Manager Performance Evaluation

Employee Name:    _________________________________


Job Title:  _______________________
Date Hired: ______________________
Reviewed By:  _______________________________


Reason for Review:
Periodic Evaluation (

Promotion (

Other: _____________________________________
General Work Evaluation:
      Exceeds Requirements          Meets Requirements        Needs Improvement
Unsatisfactory      

Attendance
      [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Cooperation             [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Initiative

      [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Job Knowledge        [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Quality of Work       [   ] 
          
 
     [   ]
        

          [   ] 
          
         [   ]

Reviewer Explanation: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Action to be taken:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employee’s Comments:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Detail Evaluation:

Job Task/Responsibility:  Exhibit Leadership – The manager is responsible for maintaining a professional image that employees can look up to.  He/she is a good role model for employees and exhibits the highest level of performance – setting a standard for everyone.  He/she exhibits good judgment and remains calm in problematic high stress situations.  The manager works well with employees, coworkers and superiors and commands respect based on his/her actions.  He/she works to develop a respectful and trusting relationship with employees.  The manager also is responsible for delegating work where necessary and recognizing employees doing a good job as well as those who need disciplinary action. 
Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Problem Solving – The manager is responsible for identifying problems and solving them as they arise.  He/she manages day-to-day operations and effectively controls resources, staff, inventory, and equipment - reducing waste whenever possible.  The manager anticipates potential problems before they occur and takes steps toward preventing them. 
Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Manage Employees – The manager is responsible for motivating employees to do a good job and recognizing those who do are doing well.  He/she works with employees to improve their skills and implements training where necessary.  The manager recognizes and disciplines employees who are not meeting job requirements and is responsible for documenting disciplinary action. 

Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Manage Customer Experience - The manager is responsible for interacting with customers throughout the day and portrays a professional image to customers.  He/she is responsible for answering customer questions and responding to complaints as well as giving attention to customer service problems in a way that solves the problem and makes the customer reasonably happy.  The manager guides employees in giving excellent customer service and when a customer service issue arises, the manager supports employees in solving the problem.

Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Communicate Effectively – The manager is responsible for communicating well with customers and employees.  The manager clearly communicates objectives and results to employees and his/her superiors.  He/she listens to employees and responds appropriately and provides constructive feedback where necessary.  The manager is also responsible for communicating company policies and training items to employees.
Work Standard: ___________________________________________________________________________
Actual Performance:  
Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     
[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Exhibit Strong Work Ethic – The manager performs job duties well without immediate supervision and goes above and beyond what is required.  The manager is responsible for performing all of the duties that he/she is assigned without complaint or excuses.  He/she takes it upon themselves to initiate new projects and carry them out.  The manager recognizes opportunities as they arise and is constantly working toward improving operations, staff issues, bar revenues, marketing and other various aspects of the bar. 

Work Standard: ___________________________________________________________________________
Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Strategic Thinking – The manager is responsible for setting short and long-term objectives and moving forward in accomplishing those objectives.  He/she plans out projects and documents them in an organized manner.  The manager is responsible for keeping in mind details that can affect current and future plans and is proactive in overcoming potential obstacles.  

Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Meet Financial Goals – The manager is responsible for setting financial goals and meeting them within the specified period of time.  He/she establishes realistic budget plans and demonstrates fiscal accountability.  The manager looks for money making possibilities and ways to reduce waste and excess spending. 
Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Promote a Team Environment – The manager is responsible for creating an environment of teamwork and group achievement.  He/she takes opportunities to make the workplace fun and friendly for staff.  The manager works well with employees and coworkers and does not bring personal relationships into work relationships.  He/she resolves employee disputes and puts the needs of the team above his/her agenda. 
Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Manage Human Resources – The manager is responsible for following all company policies and procedures as well as providing a safe and professional work environment for employees.  The manager creates a harassment free environment for employees and he/she responds appropriately to employee complaints.  Issues and comments (such as workplace accidents or harassment reports) are documented and acted on appropriately.  The manager provides a safe and healthy environment for employees.  When disciplining, hiring or firing an employee, the manager follows company guidelines and upholds standards for proper and lawful human resource management.   
Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Task/Responsibility:  Accomplish Goals – The manager is responsible for achieving set goals in a reasonable amount of time.  He/she carries out job tasks thoroughly and reliably.  The manager works toward achieving short and long term goals for the success of the bar.
Work Standard: ___________________________________________________________________________

Actual Performance:  

Exceeds Requirements

Meets Requirements

Needs Improvement

Unsatisfactory     

[   ] 
          
 
              [   ]
        

             [   ] 
          
         
         [   ]

Comments: ______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Employee Signature:  _________________________________________

Date:  _______________

Reviewer Signature:  __________________________________________

Date:  _______________[image: image1.png]



