
OWN IT!
Take an active role in your own
review by doing your prep and
thinking about what you want
to get out of the conversation.
Think beyond tick boxes and

make the most of this
opportunity to talk to your
manager about you, your

performance and your
aspirations.

EMPLOYEES

HOW TO HAVE A GOOD
PERFORMANCE REVIEW

BLOW YOUR OWN
TRUMPET

Get comfortable talking about
your achievements, your

strengths and the value you
believe you add. Focus on what

you’ve done and how you’ve
done it to highlight your skills

and positive behaviours. 

GET FEEDBACK
Find out what others think of

you by asking specific questions
to get useful feedback.

Remember that most feedback
is given with positive intent so
take a step back to process it

and consider what you can learn
from it. 

 

THINK FORWARDS AS
WELL AS BACKWARDS

Think about what you need to
do to excel in your role and

where you’d like some stretch.
This is an opportunity to talk to

your manager about what
motivates you and discuss

where you can grow and
develop.

 
 

PREP YOURSELF &
YOUR PEOPLE

Be clear about what you want
your people to come to the

review meeting with, such as
their key achievements and

learnings, and make sure
you’ve given some thought to

this as well.

MANAGERS

FOCUS ON STRENGTHS
Recognise what they do really
well, where you’ve seen that in

action, and what impact it’s had.
That doesn’t mean not to focus
on areas of improvement but

make sure to spend time
acknowledging achievements

and strengths.

ASK MORE, TALK LESS
This is a fantastic opportunity

to listen to your people!
Encourage them to share,

reflect and take
accountability by asking them

open questions and staying
curious about what they say.

 

MAKE FEEDBACK A
HABIT

Build a culture of regular,
constructive feedback in your

team so that performance
reviews don’t contain any

surprises and you’re
continually able to motivate

and engage your people.
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