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EMPLOYEE’S SELF-EVALUATION OF PERFORMANCE

Name:  Mary Grace M. Galang


           
  

 




Date: 
Position: Service Accounting Assistant-Provincial

1. Brief summary of job responsibilities:

· Receiving of all blue copy of SJRs from Service Center
· Double checking of SJR blue copies through system, and Account Receivable Summary
· Checking of lapses of SJR bluecopies and creation of report for missing generated SJRs
· Processing and checking of ASC Billings Rebates.
· Double checking of OR numbers based on the SJR and daily collection report

· Monitoring and processing of rental and utilities.
2. How do you feel about your performance as an employee over the last year?

(eg. Attitude, motivation, initiative, quality of work, timeliness, productivity, supervisory requirements)
· I believe that I have demonstrated strong work ethics throughout the year. I have been reliable and punctual in my work. I have consistently made sure that all tasks assigned to me are completed on time with minimal supervision.
· I’ve learned to take as challenge to improve myself especially in positive way.

3. What kind of skills have you needed to fulfill your responsibilities over this past year? (eg. Organizational, interpersonal, written and verbal communication, problem-solving skills)
· I have learned to improve my interpersonal skills which are key in ensuring pleasant working relationship with different people in the company.
· I have learned to improve my written and verbal communication, like by making a letter or memorandum.
4. What have you accomplished over the last year?

· I demonstrated my integrity by being accountable for issues associated with my work.
· I have consistently made sure that all tasks assigned to me are completed on time with minimal supervision.

· To show more initiative and be more responsible for checking details to avoid discrepancy.

· I helped my family financially, especial
5. What would you like to accomplish over the coming year?

(eg. Performance improvements, tasks, goals, new skills)
· I want to learn and grow within my work, to increase my responsibilities and skills.

· I will enjoy a challenge and would like to know that I am constantly meeting new challenges.

· My goal is to be the best at whatever level I am working at within the company.

6. What are other skills or experiences do you have that you would like to use / to put into practice?

· Creative thinking and problem solving
· Self-esteem and motivation

· Determine my strengths and weaknesses

· To have more patience
· Practice clear communication 

7. What are the things that would help you to better carry out your work responsibilities? (eg. Relationship skills, continuing education, particular tools)

· Practice clear communication
· Volunteer to do more
· Focused on one thing

· Eliminate known distractions

· Prioritize important tasks

8. How would you evaluate your overall performance over the last year?
(eg. Unsatisfactory, consistently superior, perfectly adequate but with room for improvement)
· Perfectly adequate, but should have more patience
9. Additional comments:

· 14th Month Pay

· Mid- year bonus

· Additional Vacation Leave
· Medical Allowance ( Medicines)

· Incentives
Employee’s signature:   _________________________      Date: __________________
*This serves as an attachment to your Annual Appraisal.


*Submit Employee’s Self Evaluation of Performance to HRD on or before November 12, 2021 (Friday)
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