
Professional Growth Assessment 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager/Supervisor Name] 

Subject: Professional Growth Assessment 

Dear [Employee Name], 

I hope this message finds you well. As part of our ongoing commitment to employee 

development, we have conducted a professional growth assessment for your performance over 

the past [time period]. 

Assessment Overview 

Your contributions in the following areas have been particularly noteworthy: 

• [Skill/Project 1] - [Description of performance] 

• [Skill/Project 2] - [Description of performance] 

• [Skill/Project 3] - [Description of performance] 

Areas for Improvement 

While you have made significant strides, we have identified some areas where further 

development is recommended: 

• [Area for Improvement 1] - [Suggestions for improvement] 

• [Area for Improvement 2] - [Suggestions for improvement] 

Goals and Action Plan 

To support your professional growth, we propose the following goals and action plan: 

1. [Goal 1] - [Action Steps] 

2. [Goal 2] - [Action Steps] 

We believe that with dedication and focus on these areas, you will reach your full potential. 

Thank you for your hard work and commitment to our team. Please feel free to discuss this 

assessment in our upcoming meeting. 



Sincerely, 

[Manager/Supervisor Name] 

[Position] 

[Contact Information] 


