
Performance Review Conclusion 

Dear [Employee's Name], 

Thank you for your hard work and dedication over the past year. As we conclude our 

performance review process, I would like to highlight some key points: 

Strengths 

• Outstanding teamwork and collaboration skills. 

• Consistent achievement of targets and goals. 

• Innovative problem-solving abilities. 

Areas for Improvement 

• Enhancing time management skills. 

• Expanding leadership opportunities. 

• Improving communication with stakeholders. 

Moving forward, I look forward to supporting your professional development and setting new 

goals to continue your growth within our team. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


