Indbridge

22 Floor Strata 100, £, Ortigas Jr. Road

. San Antonj ig Ci
= b o v &N Antonig, Pas g City
PERFORMANCE EVALUATION REPORT FORM
Name of Employee: ELYSSA MAE BIGCAS Date of Rating: Date Hired
b 5 € Hired: ly 15,

Position: Accounting Staff Fa,
Location;

C::!tl(m MRCH.0 Department. Accuunting
Rating Perigg: August 2024 to October 2024
Purpose of Rating: 3rd Month Assessment
Instruction Please review notes on Guide to performance appraisal before accomplishing this form

FACTORS RATING POINTS

Has required Has required
knowledge of own & knowledge of owil
related worlk, work only.

Needs additiona]
instruction and
guidance,

Has exceptional knowledge of his
owné&related work,

1. KNOWLEDGE oF WORK

Remarks ; $arld it adc “'“O"O\CA?' °"‘3 b“*‘ her uﬂ\\nﬁnts fo learn con
be counted o Yo overcome her shoc{'wmne);.

Seldom meets
standards,

Usually exceeds standards. Meets standards. Never meets standards,

2.P
RODUCTIVITY 3c
3. INITIATIVE = 1to4pts. 8
i . ' t]
Remarks : U«-“ assshance % Yneres anted fo d so. ,\Seeks \ﬁe‘? when  needed Yop.
Rarely responds to
company needs.
4. DEDICATION TO DUTY 9t0 10 pts, - m 1to0 4 pts, q
a : wom ¢t ol Hhak g o one.
Motk by counted 0 Pr wehme o plfe e e wddd o be 4 e
Always i Usually Sometimes Rarely
cooperative cooperative Cooperative cooperative
9t010 pts. 8 pts, Sto 7 pts. 9

5. COOPERATION
Remarks: The wilness o assist her eolleagues s o Tk Kok dhe s woperakive and
\deral He leam.

Tardiness w/n the allowable no.or With written With one (_1} day With 3 days suspension.
less. warning/s suspension

6. ATTENDANCE & ! (1st Offense) {Znd Offense) l (3rd Offense) :f
PUNCTUALITY: 9 to 10 pts. | 7 to 8 pts. [ 5 to 6 pts. | 11to 4 pts.

Remarks: O morn\ns 0 fardinecs but dhe's wiling fo adgus* her fime pr e o
dart {pe ok day gronetly.

id No record of
No record of accident accident but wy 2

No record oft/infractio_n against but. w/ 1 infraction infraction against
our safety/ housekeeping rules against our safety/ our safety/

7.SAFETY AND / OR housekeeping rules housekeeping rules

HOUSEKEEPING
9to 10 pts. S| 8 pts. | ey
Remarks: 00 vorsing i e hewsehesing mubks (i, eaniay sondals dusing okice. howr)

infrachion bt she ji&’r & & again .

Had an accident or had
more than Zinfractions
against our safety/

housekeeping rules 57

TOTAL 25

Previous Challenges and Accomplishments:




Date Appoinied to Presenl Position:

Areas of Strengths:
Areas of Weaknesses / Development: .
. . * sdledoe 0 & S asa
b gl Ve i ouel X a\gk,
Acknowledged By:
Rated By Employee Name : LW WBE ¢l pledhS
PrintedLNJme & Signature
Date Date 'al 47!%1"1
(mm /dd/yy) (mm/dd/yy)

RECOMMENDATIONS:
Approved by Date Signed

mm /dd /yy
Approved by Date Signed

mm /dd /yy
President's Signature Date Signed

mm /dd /yy

]
EMPLOYEE DETAILS:
Amount of Increase:
Date Hired: Present Rate:
mm /dd /yy Date of Last Increase:
mm /dd /yy

New Rate:

Nature of Recommendation
Approved Recommended Rate

Approved Recommended Position :

FOR HUMAN RESOURCE MANAGEMENT DEPARTMENT

Reviewed by:

Human Resource Department

Effectivity Date
mm /dd /yy
PER RATING DESCRIPTION
90-100 Outstanding
75-89 Above Average Passing Rate
50-74 Average
49 below Below Average




