
[image: image1.jpg]NIUNNER



Employee Evaluation Form for Confirmation

	Name  : 
	Mohibur Rahman
	ID No 
	031121

	Designation : 
	Deputy Manager
	Department:
	Sales, Runner Terra EV

	Date of Joining
	01-Feb-2015
	Completion date of Probation Period :
	31-Jul-2015

	Confirmation Date
	01-Aug-2015
	Present Salary: 
	Tk. 15400/-

	Name of the Supervisor
	Kohshi Kuwahara

	Name of the Next Supervisor:   
	Kohshi Kuwahara


Job Performance (To be filled by respective department)





Marks-30
1. Sales Target (Achievement of the target for provision period as given to him/her)


Exceptional         Above Expectation      
 Meets Expectation          Below Expectation       
           Unsatisfactory
      
(10)

   
 (08)


  (06)

           (04) 


(02)
2. Quantity Of Work: (The number of unit of output produced by an employee within the specific time)

Exceptional         Above Expectation       
Meets Expectation           Below Expectation     
          Unsatisfactory

      
 (10)

    
(08)


 (06)

           (04) 


(02
3. Customer Service  (Attain the customers -both internal and external- and respond them quickly effectively & efficiently to fulfill their requirements)

Exceptional         Above Expectation       
Meets Expectation           Below Expectation     
          Unsatisfactory

      
 (10)

    
(08)


 (06)

           (04) 


(02)
Computer Test (Filled by Respective Department)






Marks-20

1. Report Prepare & Presentation skill, Email Feedback and Basic Software Knowledge .(Based on supervisor observation) 


Exceptional         Above Expectation       
Meets Expectation      
 Below Expectation    
         Unsatisfactory

     
 (10)

       (08)

      

(06)

           (04) 


(02)

2. Advance Knowledge of MS Office.

Exceptional         Above Expectation       
Meets Expectation       
Below Expectation     
         Unsatisfactory

      
(10)

       (08)

      

(06)

           (04) 


(02)

Human Factor   (Filled by supervisor)   







           Marks-20
1. Initiative (A self-starter, eager to perform tasks and take on new responsibilities)

Exceptional         
Above Expectation       
Meets Expectation       
Below Expectation     
           Unsatisfactory
       
(10)

    
(08)


 (06)

           (04) 


(02)

2. Leadership Skill (The ability/ process of encouraging and helping others to work enthusiastically toward achieving objects) 

Exceptional        
 Above Expectation       
Meets Expectation       Below Expectation     
           Unsatisfactory

       
(10)

    (08)


      
 (06)

           (04) 


(02)

3. Commitment to work (The attitude to bound or obligate under a pledge to a particular work or action)
 
Exceptional        
 Above Expectation       
Meets Expectation       Below Expectation     
          Unsatisfactory

       
(10)

    
 (08)


       (06)

           (04) 


(02)

4. Financial Discipline (The way of managing financial matter/transaction in an accurate, transparent, systematic and positive way by following RGC’s policies.)

Exceptional         
Above Expectation       
Meets Expectation       
Below Expectation     
          Unsatisfactory

       
(10)

    (08)


       (06)

           

(04) 


(02)


________________________________
Seal and Sign of Supervisor
Discipline (Filled by HR Department) 







                  Marks-10

1. Attendance (Attend at office or any other places for official purpose in due time regularly)

Exceptional         
Above Expectation       Meets Expectation                 Below Expectation     
           Unsatisfactory

      
(10)

     
 (08)

          (06)
         
            (04) 
                                (02)

2. Timeliness (Found consistently present at the workplace as per duty schedule) 


Exceptional         
Above Expectation       Meets Expectation             Below Expectation     
           Unsatisfactory

      
(10)

      
(08)

       (06)

           
            (04) 
                                   (02)




Job & Company Knowledge (Based on the Supervisor Observation)



Marks- 20
1. Job Knowledge






Exceptional         
Above Expectation       Meets Expectation       
Below Expectation        
         Unsatisfactory

     
(10)

  
  (8)


  (6)

           (04) 


(02)

2. Company Knowledge 

Exceptional         
Above Expectation      
 Meets Expectation       Below Expectation      
         Unsatisfactory

      
(10)

   
 (08)


  (06)

           (04) 


(02)
Accumulated Marks:
	SL
	Criteria
	Total Marks
	Marks Obtained
	Remarks

	01
	Job Performance
	30
	
	

	02
	Computer Test
	20
	
	

	03
	Human Factor
	20
	
	

	04
	Discipline
	10
	
	

	05
	Job Knowledge
	20
	
	

	
	Total =
	100
	
	


1. Overall Performance Rating after completing 6 (Six) months service (Tick the Appropriate Box):

Excellent
(91-100)

Above Expectation

(80-90)


Meets Expectation
(60-79)

Below Expectation
(40-59)
Unsatisfactory

(below40)
2. If the probation period is recommended for extension, then please rationalize your comments: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Any other comments on the individual’s overall performance: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________
(Seal and Signature of the Reporting Officer)



(At least Asst Manager) 
4. Comments of the Next Supervisor / Department Head : ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________   

        _______________________________

      Signature of Departmental Head
​​

5. Comments of the DMD/ Director ( where applicable) : ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________








Seal and Signature of the 






 

DMD/Director


6. Comments of Head of HR Department: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________

Seal and Signature of the                                                                                                                                                                                                     Head of HR Department  
Remarks of the Chairman/Vice Chairman/MD: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Approved By

Chairman / Vice Chairman/ Managing Director
_________ No of Increment / Re-designation / Promotion








Recommended for confirmation with salary re-fixation tk.__________








Recommended for confirmation without salary enhancement





Recommended for extending the probation period for another________ Months (Max. 6 Months)








Relocation /Released from job











(Obtained Marks)…………………… X 20


Calculation of Human Factor Marks      =


40 


         








         (Obtained Marks)…………………………… X 10


Calculation of Discipline Marks      =						     =


20 


         








Runner Group of Companies 
138/1, Tejgaon Industrial Area; Dhaka-1208


