
 

Employee Tips for the Performance Evalua on Mee ng 

 

Review the Job Descrip on 

Review the job descrip on to refresh your understanding of the du es and re-

sponsibili es of the posi on. Be prepared to discuss changes to your job du-

es, if applicable. 

 

Review Goals 

Review your goals and be prepared to discuss the progress of your goals, 

changes to your goals or reasons why the goals were not met. 

 

Review the Self Appraisal 

Review your Self Appraisal to re- familiarize yourself with your achievements 

throughout the review period. Be prepared to answer ques ons your supervi-

sor may have about your Self Appraisal responses. 

 

Prepare to Receive Feedback 

Your supervisor will be communica ng his/her ra ngs decisions to you. Be 

prepared to review the ra ngs with an open mind and willingness to receive 

posi ve, nega ve and neutral feedback. 

 

Prepare Ques ons 

Be prepared to ask ques ons about your own individual job performance, du-

es and responsibili es as well as future expecta ons. Avoid asking ques ons 

regarding other employees’ performance. 
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