
Staff Appraisal Comments 

Employee Name: [Employee Name] 

Position: [Employee Position] 

Review Period: [Start Date] - [End Date] 

Performance Overview 

[Employee Name] has consistently demonstrated a high level of performance throughout the 

review period. Their ability to meet and exceed expectations has significantly contributed to the 

team's overall success. 

Strengths 

• Excellent communication skills 

• Strong attention to detail 

• Ability to work collaboratively with team members 

• Proactive in problem-solving and decision-making 

Areas for Improvement 

While [Employee Name] has performed admirably, there are opportunities for growth: 

• Enhance time management skills to prioritize tasks more effectively 

• Seek out additional training in [specific skill or subject] 

Overall Comments 

Overall, [Employee Name] has had a successful year with notable contributions to our 

objectives. With focus on the areas for improvement, I am confident that [he/she/they] will 

continue to grow and excel in [his/her/their] role. 

Goals for Next Review Period 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

Conclusion 



I appreciate [Employee Name]'s hard work and dedication. I look forward to seeing continued 

progress and achievements in the upcoming year. 

Sincerely, 

[Your Name] 

[Your Position] 


