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Administrative Officer Probation Review Form

Confidential

	Review Date
	

	
	

	1st Review
	
	or 2nd Review
	


	Employee:   
	Rating Descriptions:

EX- Exceptional – has consistently and significantly exceeded expectations producing exceptional results.

EE- Exceeded Expectations – has met all objectives and requirements of the role and exceeded the requirements of the role.

ME- Met Expectations – met all the objectives and requirements at a level which performs the job effectively.

BE- Below Expectations – has not met all the objectives and requirements of the role. May have development needs.

	Job Title/Role:  
	

	Appraising Manager(s):  
	

	Date of Commencement:  
	


	
	Strengths/Areas for Improvement/Comments
	Rating

	Summary of Tasks/Objectives
	
	

	1
	
	

	2
	
	

	3
	
	

	Summary of Skills, Knowledge & Abilities

(Communication Skills, Leadership, Technical Skills, Customer Service, Delivering to Deadlines, Time Management, Problem-Solving, Analytical Skills, Organisational knowledge, etc.)
	
	

	General

Timekeeping; Attendance/Sick leave
	
	


	Agreed steps to be taken to address and improve performance if any of the above ratings are below expectations:
	

	Appraising Manager Summary & Outcome

	Appraisee Comments:



	Appraiser’s Signature:


	Appraisee’s Signature:



	Date:


	Date:




Completed forms (signed by both parties) should be returned to:
Recruitment and Contracts Section, Human Resources, House 4, College.
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