Name:______________________________  Interviewer:________________________

Location:____________________________  Date: _____________________________
CHECKLIST FOR ASSISTANT APPRAISAL

OF CURRENT PERFORMANCE

	ATTITUDE:
	Excellent
	Above

Average
	Average
	Needs

Improvement

	Enthusiastic about work
	
	
	
	

	Cooperative team worker
	
	
	
	

	Maintains poise under pressure
	
	
	
	

	Solves problems promptly
	
	
	
	

	Contributes significantly to good customer or business relations
	
	
	
	


Actionable point: ______________________________________________________________

_____________________________________________________________________________

	RESPONSIBILITY:
	Excellent
	Above

Average
	Average
	Needs

Improvement

	Accepts and seeks responsibility
	
	
	
	

	Makes prompt decisions
	
	
	
	

	Works with minimal supervision
	
	
	
	

	Accepts responsibility for own errors
	
	
	
	

	Get things done
	
	
	
	


Actionable point: ______________________________________________________________

_____________________________________________________________________________
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	ORGANIZATION AND   

COMMUNICATION:
	Excellent
	Above

Average
	Average
	Needs

Improvement

	Plans work effectively
	
	
	
	

	Adequately delegates work
	
	
	
	

	Communicates well up/down
	
	
	
	

	Able to prioritize work
	
	
	
	


Actionable point: ______________________________________________________________

_____________________________________________________________________________

	RESOURCEFULNESS:
	Excellent
	Above

Average
	Average
	Needs

Improvement

	Learns quickly
	
	
	
	

	Resourceful and creative in

solving problems
	
	
	
	

	Displays sound and accurate judgment
	
	
	
	


Actionable point: ______________________________________________________________

_____________________________________________________________________________

	WORK HABITS:
	Excellent
	Above

Average
	Average
	Needs

Improvement

	Follows through on detail
	
	
	
	

	Work is accurate and thorough
	
	
	
	

	Has vitality and stamina to perform work
	
	
	
	


Actionable point: ______________________________________________________________

_____________________________________________________________________________
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	LEADERSHIP:
	Excellent
	Above

Average
	Average
	Needs

Improvement

	Opinions respected by subordinates
	
	
	
	

	Readily accept new ideas
	
	
	
	

	Adjusts rapidly to people and situations
	
	
	
	


Actionable point: ______________________________________________________________

_____________________________________________________________________________

	CONTRIBUTES TO

BOTTOM LINE:
	Excellent
	Above

Average
	Average
	Needs

Improvement

	Adds to lead generation
	
	
	
	

	Frees up time for agent
	
	
	
	

	Is mentioned in testimonial letters
	
	
	
	

	Delights clients
	
	
	
	


Actionable point: ______________________________________________________________

_____________________________________________________________________________

COMPENSATION GUIDELINES:

1.
Amount of gross income assistant was personally responsible for:
$_______________


Last period from (date)_______________________ to (date)_______________________

2.
Ratio of cost to gross:



     
___________________________

Compensation changes negotiated/Agreed to: _______________________________________

_____________________________________________________________________________

_______________________________________
     _______________________________________

Assistant






    Agent

