Service Quality Assurance Performance
Review

Date: [Insert Date]

To: [Employee Name]

From: [Manager's Name]

Subject: Performance Review - Service Quality Assurance

Dear [Employee Name],

I hope this message finds you well. As part of our commitment to maintaining high standards of

service quality, we have conducted a performance review of your contributions over the past
[insert review period].

Performance Highlights:

o Consistently met service quality benchmarks.
o Implemented effective feedback systems for ongoing improvement.
o Developed best practices that increased customer satisfaction ratings.

Areas for Improvement:

e Enhance communication with team members.
o Stay updated with new quality assurance technologies.
« Participate in ongoing training sessions.

In the upcoming months, we will support your development with targeted training programs and
resources. We encourage you to set specific goals for the next review period.

Conclusion:

Your contributions are valued, and we appreciate your hard work and commitment to quality
assurance. If you have any questions or would like to discuss your performance further, please
feel free to reach out to me.

Best regards,
[Manager's Name]
[Manager's Position]
[Company Name]



