Performance Improvement Suggestions

Date: [Insert Date]

To: [Employee's Name]

From: [Your Name]

Subject: Suggestions for Performance Improvement

Dear [Employee's Name],

I hope this message finds you well. | wanted to take the time to provide you with some

constructive feedback and suggestions aimed at enhancing your performance in your current
role.

1. Goal Setting

Consider setting SMART (Specific, Measurable, Achievable, Relevant, Time-bound) goals that
align with your departmental objectives.

2. Time Management

Utilizing tools like calendars and task lists to prioritize your workload can help you meet
deadlines more effectively.

3. Skill Development

Engaging in training sessions or professional development courses can boost your skills relevant
to your role.

4. Communication

Regularly seeking feedback from peers and supervisors and actively participating in team
discussions can improve collaboration.

| believe these suggestions can contribute significantly to your growth and success here at
[Company Name]. Please feel free to reach out if you need further clarification or support.

Best regards,

[Your Name]



[Your Job Title]

[Your Contact Information]



