EMPLOYEE INPUT REVIEW WORKSHEET

To: William Smith

From: Andrew Green

Date: 6/2/2004

Subject: Employee Input Review Worksheet

1. List your strengths in terms of performance during this review period.

I believe that this year my biggest strength was the turn-around on projects that I was assigned. Usually within 24-48 hours of being requested, many of my projects were completed. At the very most, a few projects took 2 weeks to complete.
Also, the way that I tailor the solutions that I create to the needs of the end users is stronger than others might expect. I don’t slack when it comes to building the applications I write, I make sure that they work as intended and often better than initially intended.

2. List those areas you would like to see improvement in your performance.

Even though I believe that not stressing about every second of a project leads to a better outcome, I should take most of my projects more seriously than I do. While I do always have the end product in mind, making sure they aren’t completed in a sloppy fashion, I should focus on a more stringent project completion process. I should also not take as many breaks from directly working as I do, and instead complete my projects at a faster rate.

I need to be more mindful of my demeanor while in the office, so that I do not let emotions and humor get too out of hand. My attitude towards management could definitely see improvement.
3. Your workload during this review period has been:

7.

Some projects have been challenging (Tracker enhancements, Credit Card Processing, Online Application), while others have been simply using what knowledge and skills that I already have.

4. What aspects of your work provide you with your greatest sense of satisfaction and achievement?

It is satisfying that most of my end products contain extra features that were thought of ahead of time. This comes into effect when requests are made for features and updates that are already in place. Knowing that plans were made to take into account future uses is a good feeling.

5. What changes in your work assignments would increase your contribution to the company and to your personal satisfaction?

No real changes would help satisfy my work needs. The fact that I am not completely overloaded with a multitude of projects is non-stressful. Also not have a mountain of work allows me to better complete the projects that I am assigned.
6. Do you know what responsibilities are assigned to your position?

Yes. My responsibilities are to take care of any technical requirements needed by the web team and for any web based projects. Also while not directly assigned to me, miscellaneous technical requests from outside the web team need to be completed when urgent.

7. What are your immediate and/or long-term career plans?

My immediate plans are to continue slowly increasing my overall technical knowledge. By being more well-rounded with my technical skills I can better meet the needs of projects.

My long-term plans are to shift industries into a more creative position so that I can create more interactive and entertaining projects.

8. What additional training or development/activities would help your be more effective in your present position and/or help prepare you for the next step in your career?

No training at the moment would help my current position. Possibly learning more object-oriented skills would help in future positions.
9. Are there alternative department positions in which you might be interested, whether it be in your own department of another department?
No, I am satisfied in the current position I am in.
10. Do you understand completely the expectations your Immediate Supervisor has of you in the position you hold?
Yes, although he has said that if my “drive” was stronger, than a stronger person I would be.
11. What suggestions do you have for your Immediate Supervisor for improving the quality and effectiveness of the relationship you have with him/her?

No suggestions. Communication is pretty good the way it currently is.
12. How has your Immediate Supervisor been helpful to you in achieving success in your job?

He has helped in several ways. The most helpful he has been in conceiving new ideas and concepts for the website as well as for tracking. The other method is by him being the gatekeeper for most projects that would derail me from my current task-at-hand.
13. What area(s) could your supervisor work on improving?

About the only improvement that I could see would be in listening to the technical answers that I give, versus dismissing them and asking to the task to be completed regardless. He does this for the most part, but there are still other times where he get frustrated and does not listen.
14. What might your Immediate Supervisor do to help you improve your ability or the ability of your group to do their job?

He already is doing this by getting us a better working area that should lead to a more creative environment.
15. What changes might be made in the way High-Tech Institute, Inc. conducts day-to-day operations that would enable the organization to better do its job?

If the corporate office would allow more creative choices for the marketing department overall, with possibly a larger marketing budget, the corporation as a whole might get a better image. We cannot attempt to fully improve the image of the company without a cohesive branding campaign across our brands.

16. What changes might be made in the way High-Tech Institute, Inc. conducts day-to-day operations that would enable you to better accomplish your tasks?

For the most part, our department is kept updated with new hardware and software. If we were to even have better equipment and software we could have better performance.

A more creative and relaxed working environment would help as well. As it stands, our current Monday through Thursday business attire is not inherently conducive of a creative workplace. If we were to change to business casual attire (polo tees, slacks), I feel we would be more productive.
