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	Name
	
	Reviewing Manager
	

	Location
	
	Date of review
	

	Time in current position
	
	Position Title
	


PLEASE NOTE:

1. The reviewing manager/Board member and employee should confirm a suitable date and time for the review to be conducted

2. Prior to the meeting both parties should complete their copy of the form INDIVIDUALLY

3. Upon completion, the employee will be provided with a copy of the review and the original will be kept on file.

RATING SCALE FOR PERFORMANCE REVIEW (please tick appropriate box)
	Does not meet expectation (DNM)
	Performance does not meet the expected standard and/or is not consistent therefore immediate improvement is necessary.  Action plan required as soon as possible.

	Meets Expectation (ME)
	Performance meets standards and expectation for the role and task. 

	Above Expectation (AE)
	This area is a particular strength and the level of performance is above expectation/ standard for the role.


	PERFORMANCE CRITERIA

RESPONSIBILITIES
	
	DNM
	ME
	AE
	COMMENTS
(Manager and Reviewer)

	PROMOTE THE GAME OF GOLF

[Please insert responsibilities here]
Examples include:

A passion to succeed and grow the game of golf.
	Employee
	
	
	
	

	
	Reviewer
	
	
	
	

	KNOWLEDGE & SKILLS
[Please insert responsibilities here]
Examples include:

Interpersonal/customer service skills;
Attention to detail and accuracy;

Knowledge of golf operations;
Well developed problem solving skills;
Knowledge of merchandising and stock control.
	Employee
	
	
	
	

	
	Reviewer
	
	
	
	

	GOLF OPERATIONS
[Please insert responsibilities here]
Examples include:
Provide golf operations for the club, including the co-ordination of stock range and pricing;
Assist to administer course play, casual member play, visitor bookings, corporate days and group bookings;
Assist with sales promotion of membership to prospective members.
	Employee
	
	
	
	

	
	Reviewer
	
	
	
	

	RETAIL OPERATIONS
[Please insert responsibilities here]
Examples include:

Provide friendly, prompt and efficient sales service to members, guests and visitors;
Ensure the Pro Shop is clean and tidy at all times;
Perform retail operations for the Professional Shop i.e. this may include stock merchandising, customer service and store presentation;
Assist to co-ordinate and conduct stock take;
Perform transactions including cash, cheque and EFTPOS.


	Employee
	
	
	
	

	
	Reviewer
	
	
	
	

	PROFESSIONAL STANDARDS
[Please insert responsibilities here]
Examples include:

Customer and club focused;

Adhere to the Policies and Procedures manual;
Committed to delivering the best possible customer service;

Works effectively in a team.

	Employee
	
	
	
	

	
	Reviewer
	
	
	
	


	Suggestions for development/improvement


	General comments from Reviewer 



	General comments from Employee 



OVERALL RATING

Not Met/Met/Above Expectations {please select overall rating}
Please note: The manager and employee must ensure that all relevant aspects of the review are completed as this forms a necessary part of ongoing assessment. Meeting or exceeding expectations of the review does not automatically result in a retainer increase. Remuneration increases are at the discretion of the manager based on performance and other factors.
Next Agreed Review Date _________________________
	I have read and discussed this Review
Employee signature 
 


	I have read and discussed this Review 
Reviewer signature






Date__________________
Disclaimer

All PGA members are encouraged to seek additional advice on the information contained within as it relates to their particular circumstances. Depending on the circumstances, the PGA may refer any member to an employment lawyer or suggest a free call to Fair Work Australia on 13 13 94 to assist in understanding this content. The user of these resources relies on the information contained within at their own risk and the PGA accepts no liability for loss or damage suffered by the user as a direct or indirect result of any false, misleading or deceptive statement contained therein.

�Choose or edit each responsibility as applicable






