3 MONTH PROBATIONARY REVIEW

	PERSONAL DETAILS



	NAME:

SHOWROOM:

START DATE:


	JOB TITLE:

DATE OF REVIEW:

REVIEWED BY:




CAREFULLY EVALUATE EACH OF THE QUALITIES SEPARATELY

A = Often Exceeds Expectation

C = Meets Expectations

B = Sometimes Exceeds Expectations
D = Sometimes Falls Below Expectations

Please mark your score by ( in the relevant box (E = Employee; M = Manager)

	
	A
	B
	C
	D

	Knowledge & Ability
	E
	M
	E
	M
	E
	M
	E
	M

	Shows clear understanding of job
	
	
	
	
	
	
	
	

	Performs varied tasks effectively
	
	
	
	
	
	
	
	

	Learns new tasks easily
	
	
	
	
	
	
	
	

	Understands/uses six steps of selling
	
	
	
	
	
	
	
	

	Understands/uses ten commandments
	
	
	
	
	
	
	
	


	Achievement of Sales Targets
	E
	M
	E
	M
	E
	M
	E
	M

	Sales
	
	
	
	
	
	
	
	

	On Sites
	
	
	
	
	
	
	
	

	Premier Performance
	
	
	
	
	
	
	
	


	Customer Service
	E
	M
	E
	M
	E
	M
	E
	M

	Effective use of CPS
	
	
	
	
	
	
	
	

	Demonstration of FABs to all customers
	
	
	
	
	
	
	
	

	Provision of high level of customer service
	
	
	
	
	
	
	
	

	Effectively deals with customer enquiries/complaints
	
	
	
	
	
	
	
	

	Escalates enquiries/complaints effectively
	
	
	
	
	
	
	
	


	Product Knowledge
	E
	M
	E
	M
	E
	M
	E
	M

	PCs/Systems
	
	
	
	
	
	
	
	

	Peripherals (i.e. printers/scanners)
	
	
	
	
	
	
	
	

	Awareness of finance product
	
	
	
	
	
	
	
	

	Competitor awareness
	
	
	
	
	
	
	
	

	Awareness and use of unique selling points
	
	
	
	
	
	
	
	


	
	A
	B
	C
	D

	Administration/Procedures
	E
	M
	E
	M
	E
	M
	E
	M

	Grid changes procedure
	
	
	
	
	
	
	
	

	Brochure changes procedure
	
	
	
	
	
	
	
	

	Finance procedure
	
	
	
	
	
	
	
	

	OT knowledge
	
	
	
	
	
	
	
	


	Reliability
	E
	M
	E
	M
	E
	M
	E
	M

	Accepts responsibility willingly
	
	
	
	
	
	
	
	

	Regular attendance and punctuality
	
	
	
	
	
	
	
	

	Able to handle stressful situations
	
	
	
	
	
	
	
	

	Flexibility to job/commitment to job
	
	
	
	
	
	
	
	


	Job Attitude
	E
	M
	E
	M
	E
	M
	E
	M

	Co-operates with line manager/co-workers
	
	
	
	
	
	
	
	

	Personality suitable for job
	
	
	
	
	
	
	
	

	Physical alertness and energy on the job
	
	
	
	
	
	
	
	

	Uses initiative/actively seeks information
	
	
	
	
	
	
	
	


	ADDITIONAL INFORMATION

	

	TRAINING REQUIREMENTS

	

	DO YOU WISH EMPLOYMENT TO CONTINUE (YES / NO)

IF NO ENSURE DISCUSSED WITH AREA MANAGER & PERSONNEL

	

	PROBATIONARY PERIOD COMPLETED SATISFACTORILY (YES / NO) 

IF NO TO WHAT DATE IS PROBATIONARY PERIOD EXTENDED TO

	


	Employee’s signature:
	Manager’s signature:



	Date of next appraisal:


	Area Manager’s signature (if employment not to continue):


PLEASE FAX TO PERSONNEL DEPARTMENT ONCE COMPLETED







www.abctrainingsolutions.biz - now uploaded with loads of freebie trainer resources!


