure	your
goal	is	SMART:	1.	Specific	Your	goal	should	be	specific	so	that	they	don’t	overwhelm	you	and	aren’t	too	difficult	to	accomplish.	2.	Measurable	Having	a	measurable	goal	is	evident	when	you	have	reached	it	or	are	close	to	achieving	it.	3.	Attainable	Your	goal	should	have	the	right	level	of	stretch.	It	should	be	realistic	and	attainable	while	challenging
enough	to	give	you	a	sense	of	achievement	when	you	accomplish	it.	4.	Relevant	The	goal	should	always	be	relevant	to	your	company’s	strategic	mission	and	broader	goals.	Appropriate	goals	ensure	that	the	goals	are	productive	and	contribute	to	success.	It	should	also	be	something	that	you	have	complete	control	over.	5.	Time-bound	The	goal	should
have	a	deadline	that	is	realistic	and	achievable.	In	addition	to	a	target	date	to	complete	your	goal,	it’s	great	to	have	milestones	as	well	so	you	can	track	your	progress.	Once	you’ve	set	your	SMART	goal,	it’s	a	good	idea	to	get	feedback	on	your	goals	from	your	manager.	Feedback	can	help	ensure	that	your	goals	align	with	theirs	and	the	broader
organization’s	and	give	you	a	different	perspective	on	your	ambitions.	5.	Give	honest	feedback	While	it	can	seem	quite	intimidating	to	return	the	feedback	to	your	superiors	or	your	organization,	you	are	qualified	to	share	your	thoughts	and	observations	as	an	employee.	And	you	should!	You’re	helping	to	better	the	organization	so	go	for	it.	You	do	want
to	ensure	that	any	feedback	you	give	is	constructive,	professional,	and	realistic.	Here	are	some	things	to	avoid	in	your	self-evaluation:	Don’t	assume	You	might	assume	that	your	manager	is	fully	aware	of	all	your	extraordinary	successes	–	don’t!	Be	explicit	but	honest	when	describing	your	accomplishments	and	their	significance.	Don’t	exaggerate
While	this	isn’t	the	time	to	be	modest,	you	also	don’t	want	to	exaggerate	your	efforts	and	achievements.	Doing	so	could	discredit	you,	so	be	realistic	and	authentic.	Use	metrics	to	give	proven	and	trackable	measurements	of	your	accomplishments	and	success	where	possible.	Don’t	leave	it	until	the	last	minute.	You	might	think	that	your	self-evaluation
is	something	you	can	write	at	the	last	minute,	drawing	on	whatever	comes	to	mind	first.	That	wouldn’t	be	wise.	Your	self-evaluation	can	help	your	career	development	and	personal	growth,	so	give	it	your	all.	Don’t	blame	and	shame.	Self-evaluations	aren’t	the	time	to	bring	up	concerns	or	annoyances	that	you	have	had	with	your	coworkers.	It	is	about
your	performance.	If	something	comes	up	that	you	feel	defensive	about,	truthfully	speak	to	your	experience	without	throwing	others	under	the	bus.	Don’t	be	afraid	to	own	your	shortcomings.	None	of	us	are	perfect	all	the	time.	It’s	okay	and	beneficial	to	know	and	own	your	weaknesses.	Take	it	a	step	further	and	identify	how	you	are	going	to	turn	them
into	strengths.	When	you	get	critical	feedback,	make	sure	that	you	acknowledge	and	embrace	it.	Self-evaluations	present	the	opportunity	to	show	our	employers	that	we	value	our	jobs	and	take	our	careers	seriously.	While	they	can	be	a	bit	of	a	drainer	in	our	already	busy	schedules,	they	don’t	have	to	be.	They	can	minimize	the	stress	that	accompanies
the	performance	review	process	by	making	it	a	two-way	conversation.	Ultimately,	self-evaluations	allow	you	to	take	time	to	appreciate	all	that	you	have	achieved,	how	far	you	have	come,	and	what	waits	ahead.	Ah,	it’s	that	dreaded	time	of	year	again	where	you’re	forced	to	write	an	assessment	of	your	work	performance	…	and	unfortunately,	not	only
can	doing	so	be	incredibly	time-consuming,	but	trying	to	highlight	all	of	your	accomplishments	(while	concealing	your	weaknesses)	can	make	you	feel	a	bit	like	the	Artful	Dodger!	Fortunately,	we’ve	got	you	covered,	anxious	one.	In	this	article,	we’ll	show	you	exactly	how	you	can	write	a	winning	self-evaluation,	discuss	common	mistakes	to	avoid	(like
hiding	those	aforementioned	weaknesses),	and	give	you	lots	of	self-evaluation	examples	you	can	crib.	So,	let’s	jump	right	into	it	by	taking	a	look	at	some	of	the	things	we	recommend	doing	—	as	well	as	what	you	absolutely	must	avoid	—	when	creating	your	self-evaluation.	The	Dos	and	Don’ts	of	Self-Evaluations	Let’s	face	it:	writing	a	self-evaluation
isn’t	anyone’s	idea	of	a	good	time.	But	with	the	right	approach,	it	can	actually	be	a	valuable	opportunity	to	showcase	your	achievements	and	areas	of	growth.	To	get	the	most	out	of	the	experience,	you’ll	want	to	keep	these	key	dos	and	don’ts	in	mind	as	you	prepare	your	self-evaluation.	Common	mistakes	to	avoid	in	a	self-evaluation	First	things	first,
let’s	talk	about	some	of	the	most	common	mistakes	you’ll	want	to	steer	clear	of	when	writing	your	self-evaluation,	such	as:	Being	too	modest	or	too	self-promoting.	When	writing	your	self-evaluation,	it’s	important	to	strike	the	right	balance	between	humility	and	confidence.	Being	too	modest	may	make	it	seem	like	you	lack	confidence	in	your	abilities,
while	being	too	self-promoting	may	come	across	as	arrogant.	Likewise,	you’ll	also	want	to	provide	specific	examples	that	demonstrate	your	achievements	and	contributions,	while	also	being	honest	and	objective	about	areas	where	you	can	improve.	In	the	same	vein,	for	those	academic	challenges	that	seem	insurmountable,	seeking	professional	paper
writing	services	can	be	a	strategic	approach	to	ensure	quality	and	success.	Focusing	on	tasks	rather	than	outcomes.	One	common	mistake	people	make	when	creating	self-evaluations	is	focusing	too	much	on	what	they’ve	done,	rather	than	the	results	of	those	activities.	While	of	course	it’s	useful	to	describe	the	work	you’ve	done,	it’s	more	important	to
demonstrate	the	impact	your	work	has	had	on	your	employer.	So,	instead	of	simply	listing	your	tasks,	remember	to	focus	on	the	outcomes	that	you’ve	achieved	and	how	they	align	with	your	employer’s	goals.	Blaming	others	for	mistakes	or	shortcomings.	In	a	self-evaluation,	it’s	crucial	you	take	responsibility	for	your	own	performance	and	not	try	to
shift	blame	on	others.	While	it’s	okay	to	acknowledge	when	external	factors	may	have	impacted	your	performance,	it’s	not	productive	to	blame	others	for	your	own	mistakes	or	shortcomings.	Instead,	focus	on	what	you’ve	learned	from	any	setbacks	and	how	you	plan	to	address	them	in	the	future.	Neglecting	to	acknowledge	areas	of	growth	or
improvement.	A	self-evaluation	is	not	just	about	showcasing	your	achievements,	but	also	about	identifying	areas	where	you	can	improve.	Neglecting	to	acknowledge	areas	of	growth	or	improvement	can	make	it	seem	like	you’re	not	committed	to	personal	and	professional	development.	So,	be	honest	and	transparent	about	areas	where	you	can	improve,
and	describe	specific	steps	you	plan	to	take	to	address	them.	Writing	a	generic	or	unoriginal	self-evaluation	that	lacks	personality	or	detail.	Finally,	one	of	the	most	common	mistakes	people	make	when	creating	their	self-evaluation	is	to	write	something	generic	that	lacks	personality.	Your	self-evaluation	is	an	opportunity	to	showcase	your	unique
strengths	and	contributions,	so	it’s	important	to	make	it	as	specific	and	personalized	as	possible.	Avoid	using	overly	technical	or	jargon-heavy	language,	and	instead,	focus	on	describing	your	work	in	a	way	that’s	accessible	and	engaging	for	your	manager.	Tips	for	writing	an	honest	and	objective	self-evaluation	Like	we	mentioned,	when	it	comes	to
writing	your	self-evaluation,	you’ll	want	to	strike	just	the	right	balance	between	humility	and	confidence,	and	in	this	next	section,	you’ll	find	tips	for	doing	just	that!	Be	specific	and	provide	concrete	examples	of	your	achievements.	When	writing	your	self-evaluation,	you’ll	want	to	provide	concrete	examples.	For	instance,	instead	of	simply	saying	“I
completed	my	project	on	time,”	describe	the	specific	steps	you	took	to	meet	your	goals,	the	challenges	you	faced,	and	the	outcomes	you	achieved.	This	will	help	your	manager	to	understand	the	impact	of	your	work	and	the	value	you	bring	to	your	employer.	Acknowledge	your	areas	of	growth	and	discuss	how	you	plan	to	improve.	It’s	important	to	be
honest	and	transparent	about	areas	where	you	can	improve.	Instead	of	trying	to	hide	your	weaknesses,	acknowledge	them	and	describe	specific	steps	you	plan	to	take	to	address	them.	This	demonstrates	your	commitment	to	personal	and	professional	growth	and	your	willingness	to	take	ownership	of	your	development.	Use	data	and	metrics	to	back	up
your	claims.	To	make	your	self-evaluation	more	persuasive,	use	data	to	back	up	your	claims.	For	example,	instead	of	simply	saying	“I	increased	sales,”	provide	specific	numbers	and	percentages	that	demonstrate	the	impact	of	your	work.	This	will	help	your	manager	understand	the	value	of	your	contributions	and	the	impact	you’ve	had	on	the
organization.	Avoid	using	overly	technical	or	jargon-heavy	language.	To	ensure	that	your	self-evaluation	is	engaging	for	your	manager,	you’ll	want	to	describe	your	work	in	a	way	that’s	clear	and	easy	to	understand.	This	will	help	your	manager	to	appreciate	the	value	of	your	contributions	and	the	impact	you’ve	had	on	the	organization.	It	also	makes	it
more	likely	your	manager	will	read	your	evaluation	in	full,	rather	than	merely	skimming	it!	Be	honest	and	genuine	in	your	writing.	We’ve	touched	on	this	before,	but	again,	it’s	important	to	avoid	exaggerating	your	achievements	or	downplaying	your	weaknesses.	Instead,	provide	an	honest	and	accurate	assessment	of	your	performance,	and
demonstrate	your	commitment	to	personal	and	professional	growth.	Your	self-evaluation	is	an	opportunity	to	showcase	your	achievements,	set	new	goals,	and	demonstrate	your	potential	to	contribute	to	the	success	of	your	team	and	organization	…	to	take	advantage	of	that	opportunity,	honesty	is	key.	Self-evaluation	best	practices	To	make	the	most	of
your	self-evaluation,	there	are	a	few	best	practices	you	should	keep	in	mind:	Start	early	and	give	yourself	plenty	of	time	to	prepare	and	revise.	Writing	a	self-evaluation	can	be	a	time-consuming	process,	so	it’s	important	to	start	early	and	give	yourself	plenty	of	time.	This	will	allow	you	to	review	your	work	and	accomplishments	throughout	the	year,	as
well	as	think	deeply	about	your	strengths	and	areas	for	growth.	By	starting	early,	you’ll	also	avoid	the	stress	and	pressure	that	can	come	with	rushing	to	complete	your	self-evaluation	at	the	last	minute.	Get	feedback	from	a	trusted	colleague	or	mentor.	To	ensure	that	your	self-evaluation	is	accurate	and	effective,	consider	getting	feedback	from
someone	at	work	you	trust.	This	person	can	provide	you	with	an	outside	perspective	on	your	performance	and	help	you	identify	areas	where	you	can	improve.	They	can	also	offer	suggestions	for	how	to	frame	your	accomplishments	in	a	way	that’s	persuasive	and	impactful.	Stay	organized	and	keep	track	of	your	achievements	and	challenges	throughout
the	year.	To	make	the	process	of	writing	a	self-evaluation	easier,	it’s	especially	important	to	stay	organized	throughout	the	year.	This	can	include	keeping	a	record	of	your	accomplishments,	taking	notes	on	feedback	and	suggestions,	and	tracking	your	progress	towards	your	goals.	By	staying	organized	and	keeping	track	of	your	work,	you’ll	have	a
wealth	of	information	to	draw	from	when	it	comes	time	to	write	your	self-evaluation.	Stay	focused	on	your	goals	and	how	you	can	contribute	to	the	success	of	your	team	and	organization.	Finally,	while	it’s	important	to	highlight	your	individual	achievements,	it’s	equally	important	to	demonstrate	how	your	work	has	contributed	to	the	success	of	your
employer.	By	focusing	on	your	goals	and	the	bigger	picture,	you’ll	be	able	to	demonstrate	your	value	to	your	manager	and	better	position	yourself	at	your	organization.	Remember,	your	self-evaluation	is	an	opportunity	to	sell	yourself,	while	demonstrating	your	commitment	to	personal	and	professional	growth.	With	the	right	approach	and	mindset,	you
can	use	it	to	your	advantage	and	impress	your	manager	during	your	performance	review.	To	help	you	do	that,	you’ll	find	our	best	self-evaluation	examples	in	the	next	section.	By	tweaking	the	examples	to	make	them	relevant	to	your	own	work	performance,	you	can	save	yourself	time	writing	your	self-evaluation.	However,	remember	that	you’ll	still
want	to	be	thorough	and	accurate	in	your	assessment,	so	rather	than	using	these	examples	as-is,	plan	to	use	them	as	a	starting	point	and	edit	accordingly.	13	Examples	of	Self-Evaluation	for	Performance	Reviews	As	you	prepare	for	your	upcoming	performance	review,	it’s	important	to	take	the	time	to	demonstrate	your	value	to	your	team	and
organization.	To	help	you	get	started,	we’ve	put	together	a	list	of	areas	to	focus	on	in	your	self-evaluation,	including	communication,	problem-solving,	teamwork,	and	more.	In	this	section,	we’ll	provide	both	positive	and	negative	examples	of	self-evaluations	in	each	of	these	areas,	to	help	you	get	a	better	sense	of	what	you’ll	want	to	include	in	your	own
self-evaluation.	1.	Creativity	Positive	Example:	“Over	the	past	year,	I’ve	made	a	concerted	effort	to	develop	my	creative	skills	and	approach	tasks	in	new	and	innovative	ways.	One	of	my	proudest	achievements	was	leading	a	brainstorming	session	that	generated	a	series	of	compelling	ideas	for	a	new	marketing	campaign,	which	ultimately	helped	to
boost	engagement	with	our	target	audience.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	didn’t	focus	enough	on	developing	my	creativity,	and	I	occasionally	struggled	to	come	up	with	new	and	innovative	ideas.	In	the	future,	I	plan	to	take	a	more	proactive	approach	to	generating	new	ideas,	by	seeking	out	inspiration	and
experimenting	with	new	approaches	to	tasks	and	projects.”	Positive	Example:	“Throughout	the	year,	I	made	a	conscious	effort	to	improve	my	communication	skills,	both	in	written	and	verbal	formats.	I	led	a	presentation	to	our	executive	team	that	effectively	communicated	the	results	of	our	latest	marketing	campaign	and	sought	feedback	from	team
members	to	improve	my	communication	style.”	Negative	Example:	“In	looking	back	on	the	year,	I	realize	that	I	could	have	improved	my	communication	skills.	I	missed	opportunities	to	share	updates	on	my	projects	and	to	contribute	to	team	discussions,	but	plan	to	take	a	more	proactive	approach	to	communication	in	the	future	by	practicing	active
listening	and	speaking	up	more	in	meetings.”	Positive	Example:	“Throughout	the	year,	I’ve	demonstrated	a	strong	ability	to	approach	problems	with	a	creative	and	analytical	mindset.	I	proactively	identified	potential	issues	with	a	project	and	suggested	innovative	solutions	that	helped	the	team	to	stay	on	track	and	achieve	our	goals,	using	collaboration
and	research	to	find	the	best	solution.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	struggled	to	approach	problems	in	a	proactive	manner.	When	addressing	issues	that	arose,	I	often	relied	on	tried-and-true	solutions	instead	of	taking	the	time	to	consider	new,	creative	approaches.	In	the	future,	I	plan	to	take	a	more	proactive	approach
to	problem-solving,	by	seeking	out	input	from	colleagues	and	considering	a	wider	range	of	possible	solutions.”	Positive	Example:	“Throughout	the	year,	I’ve	made	a	conscious	effort	to	be	a	collaborative	and	reliable	team	member.	I	took	the	initiative	to	organize	several	team-building	activities	and	volunteered	to	take	on	extra	work	to	support	my
colleagues	during	a	particularly	busy	period.	I	believe	that	my	commitment	to	teamwork	has	helped	to	improve	team	morale	and	drive	our	collective	success.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	could	have	been	a	more	effective	team	member.	I	struggled	to	balance	my	own	priorities	with	the	needs	of	the	team	and	missed
opportunities	to	support	my	colleagues.	In	the	future,	I	plan	to	take	a	more	proactive	approach	to	teamwork,	by	seeking	out	opportunities	to	collaborate	and	offering	my	support	when	I	can.”	Positive	Example:	“Throughout	the	year,	I	made	a	concerted	effort	to	manage	my	time	effectively	and	efficiently,	while	maintaining	a	high	level	of	productivity.	I
prioritized	my	workload	and	created	a	schedule	that	allowed	me	to	complete	all	my	tasks	on	time	and	avoid	procrastination.	I	also	made	a	conscious	effort	to	minimize	distractions	and	stay	focused	on	my	goals.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	occasionally	struggled	with	time	management.	At	times,	I	found	myself	falling
behind	on	my	work	and	having	to	play	catch-up.	In	the	future,	I	plan	to	take	a	more	disciplined	approach	to	time	management	by	creating	a	daily	schedule	and	prioritizing	my	tasks	more	effectively.”	Positive	Example:	“Throughout	the	year,	I	demonstrated	strong	leadership	skills	by	motivating	and	inspiring	my	team	to	achieve	our	goals.	I	took	the
initiative	to	delegate	tasks	effectively,	provided	constructive	feedback	to	team	members,	and	modeled	a	positive	and	enthusiastic	attitude.	I	believe	that	my	commitment	to	leadership	has	helped	to	build	a	strong	and	effective	team.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	could	have	demonstrated	stronger	leadership	skills.	At
times,	I	struggled	with	delegating	tasks	effectively	and	providing	constructive	feedback	to	team	members.	In	the	future,	I	plan	to	focus	on	developing	my	leadership	skills	by	seeking	out	feedback	from	team	members	and	working	to	model	a	positive	and	effective	leadership	style.”	Positive	Example:	“Throughout	the	year,	I	demonstrated	a	strong	ability
to	adapt	to	changing	circumstances	and	handle	unexpected	challenges	with	ease.	I	remained	flexible	and	open	to	new	ideas,	and	was	able	to	pivot	my	approach	to	a	project	when	new	information	emerged.	I	believe	that	my	commitment	to	adaptability	helped	to	keep	the	team	moving	forward	even	in	the	face	of	unexpected	obstacles.”	Negative
Example:	“In	reflecting	on	the	year,	I	realize	that	I	could	have	been	more	adaptable	in	my	approach	to	challenges.	I	struggled	to	pivot	my	approach	when	new	information	emerged,	and	sometimes	became	stuck	in	my	ways.	In	the	future,	I	plan	to	focus	on	developing	my	adaptability	by	seeking	out	new	perspectives	and	being	more	open	to	changing
circumstances.”	Positive	Example:	“Throughout	the	year,	I	demonstrated	a	strong	ability	to	understand	and	manage	my	emotions,	as	well	as	those	of	my	colleagues.	I	worked	to	cultivate	strong	relationships	with	team	members,	showing	empathy	and	understanding	when	they	faced	challenges,	and	seeking	to	resolve	conflicts	in	a	positive	and
constructive	manner.	I	believe	that	my	commitment	to	emotional	intelligence	helped	to	create	a	positive	and	supportive	team	environment.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	could	have	demonstrated	stronger	emotional	intelligence.	I	sometimes	struggled	to	manage	my	own	emotions,	which	may	have	caused	tension	in	team
interactions.	In	the	future,	I	plan	to	focus	on	developing	my	emotional	intelligence	by	seeking	out	resources	for	self-reflection	and	feedback,	and	working	to	build	stronger	relationships	with	my	colleagues.”	Positive	Example:	“Throughout	the	year,	I	demonstrated	a	strong	level	of	motivation	and	commitment	to	achieving	my	goals.	I	set	clear	objectives
for	myself	and	pursued	them	with	a	high	level	of	energy	and	enthusiasm,	even	in	the	face	of	challenges	or	setbacks.	I	believe	that	my	motivation	helped	me	to	achieve	significant	success	and	contribute	to	the	team’s	overall	performance.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	struggled	with	motivation	at	times,	particularly
during	periods	of	stress	or	uncertainty.	I	may	have	missed	opportunities	to	pursue	my	goals	with	a	higher	level	of	energy	or	enthusiasm,	which	could	have	impacted	my	performance.	In	the	future,	I	plan	to	work	on	maintaining	my	motivation	during	challenging	periods,	by	seeking	out	support	from	colleagues	and	mentors	and	focusing	on	the	positive
impact	of	my	work.”	Positive	Example:	“Throughout	the	year,	I	demonstrated	a	high	level	of	productivity	and	achieved	significant	results	in	my	work.	I	set	clear	priorities	and	goals	for	myself	and	worked	diligently	to	meet	or	exceed	them,	often	going	above	and	beyond	to	support	my	colleagues.	I	believe	my	productivity	helped	to	position	me	for	future
success.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	could	have	been	more	productive	in	my	work.	I	sometimes	struggled	to	manage	my	workload	effectively	and	may	have	missed	opportunities	to	contribute	more	to	the	team’s	success.	In	the	future,	I	plan	to	work	on	improving	my	productivity	by	setting	more	clear	priorities	and
deadlines	for	myself,	and	seeking	out	support	from	colleagues	and	mentors	when	necessary.”	Positive	Example:	“Throughout	the	year,	I	demonstrated	a	strong	ability	to	perform	under	pressure	and	maintain	my	focus	and	composure	in	challenging	situations.	I	was	able	to	stay	calm	and	level-headed,	even	in	high-stress	environments,	and	remained
focused	on	achieving	my	goals.	I	believe	that	my	ability	to	perform	under	pressure	helped	to	make	a	positive	contribution	to	the	team’s	overall	performance.”	Negative	Example:	“In	reflecting	on	the	year,	I	realize	that	I	could	have	performed	better	under	pressure	in	certain	situations.	I	sometimes	became	anxious	when	faced	with	high-stress
environments,	which	may	have	impacted	my	ability	to	focus	and	achieve	my	goals.	In	the	future,	I	plan	to	work	on	developing	my	skills	in	managing	stress	and	maintaining	my	focus	during	challenging	situations.”	Positive	Example:	“Throughout	the	year,	I	achieved	several	significant	milestones	that	contributed	to	the	success	of	our	team	and
organization.	I	played	a	key	role	in	a	project	that	resulted	in	a	20%	increase	in	sales,	and	also	took	the	initiative	to	develop	a	new	process	that	streamlined	our	workflow	and	improved	team	efficiency.	I	believe	my	achievements	have	helped	to	demonstrate	my	value	to	the	team	and	this	organization.”	Negative	Example:	“In	reflecting	on	the	year,	I
realize	that	I	could	have	achieved	more	significant	milestones.	I	sometimes	struggled	to	set	clear	goals	and	objectives	for	myself,	and	may	have	missed	opportunities	to	contribute	to	the	team’s	success.	In	the	future,	I	plan	to	focus	on	setting	more	ambitious	goals	and	working	more	proactively	to	achieve	them.”	Positive	Example:	“Throughout	the	year,
I	made	a	concerted	effort	to	identify	and	address	my	weaknesses	in	order	to	improve	my	performance.	I	sought	feedback	from	colleagues	and	mentors	and	used	it	as	an	opportunity	to	reflect	on	areas	where	I	needed	to	grow.	I	believe	my	willingness	to	acknowledge	my	weaknesses	helped	me	to	become	a	more	effective	team	member.”	Negative
Example:	“In	reflecting	on	the	year,	I	realize	that	I	struggled	to	identify	and	address	my	weaknesses	in	a	proactive	manner.	I	may	have	missed	opportunities	to	improve	my	skills	and	contribute	more	effectively	to	the	team’s	success.	In	the	future,	I	plan	to	be	more	proactive	in	seeking	out	feedback	and	identifying	areas	where	I	can	grow	and	improve.”
We	really	hope	you	found	this	article	super	helpful	and	got	some	great	tips	for	writing	an	awesome	self-evaluation.	As	you	gear	up	for	your	next	performance	review,	we	highly	recommend	taking	advantage	of	all	the	resources	we’ve	shared	here	to	reflect	on	your	accomplishments	and	think	about	where	you	can	improve.	Trust	us,	putting	in	the	effort
to	write	a	thoughtful	self-evaluation	will	definitely	pay	off	in	the	long	run,	helping	you	achieve	even	greater	success	and	be	a	more	valuable	member	of	your	team.	Best	of	luck	to	you!	Writing	about	yourself,	especially	if	those	words	are	going	to	be	part	of	your	permanent	work	record,	can	be	daunting.	But	it	doesn’t	have	to	be.	In	fact,	self	evaluations
give	you	a	voice	in	your	performance	review,	and	they’re	opportunities	to	outline	your	career	goals	and	get	help	in	reaching	them.	Self	evaluations	are	performance	assessments	that	both	employees	and	managers	complete.	They	can	be	done	quarterly,	semi-annually	or	annually,	and	range	from	open-ended	questions	discussed	to	ratings	given	on	a
numeric	scale.	Below,	we’ll	examine	self	evaluation	benefits,	tips	and	examples,	plus	how	both	employees	and	managers	can	complete	them	successfully.	What	Is	a	Self	Evaluation?	A	self	evaluation,	sometimes	called	a	self-assessment	performance	review,	is	a	time	where	you	and	your	manager	get	together	to	rate	your	performance	over	a	given	time
span,	either	using	a	numerical	scale	or	by	answering	open-ended	questions.	You	complete	the	evaluation	and	so	does	your	manager.	During	the	performance	review,	the	two	of	you	compare	notes	to	arrive	at	a	final	evaluation.	Benefits	of	Self	Evaluations		1.	Help	Employees	and	Managers	Prepare	for	Performance	Reviews	Completing	a	self	evaluation
can	help	guide	the	eventual	performance-review	conversation	in	a	structured,	but	meaningful,	way.	It	also	helps	both	parties	get	an	idea	of	what	needs	to	be	discussed	during	a	performance	review,	so	neither	feels	caught	off	guard	by	the	conversation.	2.	Give	Employees	an	Opportunity	to	Reflect	on	Their	Progress	Since	self	evaluations	are	inherently
reflective,	they	allow	employees	to	identify	and	examine	their	strengths	and	weaknesses.	This	helps	employees	both	know	their	worth	to	an	organization	and	what	they	still	have	left	to	learn.		“Self	evaluations	enable	employees	to	see	their	work	in	its	entirety,”	Jill	Bowman,	director	of	people	at	fintech	company	Octane,	told	Built	In.	“They	ensure	that
employees	reflect	on	their	high	points	throughout	the	entire	year	and	to	assess	their	progress	towards	achieving	predetermined	objectives	and	goals.”	3.	Help	Managers	Track	Employee	Accomplishments	Employee	self	assessments	help	managers	more	accurately	remember	each	employee’s	accomplishments.	“As	many	managers	often	have	numerous
direct	reports,	it	provides	a	useful	summary	of	the	achievements	of	each	member,”	Bowman	said.	4.	Improve	Employee	Satisfaction	Academic	literature	indicates	that	employees	are	more	satisfied	with	evaluations	that	involve	two-way	communication	and	encourage	a	conversation	between	manager	and	employee,	according	to	Thomas	Begley,
professor	of	management	at	Rensselaer	Polytechnic	Institute.		The	thing	is,	employees	have	to	trust	that	the	process	is	fair,	Begley	told	Built	In.	If	they	believe	it	is,	and	they’re	treated	fairly	and	respectfully	during	the	process,	employees	react	positively	to	self	evaluations.	5.	Can	Decrease	Employee	Turnover	Some	companies	see	tangible	results	from
self	evaluations.	For	example,	Smarty,	an	address-verification	company,	enjoys	low	staff	turnover,	said	Rob	Green,	chief	revenue	officer.	The	self-evaluation	method,	coupled	with	a	strong	focus	on	a	communication-based	corporate	culture,	has	resulted	in	a	97	percent	retention	rate,	Green	told	Built	In.	RelatedHow	to	Be	More	Confident	in
Performance	Reviews	Can	AI	Write	My	Self	Evaluation?	Using	artificial	intelligence	as	a	career	resource	can	be	a	polarizing	topic,	with	many	HR	professionals	advising	against	its	use	while	others	advocate	for	it	in	areas	where	it	makes	sense.	However,	according	to	a	survey	from	Software	Finder,	over	75	percent	of	people	use	AI	tools	in	their	job
search	to	assist	with	resumes	and	other	career	questions	like	career	transitions,	job	search	strategy	and	LinkedIn	optimization.		As	for	using	generative	tools	to	write	a	self	evaluation,	AI	can	speed	up	the	process	but	still	requires	a	good	deal	of	input	and	reflection	from	the	employee.	For	example,	AI	can	be	a	great	launching	point,	helping	employees
organize	their	thoughts	and	accomplishments.	You	can	use	AI	chatbots	like	ChatGPT,	DeepSeek	or	Claude	to	input	bullet	points	of	your	accomplishments	as	well	as	information	about	how	you’d	like	to	improve	or	grow	as	a	professional.	You	can	then	use	the	tool	to	help	polish	your	writing	and	improve	readability	before	submitting	to	a	manager.	Just
be	sure	it	accurately	represents	what	you	want	to	say	about	your	performance	and	professional	goals.	How	to	Use	AI	for	Self	Evaluations	1.	Gather	Your	Thoughts	Before	going	on	a	generative	platform,	take	some	time	to	collect	your	thoughts	and	review	previous	self	evaluations	or	performance	reports.	This	step	is	crucial	to	crafting	an	authentic	self
reflection	that	actually	represents	your	work	and	accomplishments.	Additionally,	jot	down	answers	to	common	assessment	questions.	These	can	include:	What’s	your	role	and	key	responsibilities?	What	accomplishments	are	you	proud	of?	Where	did	you	go	above	and	beyond?	What	new	skills	did	you	develop?	What	challenges	did	you	face	and	how	did
you	address	them?	What	do	you	want	to	work	on	next	year?	2.	Write	a	Rough	Draft	With	your	initial	answers,	put	together	a	draft.	Don’t	worry	about	perfect	grammar,	tone	or	structure	just	yet;	the	goal	is	to	simply	get	your	thoughts	down	on	the	page.	Focus	on	accurately	capturing	your	accomplishments	and	their	impact	on	your	team,	department	or
organization.	Additionally,	don't	be	afraid	to	mention	any	challenges,	opportunities	for	development	or	future	goals.	Aim	to	be	as	authentic	as	possible.			3.	Optimize	With	AI	Once	you	have	your	notes	gathered	and	a	complete	first	draft,	it's	time	to	turn	to		your	chatbot	of	choice.	Providing	your	notes	can	be	beneficial	because	AI	tools	often	provide
better	results	when	you	provide	as	much	context	as	possible.	Once	you’ve	sharped	your	materials	you	can	simply	ask	ChatGPT,	or	any	other	chatbot,	to	simply	proofread	your	evaluation	or	you	can	get	more	experimental	with	one	of	the	following	prompts:	Make	this	accomplishment	sound	more	results-driven	and	aligned	with	company	goals.	Rewrite
this	to	show	how	I	grew	professionally	through	these	challenges.	Format	this	self-evaluation	using	bullet	points	for	each	category:	Results,	Challenges,	Growth	and	Goals.	Adapt	this	self-reflection	to	sound	appropriate	for	senior	leadership.	More	on	AI	in	the	WorkplaceHow	to	Use	Generative	AI	Without	Losing	Your	Job	When	to	Avoid	AI	for	Self
Evaluations	Writing	a	self	evaluation	is	a	personal	undertaking	that	requires	human	authenticity	and	reflection.	While	AI	can	be	a	great	tool	to	jumpstart	your	self	evaluation,	it	should	not	automate	the	entire	process.	Employees	should	still	take	time	to	track	their	accomplishments	and	goals	and	acknowledge	areas	that	need	improvement	before
turning	to	AI	for	help.		In	some	situations,	it	is	best	to	avoid	using	AI	tools	altogether.	When	employers	evaluate	skills	such	as	writing,	communication	or	leadership,	or	areas	that	require	demonstration	of	critical	thinking	and	personal	voice,	using	AI	may	contradict	many	of	the	skills	or	accomplishments	associated	with	those	roles.	In	these	types	of
situations	AI	may	unintentionally	weaken	an	employee's	case	for	a	promotion	or	raise.	Using	AI	to	write	a	self	evaluation	can	also	come	with	disadvantages	—	namely,	they	may	misrepresent	your	work.	For	example,	if	an	employee	provides	a	specific	accomplishment	to	a	chatbot,	the	tool	might	overstate	or	underestimate	that	accomplishment,
rendering	the	reflection	useless.	Additionally,	AI	tools	might	not	capture	the	nuance	of	your	accomplishments	or	have	enough	context	about	the	impact	you’ve	made,	so	your	self	evaluation	could	end	up	sounding	generic	or	bland.		How	to	Write	a	Self	Evaluation	The	ability	to	write	a	solid	self	evaluation	is	a	critical	career	skill.	“Self	evaluations	give
you	a	platform	to	influence	your	manager	and	in	many	cases,	reframe	the	nature	of	the	relationship	with	your	manager,”	Richard	Hawkes,	CEO	and	founder	of	Growth	River,	a	leadership	and	management	consulting	company,	told	Built	In.	“And	all	results	in	business	happen	in	the	context	of	relationships.”	Below	are	some	tips	on	how	to	complete	a
self	evaluation.	1.	Track	Your	Work	and	Accomplishments	Daily	or	weekly	tracking	of	your	work	can	help	you	keep	track	of	your	progress	and	also	prevent	last-minute	panic	at	performance	evaluation	time,	said	Peter	Griscom,	CEO	at	Tradefluence.	“Strip	down	the	questions	to	two	or	three,	and	just	ask	yourself,	‘How	well	did	I	communicate	today?’
‘How	well	did	I	solve	problems	today?’	‘What	have	I	achieved	today?’”	Griscom	told	Built	In.	“Get	in	the	habit	of	writing	those	things	out	and	keeping	track	and	over	time.”	2.	Answer	Honestly			For	his	first	self	evaluation,	Griscom	remembers	wondering	how	to	best	answer	the	questions.	After	he	asked	his	manager	for	guidance,	Griscom	answered	the
questions	as	accurately	as	he	could.	“What	came	out	of	it	was	really	valuable,	because	it	gave	me	a	chance	to	reflect	on	my	own	achievements	and	think	about	where	I	can	improve,”	he	said.	“It	forced	me	to	do	the	thinking	instead	of	just	accepting	feedback.”	3.	Highlight	Your	Achievements	If	your	boss	has	a	handful	of	direct	reports,	chances	are
good	they	haven’t	noticed	each	of	your	shining	moments	during	a	review	period.	This	is	your	chance	to	spotlight	yourself.	Quotas	exceeded,	projects	finished	ahead	of	schedule,	fruitful	mentoring	relationships,	processes	streamlined	—	whatever	you’ve	done,	share	it,	and	don’t	be	shy	about	it,	said	Alexandra	Phillips,	a	leadership	and	management
coach.	Women,	especially,	tend	not	to	share	achievements	and	accomplishments	as	loudly	or	often	as	they	should.	“Make	sure	your	manager	has	a	good	sense	of	where	you’ve	had	those	wins,	large	and	small,	because	sometimes	they	can	fly	under	the	radar,”	Phillips	told	Built	In.	4.	Admit	Weaknesses	and	How	You	Have	Grown		If	you’ve	made	a
whopper	mistake	since	your	past	review,	mention	it	—	and	be	sure	to	discuss	what	you’ve	learned	from	it.	Chances	are	good	your	manager	knows	you	made	a	mistake,	and	bringing	it	up	gives	you	the	opportunity	to	provide	more	context	to	the	situation.	5.	Acknowledge	Areas	of	Improvement	Be	prepared	for	your	manager	to	point	out	a	few	areas	for
improvement.	This	is	where	career	growth	happens.	“If	you	want	something,”	whether	it’s	a	promotion	or	move	to	another	department,	“you	need	to	know	how	to	get	there,”	Phillips	said.	More	on	Self	EvaluationsSelf-Evaluations	Make	Stronger	Leaders.	Here’s	How	to	Write	One.	Self	Evaluation	Examples	and	Templates	Answers	Still	not	sure	what	to
do	when	you	put	pen	to	paper?	Here	are	six	open-ended	self	evaluation	sample	questions	from	the	Society	for	Human	Resource	Management,	as	well	as	example	answers	you	can	use	to	prepare	for	your	own	self	evaluation.	1.	Job	Performance	Examples	List	your	most	significant	accomplishments	or	contributions	since	last	year.	How	do	these
achievements	align	with	the	goals/objectives	outlined	in	your	last	review?	How	to	answer	with	positive	results:	In	the	past	year,	I	successfully	led	our	team	in	finishing	[project	A].	I	was	instrumental	in	finding	solutions	to	several	project	challenges,	among	them	[X,	Y	and	Z].	When	Tom	left	the	company	unexpectedly,	I	was	able	to	cover	his	basic	tasks
until	a	replacement	was	hired,	thus	keeping	our	team	on	track	to	meet	KPIs.		I	feel	the	above	accomplishments	demonstrate	that	I	have	taken	more	of	a	leadership	role	in	our	department,	a	move	that	we	discussed	during	my	last	performance	review.	How	to	answer	with	ways	to	improve:	Although	I	didn’t	meet	all	of	my	goals	in	the	last	year,	I	am
working	on	improving	this	by	changing	my	workflow	and	holding	myself	accountable.	I	am	currently	working	to	meet	my	goals	by	doing	[X,	Y	and	Z]	and	I	plan	to	have	[project	A]	completed	by	[steps	here].	I	believe	that	I	will	be	able	to	correct	my	performance	through	these	actionable	steps.	Describe	areas	you	feel	require	improvement	in	terms	of
your	professional	capabilities.	List	the	steps	you	plan	to	take	and/or	the	resources	you	need	to	accomplish	this.	I	feel	I	could	do	better	at	moving	projects	off	my	desk	and	on	to	the	next	person	without	overthinking	them	or	sweating	details	that	are	not	mine	to	sweat;	in	this	regard	I	could	trust	my	teammates	more.	I	plan	to	enlist	your	help	with	this
and	ask	for	a	weekly	15-minute	one-on-one	meeting	to	do	so.			Identify	two	career	goals	for	the	coming	year	and	indicate	how	you	plan	to	accomplish	them.	One	is	a	promotion	to	senior	project	manager,	which	I	plan	to	reach	by	continuing	to	show	leadership	skills	on	the	team.	Another	is	that	I’d	like	to	be	seen	as	a	real	resource	for	the	organization,
and	plan	to	volunteer	for	the	committee	to	update	the	standards	and	practices	handbook.	2.	Leadership	Examples	Since	the	last	appraisal	period,	have	you	successfully	performed	any	new	tasks	or	additional	duties	outside	the	scope	of	your	regular	responsibilities?	If	so,	please	specify.	How	to	answer	with	positive	results:	Yes.	I	have	established
mentoring	relationships	with	one	of	the	younger	members	of	our	team,	as	well	as	with	a	more	seasoned	person	in	another	department.	I	have	also	successfully	taken	over	the	monthly	all-hands	meeting	in	our	team,	trimming	meeting	time	to	30	minutes	from	an	hour	and	establishing	clear	agendas	and	expectations	for	each	meeting.	Again,	I	feel	these
align	with	my	goal	to	become	more	of	a	leader.	How	to	answer	with	ways	to	improve:	Since	the	last	review	period,	I	focused	my	efforts	on	improving	my	communication	with	our	team,	meeting	my	goals	consistently	and	fostering	relationships	with	leaders	in	other	departments.	Over	the	next	six	months,	I	plan	on	breaking	out	of	my	comfort	zone	by
accomplishing	[X,	Y	and	Z].	What	activities	have	you	initiated,	or	actively	participated	in,	to	encourage	camaraderie	and	teamwork	within	your	group	and/or	office?	What	was	the	result?	How	to	answer	with	positive	results:	I	launched	a	program	to	help	on-site	and	remote	colleagues	make	Mondays	more	productive.	The	initiative	includes	segmenting
the	day	into	25-minute	parts	to	answer	emails,	get	caught	up	on	direct	messages,	sketch	out	to-do	lists	and	otherwise	plan	for	the	week	ahead.	The	result	overall	for	the	initiative	is	more	of	the	team	signs	on	to	direct	messages	earlier	in	the	day,	on	average	9:15	a.m.	instead	of	the	previous	10	a.m.,	and	anecdotally,	the	team	seems	more	enthusiastic
about	the	week.	I	plan	to	conduct	a	survey	later	this	month	to	get	team	input	on	how	we	can	change	up	the	initiative.	How	to	answer	with	ways	to	improve:	Although	I	haven’t	had	the	chance	to	lead	any	new	initiatives	since	I	got	hired,	I	recently	had	an	idea	for	[A]	and	wanted	to	run	it	by	you.	Do	you	think	this	would	be	beneficial	to	our	team?	I	would
love	to	take	charge	of	a	program	like	this.	3.	Professional	Development	Examples	Describe	your	professional	development	activities	since	last	year,	such	as	offsite	seminars/classes	(specify	if	self-directed	or	required	by	your	supervisor),	onsite	training,	peer	training,	management	coaching	or	mentoring,	on-the-job	experience,	exposure	to	challenging
projects,	other—please	describe.	How	to	answer	with	positive	results:	I	completed	a	class	on	SEO	best	practices	and	shared	what	I	learned	from	the	seminar	during	a	lunch-and-learn	with	my	teammates.	I	took	on	a	pro-bono	website	development	project	for	a	local	nonprofit,	which	gave	me	a	new	look	at	website	challenges	for	different	types	of
organizations.	I	also,	as	mentioned	above,	started	two	new	mentoring	relationships.	How	to	answer	with	ways	to	improve:	This	is	something	I	have	been	thinking	about	but	would	like	a	little	guidance	with.	I	would	love	to	hear	what	others	have	done	in	the	past	to	help	me	find	my	footing.	I	am	eager	to	learn	more	about	[A]	and	[B]	and	would	like	to
hear	your	thoughts	on	which	courses	or	seminars	you	might	recommend.		Types	of	Self	Evaluations	Self	evaluations	can	include	rating	scale	questions,	open-ended	questions	or	a	hybrid	of	both.	Each	approach	has	its	own	set	of	pros	and	cons	to	consider.	1.	Rating	Self	Evaluation	Rating	scale	self	evaluations	give	a	list	of	statements	where	employees
are	asked	to	rate	themselves	on	a	scale	of	one	to	five	or	one	to	ten	(generally	the	higher	the	number,	the	more	favorable	the	rating).		For	example,	in	Smarty’s	self	evaluations,	it	uses	a	tool	called	3A+.	This	one	calls	for	employees	and	managers	to	sit	down	and	complete	the	evaluation	together,	at	the	same	time.	Employees	rate	themselves	from	3,	2
or	1	(three	being	the	best)	on	their	capability	in	their	role;	A,	B	or	C	on	their	helpfulness	to	others,	and	plus	or	minus	on	their	“diligence	and	focus”	in	their	role.	Managers	rate	the	employees	using	the	same	scale.	A	“perfect”	score	would	be	3A+,	while	an	underperforming	employee	would	rate	2B-.	At	the	performance	evaluation	meeting,	managers
and	employees	compare	their	ratings,	and	employees	ask	for	feedback	on	how	they	can	improve.	But	rating	systems	can	have	their	challenges	that	are	often	rooted	in	bias.	For	example,	women	are	more	likely	to	rate	themselves	lower	than	men.	People	from	individualistic	cultures,	which	emphasize	individuals	over	community,	will	rate	themselves
higher	than	people	from	collectivist	cultures,	which	place	a	premium	on	the	group	rather	than	the	individual.	2.	Open-Ended	Question	Self	Evaluation	Open-ended	questions	ask	employees	to	list	their	accomplishments,	setbacks	and	goals	in	writing.	The	goal	of	open-ended	questions	is	to	get	employees	thinking	deeply	about	their	work	and	where	they
need	to	improve.		Open-ended	questions	allow	employees	a	true	voice	in	the	process,	whereas	“self	ratings”	can	sometimes	be	unfair,	Fresia	Jackson,	lead	research	people	scientist	at	Culture	Amp,	told	Built	In.		With	open-ended	questions,	employees	tend	to	be	more	forgiving	with	themselves,	which	can	be	both	good	and	bad.	Whatever	result	open
ended	questions	bring	about,	they	typically	offer	more	fodder	for	discussion	between	employees	and	managers.	3.	Hybrid	Self	Evaluation	Hybrid	self	evaluations	combine	both	rating	questions	and	open-ended	questions,	where	employees	assess	their	skills	and	accomplishments	by	using	a	number	scale	and	by	answering	in	writing.	This	type	of	self
evaluation	lets	employees	provide	quantitative	and	qualitative	answers	for	a	more	holistic	reflection.		Self-Evaluation	Questions	for	Performance	Reviews	If	you’ve	never	done	a	self	evaluation,	or	if	you	just	need	a	refresher	before	your	next	performance	review,	looking	over	some	examples	of	self	evaluation	questions	—	like	the	ones	below	—	can	be	a
helpful	starting	point.	Common	Self-Evaluation	Questions	for	Performance	Reviews	What	are	you	most	proud	of?	What	would	you	do	differently?	How	have	you	carried	out	the	company’s	mission	statement?	Where	would	you	like	to	be	a	year	from	now?	List	your	skills	and	positive	attributes.	List	your	accomplishments,	especially	those	that	impacted
others	or	moved	you	toward	goals.	Think	about	your	mistakes	and	what	you’ve	learned	from	them.	What	are	your	opportunities	to	grow	through	advancement	and/or	learning?	How	do	the	above	tie	to	your	professional	goals?	Self-Evaluation	Questions	for	Career	Planning	and	Growth	What	are	you	interested	in	working	on?	What	are	you	working	on
now?	What	do	you	want	to	learn	more	about?	How	can	I	as	your	manager	better	support	you?	What	can	the	company	do	to	support	your	journey?	How	can	the	immediate	team	support	you?	What	can	you	do	to	better	support	the	team	and	the	company?		Self-Evaluation	Questions	for	Performance	and	Career	Goals	How	did	you	perform	in	relation	to
your	goals?	What	level	of	positive	impact	did	your	performance	have	on	the	team?	Did	your	performance	have	a	positive	impact	on	the	business?	What	was	your	level	of	collaboration	with	other	departments?	What	corporate	value	do	you	bring	to	life?	What	corporate	value	do	you	most	struggle	to	align	with?	Summarize	your	strengths.	Summarize
your	development	areas.	Summarize	your	performance/achievements	during	this	year.	How	would	you	rate	your	overall	performance	this	year?		RelatedHow	to	Set	Professional	Goals	How	Should	Managers	Approach	Self	Evaluations?	It’s	clear	here	that	self	evaluations,	as	a	type	of	performance	review,	are	more	employee-	than	manager-driven.	That
said,	managers	are	a	key	ingredient	in	this	process,	and	the	way	managers	handle	self	evaluations	determines	much	about	how	useful	they	are	and	how	well	employees	respond	to	them.	To	make	sure	they’re	as	effective	as	possible,	consider	these	suggestions.	Train	Managers	on	How	to	Use	Evaluations	“If	you	don’t,	there’s	no	point	in	doing	them,
because	the	manager	is	going	to	be	the	one	driving	the	conversations,”	Elisabeth	Duncan,	vice	president	of	human	resources	at	Evive,	said.	“Without	training,	the	[evaluations]	will	be	a	checkbox	and	not	meaningful.”	Don’t	Use	Ratings	Formulaically	The	results	of	self	evaluations	that	employ	a	scale	(say,	one	to	five)	can	vary	wildly,	as	one	manager’s
three	is	another	manager’s	five.	Use	the	scale	to	identify	and	address	discrepancies	between	the	manager’s	and	employee’s	answers,	not	to	decide	on	raises	or	promotions	across	the	company.	Hold	Self	Evaluations	Often	They	work	best	as	career-development	tools	if	they’re	held	semi-annually,	quarterly	or	even	more	often.	“It’s	about	an	ongoing,
consistent	conversation,”	Duncan	said.	Tailor	Them	For	Each	Department	Competencies	in	sales	very	likely	differ	from	competencies	in	tech,	marketing	and	other	departments.	Competencies	for	junior-level	employees	probably	differ	wildly	from	those	for	senior	managers.	Self	evaluations	tailored	to	different	employee	populations	will	be	more
effective,	and	fairer.	Stress	That	the	Rating	Is	Just	the	Start	The	rating	or	the	open-ended	questions	are	the	beginning	of	the	evaluation	process;	they	are	not	the	process	itself.	“These	are	tools	to	trigger	a	conversation,”	Duncan	said.	Overall,	think	of	self	evaluations	as	a	way	to	engage	with	your	manager	and	your	work	in	a	way	that	furthers	your
career.	Embrace	the	self	evaluation	and	get	good	at	writing	them.	In	no	time	at	all,	you’ll	find	that	they	can	be	a	productive	way	to	reflect	on	yourself	and	your	skillset.	A	self	evaluation	is	a	personal	assessment	used	for	employees	to	reflect	on	their	strengths,	weaknesses,	accomplishments	and	overall	progress	during	an	allotted	time	on	the	job.	Self
evaluations	are	often	completed	quarterly,	semi-annually	or	annually,	and	can	include	numbered	rating	questions	or	open-ended	written	questions.	An	effective	self	evaluation	is	one	where	you	highlight	your	achievements	and	instances	of	growth	as	well	as	areas	for	improvement	during	your	given	period	of	time	at	work.	Tracking	specific
accomplishments	and	metrics	can	be	especially	helpful	for	writing	a	good	self	evaluation.	A	self-performance	review	is	a	process	where	employees	assess	their	own	performance	related	to	their	job	roles	and	responsibilities	(Boud	&	Falchikov,	2010).		I’m	going	to	prevent	a	wide	range	of	examples	of	self-performance	reviews	you	can	copy	and	paste,
edit,	and	personalize	below.	But	first,	here	are	some	quick	pieces	of	advice	on	writing	your	self-performance	review:	First,	keep	a	record.	Consistently	keep	a	record	of	your	achievements,	challenges,	and	learning	experiences.	This	will	make	the	self-review	painless.	But	if	you	haven’t	done	that,	start	now	by	writing	down	as	many	achievements,
learning	experiences,	and	challenges	that	you	can	brainstorm!	Second,	use	evidence.	You	should	support	your	statements	with	explicit	examples	of	your	accomplishments	and	challenges.	Providing	clear	examples	aids	in	giving	a	comprehensive	view	of	your	performance	and	brings	credibility	to	your	review	(Fitzpatrick,	2013).	Third,	align	your
contributions	with	the	organization’s	objectives.	Illustrate	how	your	work	has	contributed	to	the	company’s	goals.	This	binds	your	performance	to	the	larger	strategic	focus	of	the	organization,	acknowledging	that	your	role	plays	an	integral	part	in	the	team/company’s	progress	(Smithers	&	Walker,	2015).	Finally,	be	realistic	and	self-critical	(but	not
excessively).	In	plain	terms,	ensure	that	your	self-appraisal	is	balanced	by	acknowledging	both	your	strengths	and	areas	for	improvement.	Constructive	criticism	prompts	personal	growth	and	depicts	you	as	someone	who	is	open	to	self-importance	(Dahling	&	Whitaker,	2016).	Below	is	a	list	of	strengths	and	weaknesses	you	could	copy-and-paste	for
your	own	self-performance	review.	Build	on	these,	by	including	evidence	supporting	your	points,	and	aligning	them	with	your	organization’s	objectives.	Include	both	strengths	and	weaknesses.	Exceptional	Communicator:	Demonstrates	excellent	oral	and	written	communication	skills.	Conflict	Manager:	Excels	in	conflict	resolution,	helping	to	maintain
a	positive	work	atmosphere.	Time	Manager:	Prioritizes	tasks	effectively	and	manages	time	efficiently.	Eye	for	Detail:	Has	a	keen	eye	for	detail	showing	a	consistently	high	commitment	to	quality.	Technical	Pro:	Demonstrates	advanced	technical	proficiency	relevant	to	job	role.	Problem	Solver:	Shows	great	expertise	in	innovative	problem-solving.	Able
Multitasker:	Has	a	strong	ability	to	multitask	effectively	even	under	pressure.	Sales	Achiever:	Has	a	record	of	consistently	meeting	or	exceeding	sales	targets.	Customer	Service	Star:	Demonstrates	exceptional	customer	service	skills.	Responsiveness:	Known	for	providing	timely,	constructive	responses.	High	Performer:	Continually	seeks	ways	to
improve	and	deliver	high	performance.	Agile	Learner:	Able	to	quickly	learn	and	adapt	to	new	situations	and	challenges.	Team	Player:	Collaborates	effectively	with	teams	and	supports	colleagues.	Dependability:	Exhibits	reliability	and	always	meets	deadlines.	Initiative	Taker:	Proactively	takes	on	responsibilities	and	challenges.	Diverse	Skills:	Shows
proficiency	in	various	different	skills	relevant	to	the	work.	Caring	Leader:	Provides	empathetic	and	effective	leadership	to	the	team.	Self-Starter:	Takes	initiative	without	needing	direction.	Organisational	Expert:	Exhibits	excellent	organisational	skills.	Influencer:	Has	a	strong	ability	to	persuade	and	influence	others.	Committed:	Shows	high	level	of
dedication	to	job	role.	Ethical:	Demonstrates	strong	ethical	behaviour	and	integrity.	Creative	Thinker:	Provides	unique	solutions	by	thinking	outside	the	box.	Analytic	Mind:	Exhibits	strong	analytical	and	strategic	thinking	skills.	Goal	Getter:	Shows	high	drive	in	setting	and	achieving	goals.	Calm:	Stays	composed	and	calm	under	pressure.	Decision
Maker:	Makes	quick	and	effective	decisions.	Versatility:	Adapts	well	to	new	roles	and	tasks.	Strategic	Planner:	Excels	in	laying	out	effective	strategies	to	achieve	objectives.	Constructive	Critic:	Gives	well	thought-out,	constructive	criticism.	Enthusiastic:	Brings	high	levels	of	energy	and	enthusiasm	to	their	role.	Resourceful:	Makes	effective	and
efficient	use	of	available	resources.	Mentally	Agile:	Is	quick	to	understand	new	ideas	and	concepts.	Culturally	Aware:	Displays	consideration	and	awareness	of	diverse	cultural	norms.	Empathetic:	Understands	and	shares	the	feelings	of	others.	Respectful:	Shows	respect	for	others	and	their	ideas.	Financial	Acumen:	Demonstrates	strong	understanding
of	financial	concepts.	Project	Management:	Able	to	manage	projects	effectively	from	start	to	finish.	Presentation	Skills:	Can	present	information	accurately	and	clearly.	Skilled	Negotiator:	Possesses	strong	negotiation	skills.	Compliance	Expert:	Understands	and	adheres	to	necessary	regulations.	Tech	Savvy:	Comfortable	working	with	varying	types	of
technology.	Constructive	Feedback:	Provides	clear,	specific	feedback	to	improve	performance.	Risk	Management:	Identifies	and	manages	potential	risks	effectively.	Resource	Allocator:	Makes	effective	decisions	about	resource	distribution.	Proactiveness:	Anticipates	needs	and	takes	action.	Patience:	Shows	patience	in	dealing	with	complex	situations
or	problems.	Resilience:	Exhibits	the	ability	to	bounce	back	from	adversity.	Delegation:	Capable	of	assigning	tasks	to	the	right	people.	Focus:	Sustains	attention	on	tasks	in	spite	of	distractions.	Transparency:	Communicates	openly	and	honestly.	Meeting	Facilitation:	Leads	and	manages	meetings	effectively.	Motivated:	Exhibits	a	high	level	of	self-
motivation	and	drive.	Collaboration:	Works	well	with	others	to	achieve	common	goals.	Discipline:	Demonstrates	self-restraint	and	an	ability	to	work	diligently.	Humility:	Accepts	shortcomings	and	works	towards	self-improvement.	Mentorship:	Guides	and	supports	the	growth	of	others.	Commitment:	Exhibits	strong	commitment	to	tasks	or	projects.
Problem	Recognition:	Able	to	identify	problems	quickly	and	effectively.	Punctuality:	Always	on	time	and	ready	to	work.	Presentation	Nerves:	Struggles	to	present	information	clearly	and	confidently.	Negative	Outlook:	Often	expresses	a	cynical	or	negative	outlook	in	team	meetings.	Trouble	Delegating:	Struggles	with	delegating	tasks	appropriately	to
team	members.	Poor	Time	Management:	Often	misses	deadlines	due	to	inadequate	time	management.	Attachment	to	Routine:	Has	difficulty	adapting	to	changes	in	methods	and	practices.	Limited	Technical	Skills:	Struggles	with	some	technical	aspects	of	the	job.	Lack	of	Assertiveness:	Doesn’t	express	viewpoints	or	ideas	strongly	enough.	Impatient:
Struggles	with	patience	in	waiting	for	results	or	responses.	Disorganization:	Has	trouble	keeping	areas,	tasks,	or	projects	organized.	Trouble	with	Constructive	Criticism:	Finds	it	hard	to	take	or	give	constructive	feedback.	Ineffective	Communication:	Struggles	with	clear	and	effective	communication.	Inconsistency:	Performance	is	inconsistent,
fluctuating	between	high	and	low.	Poor	Prioritization:	Fails	to	prioritize	well,	often	focusing	on	less	important	tasks	first.	Difficulty	Resolving	Conflict:	Struggles	when	dealing	with	conflict	situations.	Tardiness:	Often	late	and	lacking	punctuality.	Lack	of	Commitment:	Shows	low	levels	of	commitment	to	tasks	or	projects.	Struggles	with	Work-Life
Balance:	Tends	to	overwork,	resulting	in	burnout.	Poor	Leadership	Skills:	Struggles	to	lead	a	team	or	project	effectively.	Inefficient	Resource	Management:	Has	issues	managing	and	allocating	resources.	Neglects	Health:	Doesn’t	prioritize	personal	health,	affecting	performance.	Difficulty	Saying	No:	Struggles	with	setting	boundaries	and	saying	no.
Slow	to	Adapt:	Has	trouble	adapting	to	new	technologies	or	methods.	Procrastinator:	Tends	to	put	off	tasks	until	the	last	minute.	Overthinker:	Given	to	overthinking,	which	impedes	decisiveness	and	efficiency.	Lacks	Creativity:	Struggles	with	creative	thinking	and	problem-solving.	Avoids	Risks:	Is	overly	risk-averse	and	consequently	misses
opportunities.	Inflexible:	Shows	little	flexibility	in	plans	or	ideas.	Impulsive:	Makes	decisions	or	takes	action	too	hastily.	Difficulty	Accepting	Help:	Hesitates	to	accept	or	ask	for	help.	Shy:	Struggles	to	voice	ideas	or	concerns	in	groups	or	meetings.	Overconfident:	Overestimates	abilities	leading	to	failure	or	errors.	Difficulty	Following	Instructions:
Often	misunderstands	or	fails	to	follow	directions.	Overdependence	on	Tools:	Overly	reliant	on	tools	or	software.	Difficulty	with	Collaboration:	Struggles	to	work	effectively	in	a	team.	Low	Motivation:	Lacks	self-motivation	or	enthusiasm	at	times.	Lack	of	Empathy:	Finds	it	hard	to	understand	or	appreciate	colleagues’	perspectives.	Misjudges
Situations:	Often	misreads	situations	or	people.	Resistant	to	Change:	Resists	changes	to	routine	or	familiar	procedures.	Difficulty	Setting	Goals:	Struggles	to	set	clear	and	achievable	personal	goal.	Misses	Details:	Tends	to	overlook	smaller,	but	important	details.	Financial	Mismanagement:	Struggles	to	manage	budget	and	financial	responsibilities.
Negative	Attitude	Towards	Feedback:	Receives	feedback	negatively	or	defensively.	Difficulty	with	Multi-tasking:	Struggles	to	handle	multiple	tasks	simultaneously.	Poor	Networking	Skills:	Finds	it	hard	to	create	effective	professional	networks.	Lacks	Initiative:	Doesn’t	take	action	unless	directed	or	prompted.	Difficulty	in	Confrontation:	Avoids
confrontational	or	difficult	conversations.	Trouble	in	Making	Decisions:	Finds	it	challenging	to	make	timely	and	effective	decisions.	Doesn’t	Meet	Expectations:	Consistently	underperforms	or	fails	to	meet	goals.	Lack	of	Innovation:	Struggles	to	come	up	with	innovative	ideas	or	solutions.	Incomplete	Knowledge:	Has	gaps	in	necessary	job-related
knowledge	or	skills.	Fear	of	Failure:	Allows	fear	of	failure	to	hinder	risk-taking	and	ambition.	Micromanager:	Tends	to	micromanage	instead	of	trusting	team	capabilities.	Difficulty	Handling	Pressure:	Performance	dips	under	high	stress	or	pressure.	Poor	Negotiation	Skills:	Struggles	to	negotiate	effectively.	Bad	Work-Life	Balance:	Struggles	to	balance
work	priorities	and	personal	life.	Difficulty	Self-Reflecting:	Finds	it	hard	to	analyze	own	performance.	Poor	Listening	Skills:	Fails	to	listen	completely	to	colleagues	or	superiors.	Inability	to	Prioritize:	Struggles	to	differentiate	important	tasks.	Perfectionist:	Tends	to	get	hung	up	on	perfection,	hindering	progress.	Lacks	Enthusiasm:	Doesn’t	display
enthusiasm	leading	to	uninspired	results.	1.	A	Customer	Service	Representative	Self-Review“Consistently,	I’ve	strived	to	provide	excellent	customer	service,	as	evidenced	by	my	average	customer	rating	of	4.7/5.	I	have	faced	challenges,	specifically	during	peak	hours,	managing	the	high	volume	of	calls,	and	sometimes	I	have	struggled	to	meet	wait
time	targets	during	these	periods.	Moving	forward,	I	will	enroll	in	time-management	courses	to	enhance	my	skills	and	increase	efficiency.”	2.	A	Social	Media	Manager’s	Self-Review“Over	the	course	of	the	year,	my	social	media	campaigns	have	increased	the	company’s	online	following	by	30%,	a	clear	indication	of	my	capacity	to	reach	and	engage	our
target	audience.	However,	I	acknowledge	that	my	monitoring	and	response	to	customer	feedback	on	social	media	platforms	need	improvement.	To	remedy	this,	I	aim	to	establish	more	rigorous	procedures	for	customer	interaction	tracking	and	response.”	3.	A	Project	Manager’s	Self-Review“Toward	project	management,	I	have	successfully	led	and
completed	six	major	projects	this	year,	under	budget	and	by	meeting	all	deadlines.	My	team	management	skills,	however,	require	refinement	as	delegation	of	tasks	has	been	a	challenge.	I	plan	to	attend	leadership	workshops	to	better	my	team	management	abilities	and	improve	project	workflow.”	4.	A	Software	Developer’s	Self-Review“Focused	on
delivering	high-quality	results,	I	successfully	developed	and	deployed	three	software	applications	that	have	streamlined	operational	processes	within	the	company.	There’s	a	need	to	increase	my	knowledge	in	emerging	technologies,	as	I	have	sometimes	struggled	with	new	tools.	I’ve	set	a	profession	goal	to	engage	in	continuous	learning	by	enrolling	in
annual	industry-related	courses	and	seminars.”	5.	A	Sales	Associate’s	Self-Review“Evidently,	my	sales	performance	has	improved,	surpassing	quotas	by	15%	in	each	quarter.	However,	I	encountered	difficulties	with	up-selling	products	to	walk-in	customers,	and	this	is	an	area	where	I	believe	my	sales	approach	needs	to	be	reiterated.	I	plan	to	work
closely	with	our	sales	manager	and	initiate	shadowing	sessions	to	learn	more	about	up-selling	techniques	and	incorporate	them	into	my	sales	approach.”	6.	An	Accountant’s	Self-Review“As	an	accountant,	I’ve	successfully	reconciled	over	a	hundred	accounts	this	year	while	maintaining	high-level	accuracy.	Despite	these	victories,	I	have	noticed	a	slow-
down	in	my	productivity	during	peak	audit	periods.	To	tackle	this	issue,	I	will	enhance	my	skills	in	using	auditing	software	and	learn	new	techniques	for	efficient	audit	handling.”	7.	A	Human	Resources	Manager’s	Self-Review“In	fulfilling	my	responsibilities	as	an	HR	Manager,	I’ve	innovatively	streamlined	recruitment	processes	that	led	to	a	20%
decrease	in	hiring	costs.	I’ve	struggled,	however,	with	timely	execution	of	tasks	during	peak	recruitment	periods.	For	improvements,	I	aim	to	explore	automation	tools	for	recruitment	and	administer	more	efficient	time	management	strategies.”	8.	A	Content	Writer’s	Self-Review“Throughout	the	year,	I’ve	successfully	delivered	every	content	task
assigned	to	me,	leading	to	increased	web	traffic	and	reader	engagement.	There	were	instances	where	I	faced	challenges	in	conducting	efficient	keyword	research	leading	to	longer	content	creation	cycles.	To	address	this,	I	plan	to	undertake	a	professional	SEO	course	to	enhance	my	keyword	research	skills.”	9.	A	Product	Manager’s	Self-
Review“Launched	two	successful	products	to	market	after	conducting	in-depth	market	research	and	planning.	However,	I	have	experienced	difficulties	maintaining	effective	communication	with	the	development	team,	leading	to	a	couple	of	delayed	deliverables.	To	improve	my	abilities	in	cross-team	collaboration,	I	will	enroll	in	relevant	training	and
routine	inter-department	meetings.”	10.	A	Graphic	Designer’s	Self-Review“Delivered	powerful	and	visually	engaging	designs	that	improved	brand	recall	and	online	presence.	Recognizing	a	limitation,	my	proficiency	in	using	a	variety	of	designing	software	has	been	sub-par.	I	intend	to	dedicate	time	to	learning	new	design	tools,	which	will	enhance	my
skill	set	and	ultimately	result	in	diverse	and	dynamic	designs.”	Self-performance	reviews	serve	as	a	multi-functional	tool	that	caters	to	various	aspects	of	organizational	development.	From	fostering	self-awareness	and	communication	to	promoting	goal	alignment,	this	introspective	process	proves	to	be	vital	in	encouraging	overall	work	performance
and	growth.	Follow	the	four	tips	from	the	introduction,	select	both	strengths	and	weaknesses,	add	evidence,	and	personalize,	and	you’re	on	your	way	to	a	great	self-evaluation!	Boud,	D.,	&	Falchikov,	N.	(2010).	Aligning	assessment	with	long-term	learning.	Assessment	&	Evaluation	in	Higher	Education,	31(4),	399-413.	doi:	�	Dahling,	J.,	&	Whitaker,
B.	G.	(2016).	When	can	feedback-seeking	behavior	result	in	a	better	performance	rating?	Investigating	the	moderating	role	of	political	skill.	Human	Performance,	29(1),	73-88.	doi:	�	Fitzpatrick,	J.	(2013).	Self-assessment	processes	and	tools:	a	guide	for	leaders	of	assessors.	Auckland:	New	Zealand	Qualifications	Authority.	Smithers,	G.	L.,	&	Walker,
D.	H.	T.	(2015).	The	effect	of	the	workplace	on	motivation	and	demotivation	of	construction	professionals.	Construction	Economics	and	Building,	15(4),	107-122.	doi:	�	More	than	just	a	list	of	what	you’ve	done	over	the	past	months,	a	self-performance	review	is	an	opportunity	to	reflect	on	your	achievements,	set	new	goals	and	areas	for	growth,	and
show	how	you’re	contributing	to	your	organization.	Trending	SearchesSEARCH	ALL	JOBS	Self-reviews	are	becoming	more	common	in	the	workplace,	giving	employees	a	voice	in	their	performance	assessment	and	providing	managers	with	a	clearer,	more	holistic	view	of	each	team	member’s	work	and	aspirations.	We’ll	walk	you	through	what	a	self-
performance	review	is,	why	it	matters,	and,	most	importantly,	how	to	write	one	that	captures	your	value	and	sets	you	up	for	success.	Plus,	we’ll	provide	detailed	self-performance	review	examples	that	can	help	you	personalize	your	own	review	to	different	situations	and	goals.	Ready	to	take	your	career	to	the	next	level?	Check	400,000+	open	jobs	on
The	Muse—one	of	them	could	be	perfect	for	you	»	A	self-performance	review,	sometimes	called	a	self-assessment	or	self-evaluation,	is	a	personal	reflection	on	your	work	performance	over	a	set	period,	typically	covering	your	main	achievements,	strengths,	areas	for	growth,	and	goals.	Unlike	a	traditional	performance	review	where	only	your	manager
assesses	your	work,	a	self-evaluation	for	performance	review	allows	you	to	take	the	lead.	For	employers,	they	offer	an	inside	look	at	how	employees	perceive	their	roles,	progress,	and	contributions.	For	employees,	they’re	a	chance	to	advocate	for	themselves,	highlight	key	wins,	and	set	the	stage	for	potential	promotions,	raises,	or	other	professional
opportunities.	Self-performance	reviews	usually	cover:	Accomplishments:	Summarize	key	projects,	tasks,	and	goals	you’ve	completed	successfully.Challenges:	Reflect	on	areas	that	were	particularly	difficult	and	how	you	handled	them	or	learned	from	the	experience.Goals:	Mention	career	goals	you	set	for	yourself	and	your	progress	toward	achieving
them.Teamwork:	Highlight	your	collaboration	with	team	members	and	how	you	contributed	to	the	team's	success.Future	plans:	Outline	your	plans	for	growth	and	areas	you	aim	to	improve	or	expand	on	in	the	future.	The	benefits	of	a	self-performance	review	go	far	beyond	listing	your	accomplishments.	It	builds	self-awareness.	Taking	time	to	assess
your	own	work	performance	helps	you	better	understand	your	strengths	and	areas	where	you	may	need	improvement.	This	kind	of	self-reflection	is	key	to	personal	growth,	giving	you	a	clearer	sense	of	your	unique	skills	and	where	you	want	to	focus	your	development.It	boosts	accountability.	By	outlining	your	responsibilities	and	goals,	you’re	taking
ownership	of	your	role	and	showing	your	commitment	to	both	your	personal	and	team	objectives.	It	enables	goal	alignment.	A	self-performance	review	gives	you	a	chance	to	assess	whether	your	professional	goals	align	with	those	of	your	team	or	organization.	This	alignment	directs	your	efforts	toward	shared	priorities,	making	it	easier	to	connect	your
personal	development	with	the	larger	goals	of	the	company.It	improves	manager	communication.	Self-reviews	encourage	open,	honest	dialogue	with	your	manager,	offering	a	platform	to	discuss	performance,	expectations,	and	career	aspirations.	By	sharing	your	perspective,	you’re	fostering	a	more	collaborative	relationship,	making	it	easier	for	your
manager	to	support	your	development	and	recognize	your	contributions—including,	potentially,	that	well-deserved	promotion!	Preparation	is	key	to	writing	a	self-performance	review	that	genuinely	reflects	your	contributions	and	growth.	Many	companies	use	the	SWOT	analysis,	dividing	the	self-performance	review	into	four	main	areas:	S	for
strengths,	W	for	weaknesses,	O	for	opportunities,	and	T	for	threats.	Here	are	some	steps	to	help	you	thoughtfully	prepare.	“Take	time	to	self-reflect	and	ask	yourself:	‘How	am	I	different	today	than	I	was	on	Jan	1	(or	the	start	date	for	your	company’s	review	cycle)?	What	am	I	most	proud	of?	What	do	I	want	for	my	career,	and	how	am	I	positioned	to	get
there?’”	says	Raisa	Ramos,	Society	of	Human	Resource	Management	(SHRM)	certified	professional	and	HR	director.	When	selecting	examples,	focus	on	those	that	align	with	the	skills	or	competencies	you’re	showcasing,	like	those	that	highlight	both	teamwork	and	your	unique	value.	For	instance,	if	you	led	a	project	with	a	colleague,	be	specific	about
your	contribution.	Ramos	offers	this	example:	Adriana	and	I	worked	together	to	successfully	surpass	this	customer’s	needs.	My	contribution	specifically	was	our	project	plan.	As	project	manager,	my	approach	kept	our	team	on	track	and	ensured	we	met	the	required	deadlines	for	the	project,	which	was	critical	working	under	a	reduced	timeline	of	six
weeks.	Think	about	the	moments	when	you	faced	challenges	and	how	you	handled	them,	Ramos	says.	Were	there	specific	situations	where	you	adapted	your	approach	or	learned	something	valuable?	Ask	yourself	the	following	questions:	What	may	be	holding	me	back	from	doing	x	or	y?	Have	there	been	moments	where	my	manager	or	teammates	and	I
have	been	disconnected?	If	so,	what	happened?	Addressing	challenges	openly	in	your	self-assessment	not	only	shows	how	you’ve	grown	but	also	sets	the	stage	for	a	constructive	conversation	with	your	manager	about	support	or	strategies	you	might	need	next	to	continue	growing.	This	will	bring	even	more	value	to	the	company.	Review	feedback	from
your	peers,	supervisors,	or	past	performance	reviews	to	get	a	well-rounded	picture	of	how	others	perceive	your	strengths	and	areas	for	improvement.	Look	for	emails	and	messages,	and	if	you	can’t	find	anything	documented,	ask	them	to	write	something	for	you.	(Here’s	how	to	ask	for—and	get—truly	honest	feedback.)	Insights	from	others	can	help
you	balance	self-perception	with	outside	perspectives,	enriching	your	self-evaluation	performance	review.	Identify	goals	that	will	guide	your	growth	and	align	with	your	team’s	or	company’s	objectives.	“Listing	lots	of	goals	simply	because	it	looks	good	or	fills	the	page	isn’t	going	to	get	you	successful,	long-term	results,”	Ramos	says.	Quality	over
quantity	is	essential	in	goal	setting.	Start	by	choosing	one	meaningful	goal,	and	consider	its	impact	on	both	your	career	and	the	organization.	For	instance,	here	is	a	self-performance	review	goal	example:	I	will	increase	my	confidence	in	presenting	in	public	by	signing	up	to	share	my	knowledge	of	data	analytics	at	the	Lunch	and	Learn	presentation	in



Q4.	Breaking	goals	into	manageable	steps	like	this	and	providing	a	realistic	timeframe	can	make	them	more	achievable.	Writing	a	self-performance	review	can	feel	daunting,	but	a	well-organized	structure	can	make	the	process	more	straightforward	and	impactful.	Opening	statement:	Begin	with	a	brief	summary	of	your	performance,	including	your
approach	to	work	over	the	past	year.	Think	of	this	as	your	introduction—a	snapshot	of	your	contributions	and	work	ethic.Accomplishments:	Highlight	your	most	notable	achievements,	providing	specific	examples	and	measurable	results	wherever	possible.	Metrics	make	your	achievements	more	tangible	and	credible,	helping	your	manager	see	the
impact	of	your	work	and	your	value	to	the	team.Areas	of	improvement:	Be	confident	about	your	strengths,	but	also	identify	areas	where	you	faced	challenges	and	where	there’s	room	for	growth.	Be	honest	about	these	moments,	and	include	examples	showing	how	you	worked	to	adapt	or	overcome	these	challenges.	This	honesty	reflects	self-awareness
and	a	willingness	to	learn,	which	are	valuable	to	any	team.Goal	setting	and	future	plans:	Outline	clear	goals	for	the	future,	including	personal	development	objectives	and	concrete	steps	to	reach	them.	Link	your	accomplishments	and	goals	to	broader	team	or	company	objectives.	Demonstrating	alignment	with	organizational	priorities	reinforces	the
value	of	your	work	and	shows	that	you’re	invested	in	the	team’s	mission.Closing	remarks:	Wrap	up	with	a	positive,	forward-looking	statement	that	reaffirms	your	enthusiasm	for	your	role	and	contributions	to	the	team’s	success.	Before	submitting,	review	your	self-performance	review	for	clarity,	professionalism,	and	accuracy.	Typos	or	unclear
language	can	detract	from	your	message	and	give	a	bad	impression,	so	polish	each	section	to	ensure	it’s	professional	and	easy	to	read.	When	writing	a	performance	review	for	yourself,	examples	help	bring	your	experiences	and	skills	to	life,	giving	your	manager	a	clear	picture	of	your	contributions	and	growth	areas.	Here	are	sample	self-evaluations
for	performance	reviews	tailored	to	key	areas	of	job	performance.	Each	area	includes	options	for	showcasing	your	strengths	and	examples	for	improvement,	allowing	you	to	give	a	balanced	perspective.	Positive	example	In	my	role	as	a	project	coordinator,	I	successfully	managed	the	launch	of	our	new	product	line,	meeting	all	deadlines	and	staying
within	budget.	By	coordinating	weekly	team	meetings	and	creating	a	tracking	system,	I	ensured	everyone	stayed	on	task.	As	a	result,	the	project	was	completed	two	weeks	ahead	of	schedule,	which	contributed	to	a	strong	quarterly	performance	for	our	department.	Example	for	improvementWhile	I	consistently	met	project	deadlines,	I	recognize	that
there	were	times	when	my	attention	to	detail	could	have	been	stronger.	For	future	projects,	I	plan	to	implement	a	checklist	system	to	reduce	the	chances	of	minor	errors,	ensuring	a	higher	standard	of	work.	Positive	exampleThroughout	the	year,	I	worked	closely	with	my	colleagues	on	various	projects,	often	stepping	up	to	assist	others	with
challenging	tasks.	My	ability	to	communicate	openly	and	respect	differing	viewpoints	helped	us	develop	a	more	cohesive	team	dynamic,	which	contributed	to	a	smoother	workflow	and	faster	project	completion.	Example	for	improvementAlthough	I	have	a	strong	rapport	with	most	team	members,	I	realize	there	is	room	to	improve	my	collaboration	with
colleagues	in	other	departments.	Moving	forward,	I	intend	to	participate	in	more	cross-departmental	meetings	to	better	understand	their	needs	and	perspectives,	enhancing	our	teamwork.	Positive	exampleIn	my	role	as	team	lead	for	our	recent	marketing	campaign,	I	coordinated	cross-functional	teams,	setting	clear	goals	and	establishing	weekly
check-ins.	My	efforts	to	foster	open	communication	and	accountability	contributed	to	a	highly	collaborative	environment,	which	resulted	in	a	20%	increase	in	engagement	over	our	projected	targets.	Example	for	improvementWhile	I	have	been	effective	in	guiding	small	teams,	I	recognize	there	are	areas	where	I	could	enhance	my	leadership	skills,
especially	when	handling	larger	groups.	I	plan	to	attend	leadership	workshops	to	strengthen	my	conflict-resolution	techniques,	which	will	help	me	manage	team	dynamics	more	effectively	in	future	projects.	Positive	exampleThis	past	quarter,	I	identified	an	opportunity	to	streamline	our	onboarding	process	by	proposing	an	updated	training	module.
After	receiving	approval,	I	collaborated	with	HR	to	implement	the	module,	reducing	onboarding	time	by	15%.	The	feedback	has	been	overwhelmingly	positive,	and	new	hires	have	reported	feeling	more	prepared	and	supported	in	their	roles.	Example	for	improvementWhile	I’ve	taken	the	initiative	on	various	tasks,	I	recognize	that	I	could	be	more
proactive	in	identifying	areas	for	improvement	beyond	my	immediate	responsibilities.	Moving	forward,	I	intend	to	schedule	regular	check-ins	with	other	departments	to	identify	additional	ways	I	can	contribute	to	overall	team	and	company	goals.	Positive	exampleDuring	the	last	quarter,	our	team	faced	unexpected	supply	chain	delays,	which	impacted
our	production	schedule.	I	quickly	adapted	by	working	closely	with	suppliers	to	identify	alternative	solutions,	enabling	us	to	minimize	delays.	My	ability	to	stay	calm	under	pressure	helped	the	team	maintain	our	targets,	and	we	still	achieved	95%	of	our	planned	output.	Example	for	improvementIn	some	cases,	I	found	it	challenging	to	pivot	quickly
when	unforeseen	issues	arose.	To	improve,	I	plan	to	develop	a	list	of	contingency	strategies	for	common	challenges,	allowing	me	to	respond	more	efficiently	and	effectively	in	future	situations.	Positive	exampleIn	my	role,	clear	communication	is	essential.	This	year,	I	focused	on	improving	my	email	and	meeting	summaries	to	ensure	all	team	members
understood	key	points	and	actions.	By	implementing	a	‘recap	and	next	steps’	format	in	all	meeting	notes,	I	helped	reduce	follow-up	questions	and	increase	productivity	across	our	team.	Example	for	improvementWhile	I	generally	communicate	well	with	my	team,	I	noticed	there	were	times	when	my	feedback	could	have	been	more	constructive.	Moving
forward,	I	plan	to	use	a	feedback	framework	that	emphasizes	positive	reinforcement	and	specific	improvement	areas,	fostering	a	more	supportive	environment.	Positive	exampleThroughout	the	last	quarter,	I	successfully	managed	multiple	high-priority	projects	by	organizing	my	workload	and	setting	clear	deadlines.	By	breaking	down	tasks	into
manageable	steps	and	prioritizing	effectively,	I	was	able	to	meet	all	project	deadlines	and	even	completed	one	project	a	week	early,	which	gave	our	team	extra	time	to	refine	our	presentation.”	Example	for	improvementWhile	I	consistently	meet	deadlines,	I’ve	noticed	that	certain	unexpected	tasks	can	occasionally	disrupt	my	schedule,	impacting	my
ability	to	complete	all	tasks	as	planned.	To	improve,	I’m	working	on	incorporating	more	buffer	time	into	my	weekly	schedule,	allowing	me	to	handle	last-minute	responsibilities	without	sacrificing	project	quality.	Positive	exampleOver	the	past	year,	I	took	proactive	steps	to	advance	my	skill	set	by	completing	a	certification	in	data	analytics.	This	new
expertise	has	enabled	me	to	contribute	more	meaningfully	to	our	team’s	data-driven	decision-making	process,	and	I’ve	already	applied	these	skills	in	two	major	projects,	resulting	in	more	informed	and	impactful	outcomes.	Example	for	improvementWhile	I’ve	focused	on	building	technical	skills,	I	recognize	there	are	growth	opportunities	in	developing
my	soft	skills,	particularly	in	public	speaking.	To	address	this,	I’m	planning	to	enroll	in	a	communication	workshop	and	seek	opportunities	to	present	in	team	meetings,	which	I	believe	will	help	me	feel	more	confident	when	sharing	insights	with	larger	groups.	Read	this	next:	How	to	Overcome	a	Weakness	&	Gain	Confidence	in	Your	Skills

hagoyara
felina
http://infas.cz/images/wiswig/file/30220865250.pdf
yutakepe
http://www.imumpornservice.com/admin/ckfinder/userfiles/files/54127145855.pdf
jodumeko

http://www.basilmcrae.com/admin/ckfinder/userfiles/files/82824285092.pdf
http://guohengtj.com/UploadFiles/file/20250725040946493.pdf
http://infas.cz/images/wiswig/file/30220865250.pdf
https://mehmetefendiserbia.com/uploads/files/50575673342.pdf
http://www.imumpornservice.com/admin/ckfinder/userfiles/files/54127145855.pdf
http://remobudostol.pl/pliki/73110543835.pdf

