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EMPLOYEE’S SELF-EVALUATION OF PERFORMANCE

Name: 

Donnabel B. Dela Rosa

           
  

Date: 
09/30/2025

Position: 
KMI – Clerk

1. Brief summary of job responsibilities:
· Processing everyday purchase orders (order slip, delivery receipt, and sales invoice);
· Encoding KPII Sales Invoice and Serial Number monthly end;

· Write manually all sales and purchases to their respective books of accounts;

· Handling KMI customer calls, inquiries, and service concerns;

· Coordinates and relays to the Service Department any concerns of KMI customers regarding after-sales service;

· Processing and preparation of request credit memo for unit returned, product loan, adds & promo, additional discount, etc.;

· Processing and preparation of KMI sales from Kolin branches;

· Preparation of KMI Memo for unit(s) reservation, pull out, unit returned, cancelled order, change unit, and others;

· Handling and Filling KMI Documents.
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)

My performance over the last year is still very challenging. For me, I experienced a lot of problems that tested my ability to handle the situation. Those experienced help me to be more productive and test my ability to make decisions to be more effective and efficient for the company.

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 think the skills that I have to fulfill are strong communication skills to interact effectively with others, responsibility and commitment to my work, and adaptability and flexibility. These skills will help me a lot to improve my work and expose me to new challenges. Set a clear goal, work hard.
4. What have you accomplished over the last year?

I have been able to effectively manage my time and prioritize tasks to ensure that all deadlines assigned to me are met. I was able to adjust to my co-employee even though it isn’t part of my work. I have been improving my communication skills and have been able to work more effectively with my team.
5. What would you like to accomplish over the coming year?

(eg. Performance improvements, tasks, goals, new skills)


I would like to accomplish over the coming year learning a new skill, improving physical fitness and mental health, saving money, making investments, and strengthening connections to co-employees, friends, and family relationships. ​Explore new places, try new activities. Be specific about the goals I am working hard on.
6. What are other skills or experiences do you have that you would like to use / to put into practice?

The other skill that I want to share is my answer number 4 because isn’t easy to do my co-employee's work, but it's additional knowledge to me and helps me be productive.
7. What are the things that would help you to better carry out your work responsibilities? (eg. Relationship skills, continuing education, particular tools).
I think the things that would help me to better carry out my work responsibilities are the training and seminar that are related to my work. It would help to improve me better and perform my daily duties and responsibilities effectively.

8. How would you evaluate your overall performance over the last year?

(eg. Unsatisfactory, consistently superior, perfectly adequate but with room for improvement)


Overall, in performance over my last year, I feel like I have done very well in my position during 12 months. I am proud of my ability to consistently demonstrate a positive attitude and be perfectly adequate but with room for improvement.

9. Additional comments:


More sales to KPII special to KMI, more experience, and hopefully we reach our target for the next coming years.

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


*Submit Employee’s Self Evaluation of Performance to HRD on or before September 30, 2025 (Tuesday)














